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signed by the employee.  The recipient of the warrant must sign the 
Warrant Disbursement Log. 

 
2.2. Picking up Accounts Payable Warrants from Financial Operations 

 
2.2.1. There are limited occasions when an Accounts Payable warrant will be 

held for a vendor or sent to a Department:   
 
 Certified construction payments per A.R.S. §34-221,  
 Direction from the County Administrator,  
 A returned ACH payment,  
 A petty cash reimbursement warrant, 
 A replacement of a lost or stolen warrant,  
 Payments for the purchase of real property.  

 
On a restricted basis, the Financial Operations Division Manager or a 
Supervisor may approve the pick-up of a warrant.  An Accounts Payable 
Exception Distribution Request form (Attachment 1) must be completed, 
signed by the Department Director, Deputy Director or the Elected 
Official’s Chief Administrative Manager and be scanned and attached to 
the IN, PR or GAX document in AMS Advantage.    

 
2.2.2. Once the warrant is generated and signed, the receptionist will notify the 

vendor or the Department.  If the recipient of the warrant is from a vendor, 
the receiver must provide a photo ID and proof of employment by the 
vendor.  If the receiver is from a Department, the employee must show a 
Pima County ID badge.  The recipient must sign the Warrant Distribution 
Log. 
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Attachment 1 

Accounts Payable Warrant 
Exception Distribution Request 

Requesting Department: 
 
 

Date: 

Requestor Name: Requestor Phone: 
 
 

Justification (Explain business necessity to not mail warrant directly to vendor): 
 
 
 
 
 
 
Vendor Name: 
 
 

Vendor Number: 

Vendor Contact: 
 
 

Vendor Phone: 

PO, DO or CT Number: 
 
 

IN, PR or GAX Number: 

 
The warrant must be picked up from the Financial Operations Receptionist, 7th Floor, 
Admin Bldg. 

 
 
             

Signature, Director or Deputy Director    Date 
 
 
             
 Print Name 
 
Department of Finance and Risk Management Use ONLY: 
 

     

 Financial Operations Division 
Authorization 

 Date  
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