Lovejoy Choir Booster Club 

Check Request Form
(Use one form for each check requested)
Use this form to request a check to be made payable directly to a vendor. 

Date Requested: _______________________

Check Payable to: ___________________________________________________________

Check Amount: $____________________

Should the Check Be Mailed?  Yes/No   

If Yes – Provide Full Address Here:



Company/Person:
__________________________________



Address:

__________________________________



City/State/Zip:
__________________________________


If No – Who should the check be given to?




_________________________________________________

What is the Check Purchasing?_________________________________________________

Which Line Item on the Budget Should this be Assigned to:__________________________

(If you do not know, work with the Treasurer to identify the correct fund)

NOTE: A Formal Invoice must be attached at the time of check Request.  If you do not yet have a formal amount, please attach what paperwork you have.  You MUST provide a receipt or invoice within 30 days of receipt of the check.  No checks will be mailed without an invoice attached.

Approving Booster Club Officer Signatures (Other than Treasurer):
__________________________________      __________________________________ 

(Second signature only required for reimbursement amounts over $100)
ATTACH ALL INVOICES
To Be Completed by The Treasurer:
Date Paid:  _______        

Check Number: ______

Signature ___________________________________
