STATE OF IDAHO
OFFICE OF THE STATE CONTROLLER
BRANDON D WOOLF

February 5, 2015

TO: Andrea Patterson
Judicial Branch
Human Resources Director

Peggy Dougherty
Judicial Branch
Human Resource Specialist

FROM: Audrey Musgrave
State Controller’s Office
Deputy State Controller

Angela Bonaminio
State Treasurer’s Office
Banking Operations Manager

SUBJECT: Early redemption of Payroll Warrants (Checks)

As you are aware, the Judicial Branch is the only entity allowed to retrieve payroll warrants from our office
prior to pay day and such payroll warrants are not negotiable until pay day. It has come to our attention
that some employees of the Judicial Branch have redeemed payroll warrants prior to the issue date.

Cashing/depositing payroll warrants prior to pay day is in violation of the SCO Statewide Payroll Policy.
Therefore, effective immediately, the policy will be strictly enforced by the State Treasurer’s Office in the
following manner:

¢ Warrants presented to a financial institution prior to the warrant date (pay day) will not be honored
by the State Treasurer and funds will not be deposited.

¢ Inthese situations, the employee will be responsible for any fees charged by the financial
institution due to the early redemption of a payroll warrant.

NOTE: Future non-compliance with the SCO policy will result in this office not releasing any payroll
warrants for the Judicial Branch until the one working day prior to pay day.

Again, these requirements are in effect inmediately. Please take the time necessary to inform your staff
of the policy requirements.

The policy can be viewed via the SCO Website. (Payroll — DSP Personnel/Payroll User Manual —
General Information — Policies and Procedures — Statewide Payroll Policy)

If you have any questions regarding this correspondence, please contact me at 334-2394 or
amusgrave @sco.idaho.gov.
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