Fraternity and Sorority Life Payment Request Form
I agree and understand that I will not be given funding until the Financial Officer has seen and approved my request 10 days before the event or 10 days before it is brought to my council’s General Meeting. In order for my request to be approved, I must have an order invoice with the amount, date of event, and the vendor information. The information below must be completed by me (the requestor). It is my responsibility to complete the request 10 days prior to the date of payment. The council Financial Officer will approve all requests in a timely manner upon receiving this Payment Request Form.
Note: Not all requests will be approved.  You will be notified by email once your request has been approved or denied.

Today’s Date:  ____________________    

Council: _____________________________
Name: ________________________________________________________________________
Officer Position: ________________________________________________________________
Date of Event: ____________________

Date of Payment: _____________________
Event/Items to be purchased: _____________________________________________________
______________________________________________________________________________

Budget Category: _______________________________________________________________

Price Quote: $__________________  
Check___________ 
Debit Card____________
Recipient (check made out to):  ____________________________________________________
Does this amount need to be split with another council? 
 ______ Yes   

______ No

Explanation: __________________________________________________________________
________ Receipt attached

________ Invoice attached
	Financial Officer Use Only

	
	Payment Request Form submitted

	
	Receipt/Invoice attached

	
	Copy of payment method attached (scanned copy of check or receipt for debit card transaction)

	
	Submitted to Assistant Director of Student Engagement for Fraternity and Sorority Life


