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CHECK REQUEST RECONCILIATION

· Staple check stub and receipts to the back of this form
· Turn in to the administrative secretary at the district office who will issue a receipt
· The check request reconciliation will then be forwarded to the accounting department.
	Staff Person
	     
	Date
	     

	Program
	     
	Check #
	     

	Purpose/Items Purchased

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


	Date
	Amount
Allocated
	Amount
Spent
	Amount To Return

	     
	$     
	$     
	$     


	Accounting Department Reconciliation

	Bookkeeper
	Date
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