
 

 

Review that check is made out to 
NMED, State of New Mexico or 
Bureau 

Review that check date does not have a future 
date or missing 

Review Amount completed and 
matches written amount on 
check 

Ensure that check is signed  

Review written amount 
matches amount  

Inaccurate	information
	

o inform	the	payee	that	you	will	be	returning	
their	check	to	them	and	they	will	need	to	
resubmit	the	check	correctly	

Missing	Information	
	

o Contact	the	payee	immediately	and	if	feasible,	have	them	
come	into	the	office	to	fill	in	the	missing	information;	or		

o If	the	cannot	come	to	the	office,	inform	the	payee	that	you	
will	be	returning	their	check	to	them	and	they	will	need	to	
resubmit	the	check	correctly	



 

 

 


