
CHECK REQUISITION 

                                                           VENDOR ID # ______________  

SCHOOL ID # _________________ 

PAYABLE TO: 
COMPLETE NAME: ____________________________________________________________________________ 
 
COMPLETE ADDRESS: -________________________________________________________________________ 
 
FOR: ________________________________________________________________________________________ 
 
CHARGE TO: _______ - _______ - _______ - ________   ___________________________ $ ___________ 
 (ACCOUNT NUMBER) (ACCOUNT NAME) 
 
CHARGE TO: _______ - _______ - _______ - ________   ___________________________ $ ___________ 
 (ACCOUNT NUMBER) (ACCOUNT NAME) 
 
DATE OF REQUEST: -___________________________ CHECK #: _________________________________ 
 
DATE CHECK NEEDED: _________________________ CHECK DATE: _____________________________ 
 
CHECK TOTAL: ________________________________ MAIL TO: -_________________________________ 
 
CALL FOR CHECK:      ☐  YES       ☐  NO -_________________________________________ 
       
          -_________________________________________ 
 
 
REQUESTER’S SIGNATURE: _________________________________________ PHONE #:-_________________ 
 
APPROVAL SIGNATURE: ____________________________________________ 
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