
Third Party Check Pick up Procedures 

The procedures stated below apply when a department is requesting authorization to 
pick up a check.  They do not apply when the payee will be picking up the check.   

For internal control purposes, it is a preferred business practice for Accounts Payable 
(AP) to mail checks directly to payees resulting in better safeguarding the district’s 
financial resources.   

If documentation needs to be sent with the payment, this can be addressed by 

http://schools.birdvilleschools.net/cms/lib2/TX01000797/Centricity/Domain/2867/CHECK_PICK_UP_FORM.pdf
http://schools.birdvilleschools.net/cms/lib2/TX01000797/Centricity/Domain/2867/CHECK_PICK_UP_FORM.pdf

