Information:

Drawer: Accounts Payable - Invoices
Vendor Number: 1619929

Vendor Name: Tony Fitzpatrick
Invoice Number: DPARTPROJ-01
Invoice Date: 08/09/21

PO Number:

Check Number: 0283728

Check Amount: $ 20,000.00

Check Date: 08/11/2021

Department ID: 12301

Reviewer Name:

Voucher Number: V0693796
Redaction Type: None

Document Type: AP Invoice-3 Way/Pre-Approved
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College of DuPage - Accounts Payable
Check Request Form
revised 1/29/2021

This form may be used to request check payments only for those items for which the issuance of a purchase order would not be appropriate . Attach
supporting documentation {e.q., invoice or agreement). Please refer to Vendor Payment - Non-Purchase Order Procedure No. 10-65

Date:
Vendor ID:

Invoice Number Fund Func. Object Object Descrip. Amount

Performing Arts Services

Grand Total S 20,000.00

--- $1,000 and Greater: Approval of Division Vice President Required ---
Check the appropriate bok below and sign
: : ; b, 0 : A N ca sy :
We, the undersigngd, hereby certify that the goods/se, s hiclbay 4t i Gl & L b rovided in a satisfactory
condition/manner. Consequently, payment is appropset is time, 4 >
, ; ; W . :
[0 We, the undersigndd, h yinatiihe dsgFe s, I whislh pa i e u ? ve ngife e i rst a
indicated below wilj not ntsdiaya ic rigmg when t i liv T P / re

Other
Instructions:

Payee Name:

Payee Address:

Description on Check:

Approvals:

Prepared By: Approved By:

Signature: Signature:

Payment Due:  Date:
Board Approved Date: Aug 10, 2021
. Date:

|\.ﬂal’k Curtis- Cigitaily signad by hiark Curtis.

= Chavez

Signature: Chavez ¢ Dater 20210810 18:10.06

AN

Return Approved Request and All Supporting Documents to: Accounts Payable (SRC 2132 A), acctpay@cod.edu

College of DuPage - Accounts Payable
Check Request Form
Notes:

Processing a Check Request
To expedite the processing of a Check Request, or other non-purchase order disbursement, the reguesting department should:

1. Verify that the vendor intake process has been completed by the Purchasing Department. Payment cannot be made to
a vendor until this process has completed.

Complete and review this Check Request Form and confirm that all relevant supporting documentation is attached.
Ensure the payee information is complete and includes the vendor’s Colleague ID number.
Ensure that the General Ledger Account number is included and correct.

Maintain a copy of the approved Check Request Form for department records.

o R W

Submit the completed Check Request Form to the Accounts Payable Department.

The Check Request Form will be returned to the Authorized Signer if the information is incomplete, not in compliance with
College Policy, or if budget is not available.
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