AVERETT UNIVERSITY

CHECK REQUEST

use when paying for a service (see below) 

 do not use for travel advance or

 for purchases if averett will be receiving an invoice

Phone: (434) 791-5877

All properly completed requests will be processed as follows:

Received in Business Office by 12:00 p.m. on Monday – check will be ready by 3:00 p.m. on Friday.
Date:       
Make Check Payable to:       
Address:       
Amount of check:       
Date check needed:        
*Brief description for use of check:      
Department:       
Budget Number:       
Return Check To Vendor:   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

I Will Pick Up Check:   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	Requested By:      
	     

	Signature
	Date


*(Request MUST be accompanied by justification - i.e. paperwork, etc. - for amount of check.)
	Dept. Head/Supervisor:      
	     

	Signature
	Date

	
	

	Leadership Administrator:      
	     

	Signature
	Date


President’s Approval (if needed):   FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No       

 Signature & Date ______________________________________________________

Examples for Check Requests:

Athletic Officials

Chartered Buses

College Fair (Attach Registration Form)

Conferences/Seminars (Attach Registration Form)

Event Tickets

Expenses needed for Events held at Averett facilities

Mailings

Postage


   All amounts must be approved by your Department Head/Supervisor and the Leadership Team

   Administrator for your area.  $1,000 and over must also be approved by the President.
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