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OFFICE OF PRIME RESPONSIBILITY

Any questions regarding this policy should be directed to the Payroll Department of Advanced Sciences and Technologies, LLC (AS&T).

1.
POLICY

It is the policy of AS&T to:

1.1 Provide each employee with an accurate payroll check and to assure that payroll checks arrive at their destination by Friday of each pay period.

1.2 Provide each affected employee with a replacement payroll check when one is lost.

1.3 Require each affected employee to reimburse AS&T for the cost of replacing their lost check 

2.
APPLICABILITY

This policy is applicable to all AS&T’s employees who have lost their payroll check.

3.
RESPONSIBILITY

3.1 It is the responsibility of all AS&T’s employees to do the following:

3.1.1 Do everything possible to locate their lost check.

3.1.2 Immediately notify the Payroll Department and identify how it was lost.

3.1.3 Complete a Replacement Payroll Check Authorization form.

3.2 It is the responsibility of AS&T to do the following:

3.2.1 Provide the employee with a Replacement Payroll Check Authorization form.

3.2.2 Initiate stop payment action on the lost payroll check upon receipt of the completed Authorization form.

3.2.3 Additionally, upon receipt of a Stop Payment Approval from AS&T’s bank, will issue a replacement check to the involved employee, minus the reimbursement charge for replacing the lost check.

4.
EXCEPTIONS

None

The following form is incorporated into this policy by reference and can be found in the forms section:

· Replacement Payroll Check Authorization
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