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CASHING AN OLD PAYCHECK

Is the check still 
valid?

(Make sure the 
employee didn’t mark 
it as “void” because 
of the date.)

Is the amount of 
the check 
correct?

NOTE:  Payroll checks are valid for two years from the 
date of issue.  As long as the check is correct and 
within the two years, the employee can deposit it.

Employee finds a payroll check on February 3.  The 
check is dated Oct 15 of the previous year.  The 
employee calls to ask if they can deposit the check.
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Tell the employee 
it is okay to deposit 
the check.

Follow flow chart 
for Gross 

Corrections prior 
to November.

Tell the 
employee to 

send back the 
check for 
reissue.

Complete a Vendor 
Check Rewrite form 
made payable to the 
employee.

Send cancelled check 
and form to OSPS for 
processing.


