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CHECK REQUEST INSTRUCTIONS

GENERAL INFORMATION

Check request forms for Ac vi es and Accounts Payable are due on Tuesday by 4:30 pm to
be included in Friday’s check run.
GBCS employee reimbursements from General Fund accounts are due the Friday before the
scheduled pay date.
All administrator reimbursements must have a second signature from the Deputy
Superintendent which may take up to two business days.
Requests may be delayed if the form is missing informa on, contains insu cient suppor ng
documenta on or the W9 form is not on le.
Refer to the Payments for Temporary Posi ons yer if the individual is paid for providing a
service to a GBCS group such as assis ng the coach, marching band sta , choreographer, etc.
Student Ac vi es:

o Only the approved signer(s) for the account can request a check.
o Dona ons from a fundraiser must include a copy of the bank deposit showing the

matching dollar amount and the fundraiser yer.
o If the account does not have the funds to cover the request, the check will not be

issued. Accounts cannot have a nega ve balance.
o Reports are automa cally emailed on the 15th of the month showing the balance

from the prior month.
Restaurant and catered food purchases (meals, desserts, drink, etc.) must include
documenta on from the establishment showing each food item purchased with associated
quan es and costs.

o Iden fy who the food was for.
o No alcohol allowed.

PAYMENTS TO BUSINESS VENDORS

Current W9 and vendor forms must be on le.
o NewW9 forms require approval before a check can be issued. Plan accordingly as

this process can take up to two business days.

REIMBURSEMENT PAYMENTS

Receipts, invoices, credit card slips for reimbursement requests must show the transac on
as Paid in Full and a zero balance due.
Amazon purchase reimbursements must include the Amazon invoice a er the item(s) ship.
To print the invoice: Log into your Amazon account | go to Your Order | select Invoice |
select Print for your records. No screenshots are allowed.
GBCS will not reimburse purchases made with credit card points, store rewards or credits.
GBCS reimburses for mileage. Fuel purchases are typically not reimbursable. Complete the
online form h ps://www.gbcs.org/Page/86 and a ach to the check request form.


