Rotary Club of Lebanon

Check Request Form


Please prepare this form for all requests for disbursements including requests for reimbursement of expenses already paid or requests for payment of an expected invoice)

(See notes below)

Request from:
_____________________________________________

Date
_____________________________________________

Email address:
_____________________________________________

Entity to pay request (circle one):        Charities        or        Operating

Pay to:
_____________________________________________

Amount
_____________________________________________

Charge to: (see note)
_____________________________________________

Reason for Payment
_____________________________________________

Documentation
_____________________________________________

Other information:
_____________________________________________


_____________________________________________


Committee Chair or Board Member approval ________________________
Notes: 
(If hand written use lines-if typed replace lines)

Please attach receipts and have committee chair or board member sign off authority for payment.  Committee chair or board member can email approval instead of signing, if easier.  

To help treasurer classify check payments properly please:

1-describe the nature of the payment – for example raffle fundraiser ticket   printing- change over –reservation fee-telephone 

2-call or Email treasurer for assistance

