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Agency-initiated cancellations may be done either manually or using an automated process.

A manual cancellation entails the agency preparing a Journal Voucher (A7) with the appropriate
cancellation transactions and entering the transactions in the Agency Financial Reporting System (AFRS).

Alternatively, an agency may use the AFRS automated cancellation process to initiate cancellations.
AFRS will generate the cancellation transactions for agency review, and it will generate a report that
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serves as the Journal Voucher. For procedures, refer to the AFRS Payment Cancellations & Returns
documentation available online at: AFRS Payment Cancellations and Returns.

Regardless of the process used, for non-SOL warrant cancellations the agency must send the scanned
Journal Voucher (or AFRS-generated report) which includes the warrant number(s) to the Office of State
Treasurer by email to complete the cancellation process. Do not include the original warrant or the
scanned images of the original warrant(s) or the "Affidavit of Lost or Destroyed Warrant" in the email.
Rather, the original warrant(s) and affidavit are to be maintained by the agency in accordance with records
retention policies. Agencies are to ensure that adequate controls for safeguarding the original warrant(s)

| are in place. Refer to the Office of the State Treasurer's Office Cancellation Memo for retention of
| warrants cancelled through the Office of the State Treasurer. The general records retention schedule for
state agencies can be found at:
State Agencies Records Retention Schedules.

85.38.80 Warrant voiding and destruction procedures
Apr. 1,2023

Warrants damaged during printing are to be controlled by the Department of Enterprise Services (DES).
Other warrants to be voided and/or destroyed are to be controlled by the agency in possession of the
warrant (i.e., the issuing agency). Agencies are to develop and implement procedures for voiding and
| destroying canceled warrants in accordance with records retention policies. Refer to the Office of the State

Treasurer's Office Cancellation Memo for retention of warrants cancelled through the Office of the State

| Treasurer Voiding warrants includes, at a minimum, stamping or manually writing "VOID" on the face of
the warrant. Destroying/disposing includes cross-shredding and/or disposing in a secure, locked recycle
bin.

DES Production Services is to develop and implement written procedures for destroying signed warrants,
as described above, but is also to include other warrant handling requirements, such as federal guidelines.

The general records retention schedule for state agencies can be found at:
State Agencies Records Retention Schedules.
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