
CHECK REQUEST AND EXPENSE REIMBURSEMENT FORM

Voucher #:

(A/P Use) Due Date:

Date:

Hold check for pick- 
up in A/P*

Mail Campus Mail Off-Campus

Pay To:

Address:

(Complete Address)

Payee Type: Employee Corporation Student

Individual (Please attach signed W-9 form)  

Partnership (Please attach signed W-9 form)

Description Account to Charge Amount

Total:

If there are any questions regarding this request.Finance may contact: at EXT

Approval: Dept: Date:

Acceptable approval is Dept Chair, Dept Director or Club Moderator

Instructions: 
1. Form must be completed in full to be processed in timely manner or will be returned. 
2. Attach ORGINAL receipts or other payment documentation for audit purposes. 
3. Forms received without attachments will delay processing. 
4. Expenses of $25 or less should be taken to Bursar's for each cash reimbursement. 
5. Others should be forwarded to Financial Services for a check to be issued 
****Note: 
      Checks requested by Wednesday at 11:00am are available the following Tuesday at 1pm 
      Checks requested by MONDAY at 11:00am are available the following Thursday at 1pm 
*Checks not picked-up from Accounts Payable within 5 working days will be mailed out to payee. 
Please contact the Accounts Payable office at x4176 if you have any questions.
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