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Philander Smith College 

Check Request Voucher
This form should be used to request payment to individuals or companies not paid via a purchase requisition/purchase order.  Please attach original receipts and other support.  For payments to an individual or a company that cannot provide a Federal Tax I.D. Number, a Form W-9 MUST be attached to this request.  Check requests are due in by NOON Monday for processing on Wednesday.
Note: Travel requests should be submitted on a Travel Authorization Form.
	Today’s Date:
	

	Payee:
	

	Payee Address:

Required for new vendors only
	

	
	

	Jenzabar Account

XX-XXXXX-XXXX (Required)
	Description
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	TOTAL
	

	Check here for the Business Office to hold check for pick-up, otherwise check will be mailed.   FORMCHECKBOX 
 

	Requested by:
	Date:

	Supervisor (if applicable):
	Date:

	Cabinet Member:____________________
	Date:

	FOR OFFICE OF BUSINESS OFFICE USE ONLY

	Date Received:

	Budget Available?    FORMCHECKBOX 
 YES      FORMCHECKBOX 
 NO   Comments:

	Grants Accountant review of  Grants/Agency Disbursements:

	Verified/Accounts Payable:
	Controller:
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