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Student Organization Check Request
Monetary Requests should be submitted to the SGA Treasurer no less than 14 days in advance of the date it will be needed by.  Be as specific as possible with what the money will be used for.  Check requests could take up to 10-12 days and must include the name of the payee.  Receipts from all purchases must be turned in no more than 3 days after purchase.  All checks can be picked up in the Fiscal Office in the Administration Building.

If you are depositing money into your club account, please fill this form out completely.  

Club: _____________________________
Date: _______________ 

Amount Requested: $ ________________

Date Needed By: ______________________

Amount to be Deposited: $ _____________________

Specify what this money will be used for or what is was from: _______________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Please indicate in what form you would like to receive the money:

___________Check 
_______________Charged to Acct (on campus purchases only)

Check Made out to and Address: _____________________________________________________

W-9 Attached:  Yes        No

Club President’s Signature: ___________________
Club Treasurer’s Signature: ____________________

Advisor’s Signature: _________________________

This section to be filled out by the Student Government Association Treasurer:

Club Account Number: #4340-___________   Date Receipts Were Received: __________________________

SGA Treasurer’s Signature: ____________________________  Date: _________________

SGA President’s Signature ________ _________________________  Date: _________________

Student Activities Signature: _______________________________________

