
 

 

 
 

    
       

  

  

 

  

  

  

  

  

   

Lost Check 

Stop Payment & Check Replacement 
Both a Stop Payment Form and a Check Replacement Form must be completed and emailed to 

asifs@cpp.edu to reissue and replace a check that may have been lost, never received, or has a 

misspelled name/address. 

Filling in the Stop Payment Form 

1. The Account name (club/organization name) and the account number of payer. 

2. Check Number, Date Issued, Amount and Payee information can be found on the check. 

If this information cannot be obtained, Financial Services can assist you. 

3. Reason for stopping check payment. 

4. Name and Signature should be provided by the payee. 
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Filling in the Check Replacement Form 

1. Check Number, Amount, and who it is payable to are found on the check. If this 

information cannot be obtained, Financial Services can assist you. 

2. Check one of the options or provide an explanation for a replacement check. 

3. Provide the name, address and contact information of the individual receiving the new 

check. 

4. State your relationship to the payee if you are not the payee. 
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