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Check Request
	TRIP LOCATION:
	     
	TRIP LEADER:
	     

	TRIP DATES:
	     
	TRIP ID#:
	     


	Date of request:
	     

	Date check need by:
	     

	(Ideally, this should be 30 days before departure)

	Person making this check request:  
	     

	Make check payable to:
	     

	(In most cases this should be the team treasurer)

	Mailing address: 
	     

	     


Describe in detail the purpose for which this check is needed.  You should itemize expenses as much as possible and attach any invoices.  Use a second sheet if necessary.
	      
	$
	     

	     
	$
	     

	     
	$
	     

	     
	$
	     

	     
	$
	     

	     
	$
	     

	     
	$
	     

	     
	$
	     

	     
	$
	     

	     
	$
	     


	Amount Requested
	$     


	FOR OFFICIAL USE ONLY

Account # :      
      Date:       
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