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Purchase/Check Request
	Requester’s  Name:
	
	Date:
	


	Region:
	
	   Check Request:  FORMCHECKBOX 
  Purchase Request:  FORMCHECKBOX 



This form has two purposes:
1. For all purchases over $500 – This form must be completed prior to purchase and signed by an ED or the CEO for approval. 

2. For checks – To request a check of any amount, complete this form, obtain the proper signatures and submit it to the designated check signer. (This does not include checks for petty cash, payroll, or payroll advances.)
For all uses, this form must be attached to receipt, invoice, statement and/or check stub and submitted to the business office within one week of purchase.
	Purchase Items
	Vendor
	Account
	Amount
	Purchase method

	
	
	
	
	


	Check written to: 

	Notes: 



	Requester Signature:
	
	Date:
	


	Supervisor Signature:
	
	Date:
	


	ED/CEO Signature:
	
	Date:
	


(If over $500)
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