Guidance for requesting remail of returned warrants

To aid in timely and efficient processing of requests:

- Send returned warrant requests only to FA.Warrant@tn.gov. Unless the attention of other
Division of Accounts staff is necessary, please do not copy them on the email. This email account
will be monitored by several people to ensure that the request is completed timely.

- Supplier ID 184 (Single Payment Supplier):
o Updated address should be entered in the remail section of the Excel spreadsheet that
was attached to the notification.

o Email the updated excel sheet to FA.Warrant@tn.gov.

- All other Supplier ID:
o Please follow Supplier Maintenance process to update the address in Edison Supplier
file. Instructions can be located at https://www.tn.gov/finance/rd-doa/fa-accfin-
swa.html . Warrants cannot be remailed for inactive Supplier or Address IDs in Edison.

o Once updated, submit the new address in the excel sheet and a screenshot of the
address from the Edison supplier file to FA.Warrant@tn.gov. The warrant number(s)
must be included in your email message.

o Ifawarrantis to be remailed to a current active address on file, submit the new address
in the excel sheet and a screenshot from the Edison supplier file of this address to
FA.Warrant@tn.gov. The warrant number(s) must be included in your email message.

Any inquiries regarding returned warrants should be emailed to FA.Warrant@tn.gov.

- We will respond by email to all request within six (6) business days.

- Below is a screenshot of the excel sheet that needs to be submitted with all remail requests.
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Remail address should be submitted in these boxes of the
corresponding row of excel sheet provided with the notification.
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