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1.  Upon determination by a Commander, that a government check needs to be returned the procedures outlined in NGB Pamphlet 37‑104‑3 will be used. The required information will be submitted to the USPFO‑<State> ATTN: Check Control Officer.  A transmittal letter (TL) will be use and the check will be the only document on that TL.

2.  Upon receipt of the transmittal letter the following will occur:

     a.  Verification of submission of all necessary supporting documentation to include:

          (1)  Soldier's name and SSN.

          (2)  Short explanation of reason for transmittal of the check.

          (3)  Copy of payment voucher and orders, if applicable.

          (4)  Date of separation, if applicable.

          (5)  Copy of Leave and Earnings Statement. (LES)

     b.  Completion of Returned Check Data Entry Form (locally produced) to include:

          (1)  Date received.

          (2)  Name.

          (3)  Grade.

          (4)  Social Security Number (SSN)

          (5)  Unit payroll number (UIC).

          (6)  Type duty (TDC).

          (7)  Start date (if applicable).

          (8)  End date (if applicable).

          (9)  Reason returned.

          (10) Type remittance.

          (11) Remittance number.

          (12) Amount.

          (13) Date of check.

          (14) Adaps control number (ACN) paid on.

     c.  Input of data from Returned Check Data Entry Form onto the Check Register spreadsheet (CHKREG.XLS).  This is maintained by the check control officer on a floppy disk utilizing.  the spreadsheet is a recap of all checks received during the fiscal year period.  This spreadsheet can be sorted by any field as needed.  A copy of the spreadsheet is provided to military pay when requested.

     d.  The Returned Check Data Entry Form is then forwarded along with ;all the supporting documentation to military pay for processing.

     e.  All money orders, bank drafts, personal checks, etc are secured in the check control officers drawer of the comptrollers vault.  Government checks are stamped non‑negotiable and also secured in the vault.

     f.  Upon completion of processing by military pay, the Returned check Data Entry Form is returned with the below listed information along with a copy of the transmittal letter.

          (1)  Transmittal Number (Military Pay)  

          (2)  Transmittal Date

          (3)  Adaps Control Number (ACN) reversed on.

     g.  Corresponding checks are released to military pay for submission with the transmittal letter.

     h.  The information finalized on the ;entry form is entered on the Check Register spreadsheet.

     i.  The process is complete when the transmittal letter along with all supporting entry forms are placed in the check control register maintained by the check control officer.
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