
County of El Dorado  
Office of Auditor-Controller 

360 FAIR LANE 
PLACERVILLE, CALIFORNIA 95667-4193 
Phone (530) 621-5487 Fax (530) 295-2535 

      
TO:  All Departments 
         
FROM: Melanie Draper 
 
DATE: September 21, 2009 
 
SUBJECT: Changes to Check Cancel and Reissue Procedure
 
The Auditor’s Office has streamlined the check cancel and reissue procedure with the intent of making 
the process more efficient for all County departments.   The main changes are outlined below: 
 
1. Stop Pay, Check Cancel and/or Reissue Request Form (“CCR Form”)  
 

The CCR form will replace the letters, memos and emails the Auditor’s Office currently receives 
requesting check cancels and/or reissues. Departments will be required to use this new form for 
all check cancel and/or reissue requests.  
 
The CCR form, available on the Auditor/Controller’s website, is an Excel document and should 
be filled out electronically by using the dropdown boxes and typing in any required information. 
  
Please insure the CCR form is correctly filled out and signed by an authorized signer. For a list 
of authorized signers refer to your department’s Signature Authorization sheet. The completed 
form and appropriate backup should be submitted to the Auditor’s Office for processing. 
 

2. Stop Payments 
 

When a stop payment is required for a check that has been lost or stolen, to insure timeliness of 
the stop payment, an email will be accepted.  If a cancel and/or reissue is then needed, a CCR 
form would be completed.  On the CCR form, for the Stop Payment drop box, the “Already 
Done Via Email” option would be selected. 
  
If a stop payment is needed but can be processed at the same time as the check cancel and/or 
reissue, departments are not required to email the Auditor’s Office requesting the stop pay. The 
email option is strictly for emergency needs. 

 
3. Check Cancels and Reissues Processing Days 
  

Check cancels and reissues will be processed every Monday. If Monday is a holiday, they will be 
processed on the next business day. The Auditor’s Office will attempt to accommodate “Rush” 
requests with attached justification. 
 

Please review the new CCR form and contact me with any questions or concerns.  
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