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Check Request Form

Amount of check requested:  
$ _________________________


Make payable to:  ______________________________________________________________


Other instructions:  _____________________________________________________________
Use table below to detail each receipt and then staple them to this form:  
	Receipt from:
	Amount:
	Description of purchase:
	Additional Comments:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total:
	
	
	


(use back of this form if you are attaching more than 4 receipts)
APPROVALS (this section to be completed by the council approver):

Is there money left in the budget for this payment?   Yes    No

When did the general membership approve this expenditure?   ___________________ (date of meeting) 


Council Approver:  _____________________________________________

Check Budget Category to which this expense applies (explain/detail if split between two or more items)
     Community Support/Beautification                                
· Lake View High School
· Warner Park & Gardens
· Other (explain)

 _____________________________________________________________________________

     Events

· Spring Fling

· Garage Sale

· Garden Walk

· Summer’s Eve Auction

· GWCA fest
· Halloween fest

· Cemetery Tour

· Caroling Party

·  Other (explain)    _____________________________________________________________________
    Communications

· Newsletter 
· Block Captain

· Website
· Other (explain) _______________________________________________________________________

Organizational

· Meeting expense
· 
Other (explain) 
Updated July, 2008   Check #: __________       Written: ______________________________________
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