AFFIDAVIT OF FORGERY form – Instructions:

Report all forgeries to Cash Management ASAP at (907) 474-6497.

Endorsement statute of limitations = 3 years; signatures = 60 days upon receipt of statement.
Fill out the form according to the instructions.  This form is designed to be printed and then filled in.

The following instructions provide help filling out each blank or multiple choice selection on the form.   Example:  1 would apply to the first blank shown on the printed form numbered in shaded gray, 2 applies to the second blank, etc.

1. Name of person claiming the item is forged = payee or requestor (if a business)

2. Payee/requestor’s city of residence

3. payee/requestor’s address

4. Full check number of forged item (example: H1004263)

5. Date of forged item (located on face of check)

6. Name of drawee bank (example:  First National Bank Alaska)

7. Branch of drawee bank – use Golden Valley as the branch

8. Payee on forged item.  If it is a business account, an official representative (authorized signer) must put their name and the business name in this blank.

9. Amount of forged item.

10. Name of forger.  If unknown or illegible write “unknown.”  If no endorsement is available write “blank.”

11. Circle one option.  Signed (maker of check) = the signer(s) on the face of the check.  Endorsed = the endorsement on the back of the check.  

12. Payee/requestor’s name.  If it is a business, an official representative (authorized signer) must again put their name and the business name in this blank.

13. Name of drawee bank.  Note:  It will always be the bank listed on the face of the check.  For example, the university’s checks are drawn off of First National Bank Alaska.

14. Date check paid.  Note:  Check with Cash Management for final date or obtain information from back of check (clearing stamps will be available).

15. Circle one.  Issued = maker or Endorsed = payee

16. Circle one. Issuance = payee or Endorsement = payee

17. Drawee bank of forged check (example: First National Bank Alaska).  Same as #6.  Do not put the forgers’ bank or any correspondent bank information.  

18. Have payee/requestor read and sign form.

19. Notary area.  Once form is final it MUST be notarized. 

20. Case Number provided by Police Department. 

The Notary area must also be filled out and signed once the form is complete.

Following must be provided to Cash Management:

· An original complete Affidavit of Forgery form.

· Payee/requestor MUST take the Affidavit of Forgery and report it to the campus or local police department and a case number MUST be obtained (the bank will not process without a case number).  Write the case number on the Affidavit of Forgery form in Space No. 20.

· A copy of the written statement provided to the police (this speeds up the bank’s processing time); however, an informal written statement of entire scenario will suffice.

All information must be submitted to Cash Management.  Cash Management will work closely with the bank to recover the funds.   The campus may use their discretion to issue a new check before the University recovers the funds, but there is the risk of loss to the department/campus should the original funds not be recovered.

Special note:  The campus/department should always obtain sufficient contact numbers and addresses from the payee/requestor.  Correct and current information on file provides immediate access should the person challenging the forged check need to be contacted for ANY reason.

CM FILE NOTE:  A clear legible copy (original preferred) of the check must accompany the Affidavit of Forgery sent to the bank and a courtesy report to Internal Audit.

AFFIDAVIT OF FORGERY

STATE OF ALASKA

)




20Case #_________________





) ss.

THIRD JUDICIAL DISTRICT
)


I, 1______________________________, of the City of  2_____________________, State of Alaska, residing at  3_________________________________________ being duly sworn, deposes and says that a certain check No.  4__________, dated 5________ on  6________________________ Bank, 7_______________________ Branch in favor of  8_____________________________________ in the amount of $ 9_____________ and endorsed by  10_________________________ and purporting to be 11(signed) (endorsed) by  12________________________ and paid by  13_____________________  on the 14____ day of  ____________, 20___, was not 15 (issued) (endorsed) by me, and that this signature on said check is a forgery.  I further state that I did not authorize the 16 (issuance) (endorsement) of said check, and that no part of the money so paid by the 17___________________________________ was received by me, directly or indirectly, and that no part of said money was applied to any use or purpose in my behalf.


I further state that I will testify, declare, depose or certify to the truth of any or all of the foregoing before any competent court, officer, or person in any case now pending or that may be hereafter instituted in connection with the matter contained in this affidavit.






18______________________________________






(Signature of Payee/Requestor)

19Subscribed and sworn to before me on this ______ day of _______________, 20___.






_______________________________________






Peace Officer or Notary Public in and for the






State of Alaska






My commission expires ____________________
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