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	Washington Service Corps 

Instruction for Requesting a Replacement Stipend Check




Member stipend checks are produced through the Employment Security Department (ESD) Payroll Department.  The Washington Service Corps (WSC) is a divisional work unit of the ESD.

WSC strongly encourages that all members take advantage of the automatic deposit of their stipend check to their banking account to guarantee they receive their living allowance on time.  However, if a member chooses to receive a hard-copy stipend check and that check is lost, the following procedure should be followed:

· The member should contact their project supervisor after the pay date if the stipend check either doesn’t arrive or is lost after receipt.  (If the check does not arrive in a timely manner, a wait of at least one day is recommended due to possible postal service delays.)
· The project supervisor should contact their WSC coordinator.  The WSC will then verify that the stipend check was produced as well as verify the mailing address.  
· It is the policy of the ESD payroll department to wait approximately ten days from the check date before reissuing a stipend check in order to verify that it has not been cashed.
· During that time period, if the stipend check is not found or does not show up by the fifth working day after the pay date, the project supervisor should re-contact the WSC and they will request that an affidavit of lost warrant be issued.  This is requested by email to the ESD payroll department by WSC.  The affidavit can be emailed, faxed or mailed to the member or site.  This is done directly from the ESD payroll department. 
· Once received by the member, two copies of the affidavit need to be signed and notarized.  Both affidavits need to be mailed back to the address on the front cover of affidavit.   They must be original forms and signatures; faxed copies cannot be accepted.
· Once the two original affidavits are received by ESD payroll, a replacement check is requested through the ESD vender payment unit, usually within a 24 hour period.  Payroll will mail the check on the day of receipt to either the member or the site, depending on request.  
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