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CHECK REQUEST FORM



[bookmark: Text5]Date of Request:       	
[bookmark: Text2]
Requested by:       	





PAY TO THE ORDER OF:
[bookmark: Text3][bookmark: Text4]      		$      


[bookmark: Text6]MEMO:      	





Reason for Payment:
             
[bookmark: Check1]               |_| Reimbursement

[bookmark: Check2]               |_| Services provided

[bookmark: Check3]               |_| Cash Advance

[bookmark: Check4]               |_| Discretionary Spending




[bookmark: Text7]For payment to:        	
[bookmark: Check5]|_|  Receipts Attached (REQUIRED)




[bookmark: Text8]Vendor:        	
[bookmark: Check6]|_|  Invoice Attached (REQUIRED)


□Other : 	



DISBURSEMENT INSTRUCTIONS:
[bookmark: Check7][bookmark: Check10][bookmark: Text17]      |_|Please hold in office for pick-up	|_|Please call when ready: _      	

[bookmark: Check8][bookmark: Text16]      |_|Please release to        	for hand delivery.

[bookmark: Check9][bookmark: Text15]      |_|Please mail to: _     ____________________ 	









Office/Staff/Clergy Use ONLY:

· [bookmark: Text9]GL charge code:       	
· [bookmark: Text10]Submitted by:       	
· [bookmark: Text11]Approved by:       	

Finance Committee/Accountant Use ONLY:

· [bookmark: Text12]Authorized by:       	
· [bookmark: Text13]Signed by:       	
· [bookmark: Text14]Check # :       	
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