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	CHECK REQUEST

	
	Send to accounts payable box 4104

	
	File Name: check_request.doc
	Rev: 1
	Form Date: 05-10-2006


	If vendor code does not appear in the Advantage Financial system the payee must complete a Vendor Registration Form and send to Purchasing, Box 4124 or Fax:  928-523-0525.

	Examples for use include reimbursements for individuals, students, employees.


This form should be typed or completed on screen and printed.  Handwritten forms that are illegible will be returned to the department for correction resulting in payment delay.
	DATE: 09   /  11   /   2008
	AMOUNT OF PAYMENT: $      

	

	FUND
	DEPT
	UNIT/ SUB-UNIT
	OBJT/SUB-OBJT

	327U
	MAT
	    /     
	7540/20

	
	
	
	REV/SUB-REV

	     
	     
	     /     
	     /     

	

	Taxpayer ID (Employee/Student ID):      

	Last Name      
	First Name:      
	Phone:       

	Street Address:      

	City:      
	State:   
	Zip:       -     

	E-Mail:      

	

	PURPOSE OF PAYMENT (Receipts must be attached): Reimbursement for international conference attendees for West Coast Operator Algebra Seminar for transporation and lodging.

	The goods/services provided were for authorized NAU business purposes.

	
	
	     

	Authorized Signature
	
	Date

	

	PREPARED BY: Beatrice M. Gallegos
	PHONE: 523-4220

	

	 FORMCHECKBOX 
  PLEASE MAIL CHECK TO ADDRESS LISTED ABOVE.

	 FORMCHECKBOX 
  PLEASE HOLD CHECK AND CALL TELEPHONE NUMBER        TO PICK UP.

	 FORMCHECKBOX 
  PLEASE MAIL CHECK TO ALTERNATE ADDRESS:

	

	Questions can be directed to Accounts Payable, Susan Weaverling 928-523-6103 or susan.weaverling@nau.edu.

	


