A check request is a Hofstra document required for anyone being paid by the University. This document
should be accompanied by original receipts and/or invoices, proof of payment (credit/debit card copy or
statement) proof of event/project (ex: a flyer) and a list of participants and their ID numbers.

HOFSTRA UNIVERSITY - CHECK REQUISITION / ACCOUNTS PAYABLE
Document #

Requested By Date Vendor ID | 700# Approved By **Al L BOXES MUST BE FILLED IN™
Name of Person d E
Submitting Request | Today's Date | Taxorgoo# Leaye S o ng.w -
Pt Name of Person/Company to be Paid o frgvﬁ’ll'”oI'ogang'lg %satgys
Address: Their Street Address Explanation for Request
Their City/State/Zip detailed description of why payment is being requested - what is the
Check One Is Payee: T business reason for the expense?
FECAMPUS @ Check one box EmPEYEE
CHOAMPUS 0O o R
PHONE (xxx) XXX -PXX
NO REQUEST FOR REIMBURS =MENT WILL BE HONORED FUNLESS SUPPORTING DOCUMENTATION IS PROVIDED
Fund |Organization | Accoght |Prog| BC Description Amount
eave Bla Line by ling breakdown of purchases to be matched with receipts/invoices $ amount
spent
e
endo D 9 D O 0
s e 5
Note: O 0 D 0 C C1NA0T'S
Address listed must e
match address in
your portal for all 007 =Holstra 1D Der 1o
Student S (€ A0 O DE O
reimbursements. FALOTIODALEA0L (OF | gr Lo
total
amount
of request
TOTALS $0.00

o R 11 s S



