CHECK REQUEST FORM (2011-2012)
· Please Submit this form AT LEAST TEN business days before the date of the event to Andrew Le, SBA Treasurer. This form must be dropped off at the SBA Office or put into Andrew Le’s folder behind the sidebar. If this form is left in the student folder, please give notice to the treasurer by sending an email to lea@seattleu.edu.
· Please include an invoice with this form from the vendor.

· INVOICE: The Business office must have the vendor’s TAX ID, NAME, and ADDRESS to process the check.

· IMPORTANT NOTE: Credit Card usage is allowed ONLY for booking Hotel or Airfare after approval of Andrew Le, SBA Treasurer.  All other expenses should be paid via check OR preferably by personal expenses that are later reimbursed.

Today’s Date:
___________________________________
Amount Total:
____________________________________

Organization:
___________________________________
Org. Acct No.:
____________________________________
Name of Event:
______________________________________________________________________________________


Part of Budget or Conference Request?  (Y/N):
_______

Student Coordinator:
______________________________________________

Description of Event:

	Print Requester’s Name                                                                          Signature





SBA Approval:





Signature ____________________________________________________________________________


		Andrew Le – SBA Treasurer








