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REQUEST FOR CHECK(S) 
 

Date __________________ 

 

1. Person’s/Organization’s Name and Address to be paid: 

 
_____________________________________________ 

 

_____________________________________________ 

  

            _____________________________________________ 

  

 

 Phone Number: ________________________________ (If applicable) 
 

2. Previous balance in the budget: __________________ 

 

3. Amount of payment request: (-) __________________ 

 

4. Remaining balance following request: (=) __________ 

 

5. Reason for request: 
________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 

6. Signature of person making request: ________________________________________ 

 

7. Approval Signatures: ____________________________________________________    

 

_____________________________________________________ 

 

8. Finance Comments: Check #: ______________ Date: ______________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 


