PCPN 10 – Cancellation of DD Form 2661 
Released 21 SEP 07
 

Note: Level 3 APCs - IT IS YOUR RESPONSIBILITY TO GIVE THIS NOTICE WIDEST DISSEMINATION TO PROGRAM PARTICIPANTS TO INCLUDE APCs, AOs AND CHs IN YOUR HIERARCHY.     

 

THIS PCPN APPLIES WHEN USING APPROPRIATED AND NON-APPROPRIATED FUNDS.

PURPOSE:   This PCPN updates NAVSUPINST 4200.99 to accurately reflect the proper convenience check disposal procedures.  
OVERVIEW:  Currently the NAVSUPINST 4200.99 references that the DD Form 2661 should be used to record the destruction of checks when a convenience check account is closed.  This form was cancelled 01 OCT 01.
NEW POLICY:

Replace Chapter 2, 15, t, (3) with: 

(a) Destruction.  A memo shall be prepared that includes the complete mailing address of the command; date of destruction; check number of each check; typed name, title, grade or rank and signature of the witness; and typed name, title, grade or rank and signature of the check writer. When blocks of checks are destroyed, the beginning and ending check numbers of the block may be shown. Otherwise, each check shall be listed in numerical sequence.

(b) Verification. The check writer and at least one witness shall examine the checks to verify they are the actual checks to be destroyed, verify the check numbers with information on the memo and sign the memo only after witnessing the actual destruction of the checks.

(c) Disposition. Voided, compromised or no longer required checks shall be stored in a safe or locking cabinet for storage segregated from all other checks until destroyed. The voided, compromised, or no longer required checks shall be destroyed locally at least once each quarter by shredding. 
ACTION REQUIRED:  
APCs shall ensure that when a convenience check account is closed, a memo is prepared in accordance with policy.
