CHECK REQUESTS
When planning any event, you are going to have to pay for things. Whether you are paying a performer or artist, or paying for materials you had to purchase, you will use check requests to make sure that those who need to be paid get their money. There are two main situations when you will use a check requisition form:

1) To pay a performer, artist, guest speaker, etc. for his or her service

2) To reimburse yourself or another person who purchased something for an event.

It is important that this form is filled out completely and accurately to ensure that people are paid on time. Here is a step-by-step list of how to fill out this form. On the next page, you will find an example of this form, filled out and numbered by step:

1) Fill in today’s date (don’t worry about the requisition number).

2) Write the amount of the check. If there are multiple items that the check is for, put the total amount here. The items will be broken down below.

3) Fill in the payee line. This is the name of the person or company to be paid. If this person is a student (or yourself), be sure to include their student ID# on the line below.

4) Fill in the address of the payee. Do this only if you are having the check mailed. (Often checks are picked up to give to the person directly.) 

5) Fill in your fund, department, and account number.

a. The fund number is 82 for all clubs.

b. The department number is the last 6 numbers of your budget number. All clubs have an account number starting with 898XXX.

c. The account number is 61038 for all clubs.

6) Fill in the amount. After filling in all amounts, total the numbers at the bottom.

7) Write the reason for the check request. For example, “To reimburse for pizza purchased for volunteers at...”

8) Check whether you want the check mailed or picked-up

9) If picking it up, put your name on the line where is specifies the person to pick up.

10) You may NOT use a cell phone number: you must use a campus extension.
11) On the date needed line, write “Next check run.”
Now that you have filled out the form, you have to make sure that it gets into the right hands, and that you have included all of the important information. Staple the following to your check requisition form:

· All original receipts with total circled

· 2 copies of all receipts with total circled

· Contracts and bills are also considered receipts

· W-9 form for new companies or contacts 

· W-9 forms are used to identify companies or people. They are titled “Requests of Taxpayer Identification Number and Certification.” 

· These must be filled out if we have never worked with the person or company before. When paying students, this is not necessary.
· Get a W-9 at http://www.irs.gov/pub/irs-pdf/fw9.pdf
· If you have hired a non-SU related person or group to speak/perform/work at your event, you must complete an Independent Contractor & Honorarium Payment form. This form takes at least two weeks to get signed by the Student Development Vice President, Student Activities Assistant Director, and submitted to the Controller’s Office.
After filling out the form and attaching the appropriate paperwork, turn all check requests in to the Club Connection desk. After the form is signed it will then be submitted to the Controller’s Office (located behind the Shell gasoline station). 

Check requests be submitted at least 2 weeks in advance to ensure timely payment.

