
Treasury Department and Comptroller Operations 
 Check Trace Request Form – Vendor Requests

To ensure your request is processed promptly, please ensure all fields outlined in red are completed.  

      HOVERING OVER ANY INPUT FIELD WILL PROVIDE ADDITIONAL INFORMATION/INSTRUCTIONS ON WHAT IS NEEDED FOR COMPLETING THAT FIELD. 

 

Requester Phone #:

Requester Name:

Requester E-mail:

TO BE COMPLETED BY REQUESTER

City / State / Zip Code:

Address Line 2:

CURRENT Mailing Address:

Payee Name:

Amount:

DOC,VT OR DSN #:    

Check Date:

Bank and Check#

Business Area:

If Request Reason is “Other”, please provide description

Reason For Request (Check was reported as)

Action Requested:

Delivery Type:
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	Clicking this button will automatically generate an e-mail to Comptroller Operations resource mail account with the completed form as an attachment and be addressed to the appropriate resource e-mail account for processing: 
	The phone # of the person completing this form in case there are any questions: 
	The name of the person completing this form for sending to Comptroller’s Office: 
	E-mail address of person completing the form is required so an e-mail response can be sent once the request is completed by Treasury: 
	Payee Name as it appeared on check: 
	VERY IMPORTANT:  Enter the current mailing address of the payee, which might not be the mailing address that was on the original check: 
	Optional.  Provided in case additional space is needed for providing the address: 
	VERY IMPORTANT:  Enter the current mailing address of the payee, which might not be the mailing address that was on the original check: 
	2-digit # of your agency, also known as the BA on the payment transaction: 
	The total $ amount of the check (which may include more than one transaction if payments were wrapped).: 
	The SAP Doc #, or VT #, or DSN # of the payment transaction so information from the transaction can be verified for accuracy: 
	Pay Date of the check: 
	2-digit bank #, and 8-digit check # must be entered (include any leading 0’s).: 
	2-digit bank #, and 8-digit check # must be entered (include any leading 0’s): 
	If “Other” is selected, we need to know why the request is being submitted: 
	Please select one from the drop-down menu provided: 
	Stop Pay & Reissue for Payee: Stop-pay will be placed on original check and replacement check will be processed for Payee, OR copy of check will be provided if it has been cashed.Cancel (Redeposit) – original check shredded: Stop-pay is not needed because original check has been received AND shredded, and funds will be redeposited.Stop Pay and Cancel (Redeposit):  Stop-pay will be placed on original check if the original check has not been received, and funds will be redeposited, OR copy of check will be provided if it has been cashed.ONLY Provide Image of Check (If Paid): Only a copy of the check will be provided (if it has been cashed).  A stop-pay & reissue will NOT be done: 
	Mail reissued check to payee: Comptroller will mail check to payee to the CURRENT address listed above.Refund/Redeposit to appropriation: Comptroller/Treasury will process refund to redeposit check to the appropriation.Send to Requester: Reissued check for payee is to be sent to Requester for mailing, or copy of cashed check to be sent to Requester: 
	Clicking this button will clear all the fields on the form so you may begin a new request: 
	RequestDate: 



