Subject: CHECK DISTRIBUTION AT RESEARCH FOUNDATION CENTRAL OFFICE RECEPTION DESK 

I. PURPOSE

The purpose of this policy and procedure statement is to:

a. Establish a process that will facilitate the orderly distribution of stipend, reimbursement, accounts payable, and employee payroll checks.

b. Set forth an approach to address special circumstances regarding check distribution at the reception desk.

II. APPLICABILITY

This policy and procedure applies to all Research Foundation field staff, individuals from CUNY campuses, and any commercial messenger service that requires the assistance of the Research Foundation Central Office (RFCO) reception area to pick up stipend, reimbursement, accounts payable, or payroll checks.
III. POLICY

The distribution of employee payroll checks at the RFCO reception desk requires the presentation of valid photo identification (i.e., driver’s license, CUNY ID, other photo ID). 

The distribution of stipend, reimbursement, or accounts payable checks at the RFCO reception desk requires the presentation of valid photo identification (indicated above) and may require a letter of authorization from the college.

IV. PROCEDURE

Whether a payroll or OTPS check, any time a check is picked up by a person other than the payee indicated on the check, there must be a letter of authorization from the payee or the relevant college. When using a commercial messenger service, the college should fax a letter of authorization to the RFCO. 

The RFCO receptionist will not release checks to any individual unable to furnish valid photo identification.
V. SPECIAL CIRCUMSTANCES
In situations where an employee or any other individual intending to pick up stipend, reimbursement, accounts payable, or payroll checks is unable to furnish the proper authorization, the receptionist should contact an RFCO manager in the Office of Grants & Contracts, OTPS or Client Services. A manager has the authority to release the checks by signing the check listing. The receptionist should inform the director of Communications of these occurrences. 
VI. IMPLEMENTATION

This policy and these procedures are effective immediately.

