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CHECK REQUEST 

[bookmark: Text34][bookmark: Text35]Requested by:        			Date:          (m/d/yyyy)
[bookmark: Text3]Make Check Payable to:      
[bookmark: Text4]Address:      
[bookmark: Text5]Contact:      

INSTRUCTIONS: 
     

If your original receipt/invoice reflects more than one budget line item, please identify each line and the corresponding amount.  To be reimbursed for your expenses, you must attach receipts to this check request.  To request payment of a vendor's bill, attach an invoice.  Unless otherwise indicated, vendor payments will be mailed directly by the treasurer.
	DESCRIPTION
	LINE ITEM
(select category # below)
	AMOUNT

	     
	[bookmark: Text7]     
	$0.00

	     
	[bookmark: Text10]     
	$0.00

	     
	[bookmark: Text13]     
	$0.00

	     
	[bookmark: Text16]     
	$0.00

	     
	[bookmark: Text19]     
	$0.00

	     
	[bookmark: Text22]     
	$0.00

	TOTAL REQUESTED
	[bookmark: Text36]$0.00



[image: Signature Long]Approved by: 	______________________________
[image: Signature Long]	President/Director
	______________________________
[image: Signature Long][image: Signature Long][image: Signature Long]	Treasurer
[image: Signature Long]PAYMENT INFORMATION
[bookmark: Text25][bookmark: Text26][bookmark: Text27]Check Number:        	Amount: $      	Date:          (m/d/yyyy)



1 Awards/Trophies
2 Banquet (including DJ)
3 Classroom/Student Materials
4 Clinicians/Accompanist
5 Eisemann Festival
6 Festivals
7 Football Program
8 Historian
9 Hospitality

10 Instrument Repairs & Music
11 Insurance
12 Leadership Council
13 Parade
14 Photography
15 President
16 Printing
17 Recording Artist
18 Recruiting

19 RHS Polos
20 RHS T-shirts
21 Spring Trip
22 Summer Camp
23 TMEA
24 Transportation
25 Treasurer
26 Uniform Alteration/Cleaning
27 West
28 Westwood
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