Use of Convenience Checks in the 

Western Operations Branch (WOB) (6/1/11)
Requesting a convenience check should be your last resort when paying for services/supplies/invitational traveler advances.   Convenience checks will not be issued in amounts greater than $3,000.  
The points of contact for convenience checks are:




Angela M. Hunter – (206) 526-6041




Jimese  Magraff    – (206) 526-6711

The Western Operations Branch (WOB) issues convenience checks for only two instances.  They are:
a. For services/supplies when the individual is not registered in Central Contracts Registration (CCR) and does not have appropriate Electronic Funds Transfer (EFT) information registered in CBS.  Convenience checks may be used on a one-time basis only while the individual is registering in CCR.  Automated Clearing House (ACH)/EIN data should be submitted at the time the request for the check is issued.   

b. Advances for travel-related expenses for invitational travelers.  
Convenience checks will only be issued by the WOB for the circumstances cited in paragraph a or b above.   
The following documentation will be required before a convenience check is issued:
a. A completed Convenience Check Request (see attached form).  

b. A signed travel authorization (if applicable)
c. A signed advance form (if applicable) this form should be signed by the invited individual.   If you are requesting an advance, written justification should be included advising why payment can not be issed through CBS for the invitational traveler.
d. A invoice or statement of charges (if applicable)

You may submit your request(s) to:




angela.hunter@noaa.gov or jimese.e.magraff@noaa.gov
Upon receipt of these documents, the requestor will receive acknowledgement of receipt.  Once approval has been received, WOB will advise requestor by email.  The check will be issued and mailed via overnight to the address on the form.
Failure to follow these procedures will result in a convenience check not being issued.  
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WESTERN OPERATIONS BRANCH                      

CONVENIENCE CHECK REQUEST 

                                                                                                    

	
	WOB Request No.   WOB20_______

	Please attach a copy of the travel order and request for advance form and explanation on why a convenience check is required.

	AGENCY ACCS:

	

	Requestor Signature
	Date 

	Printed Name
	Phone Number

	

	MAKE CHECK PAYABLE TO: ____________________________________   $___________

 ADDRESS TO SEND CHECK:

Phone No._________________

               This section must also be completed for Travel Advance Requests onl y                              

             Name of Traveler(s) _______________________________________________       

             Travel Order No(s). ________________________________________________                                                                                                                              

	FOR WESTERN OPERATIONS BRANCH USE ONLY

                   CHECK NO. ___________

                   ISSUE DATE __________

                   UPS TRACKING NUMBER ___________________________________

                   APPROVED BY________________________  DATE_________________

	COMMENTS


Revised 12/2010
