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Policy on Reissued Payroll Check Pick Up 

 
 
1.0 Objective 

 
 
The Banking Services Division of the Maryland State Treasurer’s Office has issued this Policy 
on Reissued Payroll Check Pick Up to provide guidance for the rare occasion when expedited 
pick up is necessary. 
 
2.0 Applicability 

 
This Policy applies to all State of Maryland Agency locations when a payroll check is lost and 
not received by an employee.  This policy does not apply to direct deposit failures that result in a 
check being issued. 
 
3.0 Authority 

 
The Treasurer’s authority as custodian of the State Treasury and as the Constitutional Officer 
responsible for the deposit and disbursement of State funds is found under Article VI, Section 3, 
of the State Constitution and Titles 6 and 7 of the State Finance and Procurement Article of the 
Annotated Code of Maryland. 
 
It is the overall mission of the Treasury Management Division to provide efficient, accurate, and 
timely banking services to all State Agencies and external customers.  As part of its overall 
mission the Treasury Management Division, which includes both Banking Services and 
Investments, serves as the State’s authority for the development, control, and maintenance of 
statewide policies and procedures for banking products and services. 
 
4.0 Introduction and Rationale for the Policy 

 
Having an employee receive his/her paycheck in a timely matter is of the utmost importance to 
the Treasurer’s Office.  When a paycheck is not received by an employee, procedures are in 
place to have the original paycheck stopped and to have a new check issued.  When the new 
check is issued, Banking Services mails the check to the Agency where the employee works. 
 
On the rare occasion that the employee cannot wait until the replacement paycheck has been sent 
to his/her Agency and the fiscal officer from the Agency has called to request pick up of the 
replacement payroll check, Banking Services has instituted the following procedures. 
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TO:  Banking Services Division 

Maryland State Treasurer 
Louis L. Goldstein Treasury Building 

80 Calvert Street 
Annapolis, MD  21401 

Fax (410) 974-2076 
 
Date        
 
 
Financial Agency Code:        
 
 
 
RE:  PICK UP OF REISSUED PAYROLL CHECK 
 
This letter authorizes       to pick up the reissued payroll check for the following employee: 
 
      
 
Attached is one of the following (circle one): 

 
State ID     Driver’s License 

 
If you have any questions, please       at      . 
 
Thank you. 
 
 
 
 
Name, CFO       
Title       
Phone       
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