
Was the check issued 
to a vendor, an 
employee for 

expenses, or an SSI/
SSP recipient?  

For a check with a “B”, “T”, 
“P” or “W” on the face of the 
check, see the chart 
published in the Section 
Overview and Policies 
portion of this GFO section 
for reissue and cancel 
guidance

NO

Mutilated, Lost, Stolen, and Never Received 
Checks

If a check is mutilated, lost, stolen, or not 
received by the vendor, the vendor and/or 
agency must determine the action to be taken by 
answering the questions below.

YES YES

Checks Returned by the Post Office
If a check is returned as undeliverable by the 
Post Office, Treasury marks the check as stale in 
SFS and destroys the check.  The agency should 
not contact Treasury until it determines the 
action to be taken on the payment by answering 
the questions below.

Does the check 
need to be 
reissued?

Cancel a State Issued Check without Reissue
The agency must complete a TD-346 and email the 
completed form to Treasury at 
treasury.td346@tax.ny.gov.  The agency must 
indicate that the payment needs to be cancelled and 
not reissued.  Treasury will cancel the original check 
and instruct OSC to close all vouchers associated 
with the payment.  When OSC closes the voucher, 
the originally charged appropriation is refunded for 
the check amount.

For more information about refunds owed to the 
State and how those payments are cancelled, see 
GFO section XII.9.D – Refunds Owed to the State.

NO
Is the 

payee an 
individual?

YES

Is the 
address 
correct?

NO

Is the 
payee 
alive?

YES

Vendor Exchange Checks
If a check must be replaced due to the death 
of the intended recipient, the agency must 
obtain from the next of kin of the estate the 
following:
 Form AC934 (Next of Kin Affidavit) if the 
check is not payable to the estate
 A copy of the death certificate
 A written request to exchange the check

Once the agency receives this 
documentation and deems it to be valid for 
reissuing the check, it will cancel the original 
check by submitting Form TD-346 to 
Treasury  at treasury.td346@tax.ny.gov.  
Once the original check is cancelled and the 
voucher associated with it has been closed, 
the agency submits a new single payment 
voucher through SFS.

NO

YES

Reissue a check to a different address
To reissue a check to a different 
address, the agency must first 
determine if the payment was submitted 
as a single payment voucher or regular 
voucher

Reissue a check to the same address
To reissue a check to the same address, the 
agency must complete Form TD-346 and 
email the completed form to Treasury at 
treasury.td346@tax.ny.gov.  The agency 
must indicate on the form that the check 
should be reissued with the same address.  
Treasury will cancel the original check and 
instruct OSC to reissue the check to the 
same address.

YES NO

The agency must complete Form TD-346 
and email the completed form to 
Treasury at treasury.td346@tax.ny.gov.  
The agency must indicate that the 
payment needs to be cancelled and not 
reissued.  Treasury cancels the check 
and requests that OSC cancel the 
voucher.  The originally charged 
appropriation is refunded for the check 
amount and the agency must submit 
another voucher in the SFS using the 
correct address.

The agency must work with the vendor to ensure the 
correct address is on the vendor’s record in the 
Statewide Vendor File.  If vendor’s correct address is 
not on its vendor record, the vendor must follow the 
process outlined on OSC’s website (https://
www.osc.state.ny.us/vendor_management/
forms.htm) to update its address.  Once the vendor 
has updated its vendor record, the agency must then 
submit Form TD-346 to Treasury at 
treasury.td346@tax.ny.gov, indicating the address 
where the check must be reissued.  Upon receipt of 
Form TD-346, Treasury will cancel the original check 
and instruct OSC to issue a new check to the vendor 
with the correct address.

SINGLE PAY REGULAR

Guide to Financial Operations
Chapter XII, Section 9.C – Reissuing or Cancelling a Vendor, 

Employee Expense, or SSI/SSP Check
_____________________________________________________

Tip: Vendor and employee 
checks have an “A” on the 
face of the check.  SSI/SSP 
checks have a small “SSP” 
in front of the “A”.
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