Franklin Pierce University
40 University Drive
Rindge. NH 03461

CHECK REQUEST FORM

BACK UP INFORMATION MUST BE EMAILED
WITH CHECK REQUEST FOR CHECK TO BE
PROCESSED AND RELEASED.

Date Requested Budget Number /

Object Code(s)

Date Required

Fiscal Year

Requested By

Department Head up to $2,500

Telephone Ext

Senior Manager over $2,500

E-Mail

@franklinpierce.edu

CHECK AMOUNT

INSTRUCTION INFORMATION

SPECIAL INSTRUCTIONS

Select One -->

MAKE CHECK PAYABLE TO:

REASON FOR THE CHECK

Name:
Address:
City, State:
ZIP:
Contact:
Email:

Phone:

Approved check requests should be emailed to checkrequests@franklinpierce.edu

**possible check request submissions are Subscriptions; Registration fees for Conferences & Seminars; Admission

Job Fairs; Athletic Game Officials & Registration for events; Student Activity events; and Clinical Rotation fees. **

Accounting Use Only:

Vendor #

Mo Posted :

Paid Date :

Check #

Revised: 11/16/17

President, CAO or CFO Over $25,000
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Please attach your back-up documentation here.

To attach documentation:

1) Save documentation as a PDF.
(If it is already printed, the item can be scanned as a PDF and saved
to your computer)

2) After clicking in this box, a popup screen will appear.

3) Select “BROWSE” and find select the documentation you would like
to add.

4) Select the page view and close.

5) If back up documentation is more than 1 page, please use the
additional pages below.
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