[bookmark: _GoBack]CHECK REQUEST
RECEIPT/INVOICE IS NEEDED AS VENDOR BACK UP FOR ALL REQUESTS
Date of Request:  _______________
Name of Person Requesting Check:  _____________________________________
Payee:  _________________________________    Amount:  $________________
Address:  _________________________________
	      _________________________________
Memo on Check:  ____________________________________________________
  Mail		  Pick-up
Office Notes:  _______________________________________________________
___________________________________________________________________
Account#:   _____________		Class:   ___________________
Approved:  _____________		Date:  ____________________
Check #: _______________		Date:  ____________________
		


