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Amendment Transmittal 

 

A Reason for Amendment 

 

Subparagraph 400 C has been amended to correct the note for the “Alternate Payee Indicator” 

field. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3-17-15      Page 1 

Page Control Chart 

TC Text Exhibit 

 6-3, 6-4  



. 



Par. 400 

400 Check Request (Continued) 

 

C Field Descriptions and Actions (Continued) 
 

The following table provides the field descriptions and actions for the Check Request Screen. 

 

Field/Button Description Action 

Check Request Information 

Lien Search 

Date 

The final lien search date after the structure 

has been completed. 

Enter the date by doing 

either of the following: 

 

 entering the date in the 

“mm/dd/yyyy” format 

 

 clicking the calendar 

icon. 

Check Request 

Amount 

The amount of check to be disbursed. 

 

An undisbursed balance is displayed to assist 

the user with any remaining balance. 

 

Note: All checks must total the approved 

loan amount. 

Enter the amount in dollars 

and cents. 

Alternate 

Payee 

Indicator 

Indicate whether the check will be issued to 

the borrower or an alternate payee. 

 

Users will identify the alternate payee in NPS. 

 

Note: * * * Use Alternate Payee when using 

closing agent and borrower is 

receiving 100 percent of proceeds. 

Click the applicable “Yes” 

or “No” radio button. 

 

Note: There can be 

multiple alternate 

payees, but there 

can only be 1 

nonalternate payee. 

 

If: 

 

 only 1 check is being requested, CLICK “Add Check”, then “Check Request” 

 

 multiple checks are being requested, CLICK “Add Check”.  Add additional checks as 

applicable.  After all checks have been entered, CLICK “Check Request”.  The Process 

Application Screen will be displayed, and the status of the loan will be updated to “Check 

Processed”. 

 

Important: After the user clicks “Check Request”, users will not be able to re-access the 

Check Request Screen to make changes.  If an error is discovered after “Check 

Request” is clicked, users will need to contact the National Office for 

assistance. 

 

Note: CLICK “Cancel” to cancel the process. 
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Par. 400 

400 Check Request (Continued) 

 

 *--D Certifying and Signing Payment Requests in NPS  
 

After submitting the check request, the County Office must access NPS to: 

 

 enter payee information for each payable 

 complete certification and signing for each payable. 

 

Note: If payables are not certified and signed before the 3 p.m. c.t. cutoff time for 

payments, payments will be delayed.--* 

 

E Disbursement Cancellation for Disbursement That Will Not Be Re-Issued 
 

When the borrower informs the County Office after the check request process has been 

completed that they no longer want FSFL’s, use the following table to cancel the 

disbursement. 

 

Step Action 

1 The County Office shall: 

 

 write “VOID” on the check and make a photocopy for the file 

 

 mail the check marked “VOID” to Treasury at the following address: 

 

Philadelphia Regional Financial Center 

P.O. Box 51320 

Philadelphia, PA 19154 

 

 not use Federal Express to mail checks to Treasury 

 

 send an e-mail to FSA’s Payment Management Office in Kansas City at 

RA.mokansasc2-PMO-TreasuryPay, explaining why checks are being 

returned. 

2 The County Office shall send an e-mail, to both of the following, requesting that the 

check be re-issued payable to CCC: 

 

 Rhonda Quinlan at rhonda.quinlan@kcc.usda.gov 

 Mary Grisham at mary.grisham@kcc.usda.gov. 

 

Note: The e-mail shall include the producer’s name, check number, and address to 

send the re-issued check. 

3 The County Office shall cancel FSFL, according to paragraph 104.  DLS will send 

loan information to NRRS and an overpayment receivable will be created. 

4 When the overpayment receivable has been created in NPS, and the re-issued check 

made payable to CCC is received in the County Office, the check must be applied as 

a collection to the receivable. 
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