COMMERCIAL WARRANT RECEIPT

Purpose

To ensure the delivery of commercial warrants from BMAS to the districts is documented in order to maintain the proper controls over the warrants.

When

The Commercial Warrant Receipt forms are used when commercial warrants are run.

Procedure

The Commercial Warrant Receipt forms originate from BMAS when commercial warrants are processed and assembled for courier service to the districts.

There are two different forms.  One is for the district accounts payable office and is placed inside the courier envelope, while the other one is for the district staff person who receives the warrants from the courier, and is attached to the outside of the courier envelope.

The district staff person who receives the warrant envelope from the courier should sign and date the Commercial Warrant Receipt (District Level) form and give it back to the courier who will return it to BMAS in order to document who actually received the warrants.

The accounts payable technician, who then receives the warrant envelope from the aforementioned staff person, should sign and date the Commercial Warrant Receipt (Accounts Payable Office) form after they have verified the contents of the envelope, and return it to BMAS via the courier service.  This also will document the fact that the accounts payable technician received the commercial warrants.
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