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[bookmark: _GoBack]CHEQUE REQUISITION
(Required where vendor invoice is not available or for reimbursement to a member for expenses incurred on behalf of the Rotary club of Coquitlam Sunrise)

Date of Request:  ____________, 20______
Date Required by:  ___________, 20______
Requested by:  ____________________________________
Payee:  ___________________________________________
Address:  _________________________________________
                 _________________________________________
Purpose for payment and description of expenditure:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Expense Details:
__________________________________________		$__________
__________________________________________		$__________
__________________________________________		$__________
__________________________________________		$__________
__________________________________________		$__________
Total Amount:					$__________

To be filled in by the Treasurer
Source of Funding:  □ General Acc’t, □ Gaming Acc’t, □ Foundation Acc’t,
□ District Acc’t  

Notes:
1. Submission must be supported by receipts and be previously approved by the Board or included in the approved budget.
2. The requisition may be emailed to the Treasurer for cheque issuance, but the original plus the receipts will be required prior to issuance of cheque.Date Cheque Issued:
__________, 20____

Cheque #_________


Submitted By:	_____________
Approved By:		_____________
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