
PURCHASE/CHECK REQUEST 
                  

 Date Requested________________ 

 Urgent (X)_______YES  ________NO 

 Purchase______   Check ______    

 Check Amount$_______________ 

 Vendor:____________________________ 

 Req’d by:___________________________ 

 Expense  

 charged to:________________________   

Approved:___________________________  

Notes/Comments: 
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 charged to:________________________   

Approved:___________________________  
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