CENTRE COLLEGE

CHECK REQUEST FORM

INSTRUCTIONS:  Use to initiate cash advances, honorariums and awards, and similar transactions where an invoice is not furnished.  An individual form is required for each check request.  Please type or print plainly.  (After approval, “Check Request Forms” should be submitted to your departmental secretary by Wednesday morning in order to have a check issued on Friday.)
(NOTE to Departmental Secretary:  All check requests must be entered by noon on Wednesday.)
Check Payable to:
___________________________________________________________


I.D. #
__________________________

	PURPOSE OF PAYMENT
	ACCOUNT NO.
	AMOUNT

	
	
	

	
	
	TOTAL___________________________




Complete one of the following:

· Mail/send check to payee? _____________________________________________________
· Return check to ______________________________________________________________
	Check Request originated by _______________________________________        _____________________

                                                                                                                                                              (Date)

Approved by ____________________________________________________         _____________________

                                                                                                                                                              (Date)


