
Direct Cash Transfers, Payment to Beneficiaries (or Vendors) in Check  
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Project staff identify 
beneficiaries  based on 

pre-set criteria

Project staff 
prepares a payment 

request form for 
check payment 

(account code 6110, 
partner 6168)

Payment Request 
(Check)

Appropriate 
Official(s) review 

approves payment 
request 

End No

Verification 
Payment Request

No Yes

Yes

Issue checks in 
beneficiaries names and  

hand over to CR for 
signature 

Project staff receives 
checks and signs for 

Receipt

Project staff or 
finance staff  issues 
Cash to Beneficiary 

who signs for 
receipt. Extra 

verification possible 
by finance staff 

Check Distribution Sheet, 
signed by Beneficiary, 

Project staff (and possible 
verification finance/&E staff)

Finance staff monitors 
bank statements to 

ensure all checks are 
cashed 

Finance staff 
informs requesting 
staff about cashed 

and non-cashed 
checks

Project staff follows 
up with beneficiaries 
regarding un-cashed 

checks

Report

CR (or designee) 
verify 

documentation and 
sign the check and 
journal voucher. 

Finance staff copy 
signed check and 

issue to requesting 
staff

CRS Policy # POL-FIN-ICS-024 
Dollar Thresholds
≤ $5K Level 1
>$5K-≤$25K, 2 approvals with at 
least 1 of level 2
>$25K CR

CR will designate “level” 
approvers by CP
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