
Date ________________                 Amount $ ____________ 
  
Make Check Payable to ___________________________________________ 
  
  
Date Check Needed _________________ _____  Mail Check 
                                                                                 _____  Hold Check for _________________________ 
  
Explanation (attach invoices, receipts, etc.) _________________________________________________ 
  
Accounts to be charged __________________________________________    $ _________________ 

 __________________________________________ $ _________________ 

 __________________________________________ $ _________________ 

  
Requested by _____________________________      Approved by _____________________________ 
 

Request  

for Check 

Treasurer’s Use Only 
  
Date Issued ________ 
  
Check # ___________ 

Date: 

 
❑ Mailed   

❑ Box 

❑  

Date ________________                 Amount $ ____________ 
  
Make Check Payable to ___________________________________________ 
  
  
Date Check Needed _________________ _____  Mail Check 
                                                                                 _____  Hold Check for _________________________ 
  
Explanation (attach invoices, receipts, etc.) _________________________________________________ 
  
Accounts to be charged __________________________________________    $ _________________ 

 __________________________________________ $ _________________ 

 __________________________________________ $ _________________ 

  
Requested by _____________________________      Approved by _____________________________ 
 

Request  

for Check 

Treasurer’s Use Only 
  
Date Issued ________ 
  
Check # ___________ 

Date: 

 
❑ Mailed   

❑ Box 

❑  


