
CHECK REQUEST 
 

  �  General  �  PIPS  �  Auction  �  HLC  �  Scrip 
 
 

DATE: ____________________________________ 
 
 
 
PAYEE: ___________________________________            AMOUNT: $_________________ 
 
           ___________________________________ 
 
        ___________________________________ 
 
 
 
 
Descriptions of Expense (attach documentation or invoice): _____________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
 
Budget Line Item #: ______________________________________ 
 
 
 
 
Check distribution instructions: 
 
 

�  Mail to Payee �  Return to Requestor  �  Other ________________________ 
 
 
 
 
 
REQUESTOR: __________________________________ 
 
 
 
APPROVAL: ___________________________________  


