
CHECK REQUEST 
Not for use with Invoices or Reimbursements 

Do not use this form for STUDENT or FACULTY honoraria (these must go to Payroll) 

PLEASE BE SURE TO ALLOW 7‐10 DAYS FOR PROCESSING 

TO:         ACCOUNTS PAYABLE        DATE:       __________________ 

FROM:  _____________________________________________________ 

CHECK REQUIRED BY DATE:  _______________ (allow 7-10 days for processing) 

PLEASE ISSUE CHECK 
PAYABLE TO:   __________________________________________________________ 

FOR CONTRACT SERVICES AND HONORARIA, PLEASE ATTACH W9 (REQUIRED)

ADDRESS: __________________________________________________________ 

__________________________________________________________ 

TOTAL AMOUNT OF CHECK:  $_____________________________ (Attach Receipts) 

REASON FOR CHECK:  

________________________________________________________________________________ ________________________________________________________________________________ 

DISTRIBUTION: 

Item Description  Amount 
Sub Expense Code 

4 Digits

Program 

Code 
3 Digits 

Fund Code 
4 Digits

SPECIAL INSTRUCTIONS:  _______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

Campus Delivery To:  ___________________________________________________ 

CHECK WILL BE MAILED
UNLESS CAMPUS 
DELIVERY NOTED:   

AUTHORIZED SIGNATURE:  __________________________________________  DATE:  _______________ 

RESET FORM

Department 
Code 
3 Digits 


	FROM: 
	Item DescriptionRow1: 
	AmountRow1: 
	Item DescriptionRow2: 
	AmountRow2: 
	Item DescriptionRow3: 
	AmountRow3: 
	Item DescriptionRow4: 
	AmountRow4: 
	Item DescriptionRow5: 
	AmountRow5: 
	Deliver To: 
	Digit2: 
	DATE 1: 
	CHECK DATE: 
	PAYABLE TO: 
	ADDRESS 1: 
	ADDRESS 2: 
	CHECK AMOUNT: 0
	REASON 1: 
	REASON 2: 
	SPECIAL INSTRUCTIONS 1: 
	SPECIAL INSTRUCTIONS 2: 
	SPECIAL INSTRUCTIONS 3: 
	DATE 2: 
	Digit3: 
	Digit5: 
	Digit6: 
	Digit7: 
	Digit8: 
	Digit9: 
	Digit10: 
	Digit11: 
	Digit12: 
	Digit13: 
	Digit14: 
	Digit4: 
	Digit15: 
	Digit16: 
	Digit17: 
	Digit18: 
	Digit19: 
	Digit20: 
	Digit21: 
	Digit22: 
	Digit23: 
	Digit24: 
	Digit25: 
	Digit26: 
	Digit27: 
	Digit28: 
	Digit29: 
	Digit30: 
	Digit31: 
	Digit32: 
	Digit33: 
	Digit34: 
	Digit35: 
	Digit36: 
	Digit37: 
	Digit38: 
	Digit39: 
	Digit40: 
	Digit41: 
	Digit42: 
	Digit43: 
	Digit44: 
	Digit45: 
	Digit46: 
	Digit47: 
	Digit48: 
	Digit49: 
	Digit50: 
	Digit51: 
	Digit52: 
	Digit53: 
	Digit54: 
	Digit55: 
	Digit56: 
	Digit57: 
	Digit58: 
	Digit59: 
	Digit60: 
	Digit61: 
	Digit62: 
	Digit63: 
	Digit64: 
	Digit65: 
	Digit66: 
	Digit67: 
	Digit68: 
	Digit69: 
	Digit1: 
	Digit70: 
	clear: 


