


REQUEST FOR REVOLVING FUND CHECK

Revolving Fund Checks may be requested when:
· A vendor will not accept a purchase order and requires prepayment; permits, McKinney Vento, and emergency situations.

Procedure:
· Please complete this form; sign and date.
· Attach documentation as appropriate.
· Send to Accounting.

These requests will normally be processed daily.  If yours is an emergency, please call and let us know, because of our bank’s fraud protection procedures.  It is best to allow 24 hours for check processing.
--------------------------------------------------------------------------------------------------------------------------------------------
Date			

Check Payable to: 							 	

Address:							

								
	
							


Reason:								

Budget Code:		-	-	-	-	-			
     
				Total of Request  $				

AFTER CHECK IS WRITTEN PLEASE (check one):

	 Return check to 				.

	 Mail check to address above.


_____________________________________			______________
Approver Signature							Date

_____________________________________			______________
IF ASB:  Student Signature						Date
-------------------------------------------------------------------------------------------------------------------------------------------
District Use Only:	Check #		  	Date:			    
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