	PUBLIC SCHOOLS OF PETOSKEY


	Board Policy 3550

	
Date

3/22/11
Make Check Payable To

     
Deliver Check To

     
     
     
Amount of Check

$

     
Date Needed

     
(If Applicable)

Reason for Disbursement

     
     
     
Authorizing Signature

Account Number(s) To Be Charged

     
     
     
     
     
     
Instructions:  This form is to be used to request a check for: 

· Reimbursement of supplies purchased and received.
· Items that need to be prepaid such as subscriptions and registration fees. 

You MUST attach receipts, registrations forms etc. 
SEND TO BUSINESS OFFICE after authorizing signature and account number is assigned.

  (You cannot sign as authorizing signature if the reimbursement is to you. A second signature is required)




REQUEST FOR CHECK














