
 
Mid Valley Student Activity Fund 

Check Request Form 
 

Please submit request form the Building Principal for approval. 
Original invoice and/or receipts must accompany this form. 

 
 

Date:_____________________________   Name of Club:______________________________________ 
 
Event/Activity for which Expenditure is being made:___________________________________________ 
 
_____________________________________________________________________________________ 
 

Payee Information 
 

Check Payable to: _______________________________________________________________________________ 
 
Address:                 _______________________________________________ 
 
                                _______________________________________________ 
 

Phone:                   ________________________________                   Amount:        $ 
                                                                                                                                                              Attach ALL invoices 

 
⃝ Invoice ⃝ Reimbursement ⃝ Donation ⃝ Award 

 
Detailed description of Expenditure: _________________________________________________ 
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 
 
 
 
 

Payment Method: 
⃝ Business office to Mail Check to Vendor   
⃝ Return Check to Advisor                        

 
 

Signatures: 

Club Advisor: 
 

Student Officer:  
 
 

 

 

For Office Use Only: 
 

 
Building Principal Approval: _______________________________________              Date:_____________________ 
            
 

Date Check Processed: ___________________________                     Check #: _______________________________ 
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