Requesting Convenience Checks
Convenience checks provide an alternative to using the GPC as a method of payment and can only be used when merchants will not accept the GPC. Before a check is issued, the requiring component must use maximum efforts to find and use merchants that accept the GPC.  The PSO checkwriter is the only one who can obligate the government when using convenience checks as a method of payment. 
Convenience checks will be used in accordance with DoD Financial Management Regulation (DoD FMR), Volume 10, Chapter 23, Paragraph 2305, DoD FMR Volume 10, Chapter 23. Convenience checks cannot be issued for more than $3,500 for supplies, $2,500 for services, and $2,000 for construction.
A U.S. Bank service fee of 1.7% of the face value of the check is charged for using convenience checks. Funding should include the amount of purchase and the 1.7% service fee. 
Instructions for Requestors
1. Contact the proposed vendor to verify availability and cost of the supplies or services. Determine that the vendor does not accept credit cards and no other vendor can supply the goods or services.

2. Explain to the vendor that your agency’s checkwriter will contact him/her to complete the purchase since the checkwriter is the only one who can obligate government funds when using convenience checks.
3. Submit a DHRA GPC Doc 4 to the PSO checkwriter via email and provide notification that funds are available for the purchase.  The GPC Doc 4 should provide all pertinent information for the requested goods or services.
4. The checkwriter will contact the vendor to complete the purchase and notify the requestor of the purchase details.
5. Once the goods or services are received, the requestor sends an email to the checkwriter verifying the receipt of the purchase and includes the invoice.  It is the requestor’s responsibility to ensure the invoice is accurate.  Payment will not be made without the confirmation email and the invoice.  

6. The PSO checkwriter will issue a check to the vendor after receiving an email from the requestor acknowledging receipt of the purchase and the invoice.
