Lubricar Inc. Protocol


	Title
	128. Procedure for Accepting a Check as MOP

	Objective
	To collect the necessary information, verify check data and verify funds in account if necessary. 

	Responsibility
	Cashier accepting check as MOP

	Steps
	When accepting a check from a customer, please make sure to follow these procedures:
DO NOT ACCEPT A CHECK WITH NO CUSTOMER INFORMATION ON IT BEFORE CALLING THE ISSUING BANK TO VERIFY AS LEGITIMATE ACCOUNT!
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Signature

Make sure the check is signed at the time of check out.

Date

Make sure the date on the check is correct.

DO NOT ACCEPT A CHECK WITH A FUTURE DATE!

Verify the amount

The numerical amount and the amount written out should be the same. These should match the price of the invoice unless it is a split transaction

Collect Driver License Information

Ask the customer for their driver’s license. 

Write the license number as well as the invoice number on the check.

Verify the address on the license to the address on the check as well as the invoice. 

If it is not current, get a current address and phone number.

Continued on next page

Checks for $100 or more - Verify Funds
Contact the customer's bank and ask to verify funds before accepting the check (See Bank Info below)

Please be aware that the bank will not tell you how much money is in the account, only that the amount on the check will clear or not. When calling the bank, simply ask to verify funds on the check presented to you. 

BANK LIST

UPDATED July 26, 2018
Bank of Albuquerque
               505-855-0855

Bank of America
               800-432-1000

Bank of New Mexico 
               505-876-0617

Bank of the West
               800-488-2265

BBVA Compass
               800-266-7277

Canyon State Credit Union
   800-224-3330

Century Bank
                           866-823-6887

Chase Bank
                           800-935-9935

Citibank
                           800-374-9700

Desert Financial
               800-456-9171

First Citizens Bank
               888-323-4732

First National Bank Cortez
   970-565-3781

Kirtland Federal Credit Union   800-880-5328

Los Alamos National Bank
   800-684-5262

National Bank of Arizona
   800-497-8168

New Mexico Bank and Trust
   505-888-6625

Nusenda Credit Union
               800-347-2838

Sandia Area
                           800-228-4031

US Bank
                           800-872-2657

Washington Federal 
               800-324-9375

Wells Fargo
                           800-869-3557
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CUSTOMER INFO MUST BE HERE








