UUSS Check Request Procedure

A Check Request (see Check Request, Figure 1) is submitted with proper approval from UUSS committee chair or person responsible for budget line item to be charged. Submit the completed to the bookkeeper by Tuesday noon for disbursement with the Thursday check run. Committee chair or responsible staff forwards the Check Request to the Bookkeeper. Each Check Request should be completely filled out. Requests for individuals must have the individual’s full legal name, address and telephone number. A description of the purchase as well as the purpose for the purchase or service must be indicated (i.e., don’t just list meal reimbursement, but indicate why and for whom a meal was purchased and also note their relationship to the UUSS. When paying an individual for goods or services (such as honorariums, speakers, musicians, etc) indicate for what purpose and the date(s) of lecture(s) or service. Incomplete requests will be returned to the requestor for resubmission of missing information. UUSS must have on file, for every vendor, a current form W-9 “Request for Taxpayer Identification Number” before a payment can be processed when payments exceed $600 to an independent contractor. It is the requester’s responsibility to inform the payment recipient that said W-9 form must be on file with the Bookkeeper. W-9 forms may be obtained from the Bookkeeper. Checks will not be issued until the TIN number is provided.
When to Use the Check Request

 
Personal Reimbursement for job related purchased items- limited use
 Cash Advance for purpose other than travel to purchase item
 Conference Registrations

 
Honorariums, speakers, musicians
 
Memberships

 
Invoices from Small vendors who do not accept Purchase Orders or Credit Cards
Check Request Documentation

 
Requires approval by the committee chair or responsible staff  

 
Must be properly completed with account/budget line item to be charges
Original detailed invoice/receipts, including brochures, internet publication or supporting documents must be attached. Copies of original receipts are not acceptable due to opportunities for double payment of the expense.

Every invoice requires a separate Check Request form.

When Checks are Available

Checks made payable to staff will usually be available for pick up by the following Monday depending on obtaining appropriate signatures. Otherwise checks are mailed to vendors, organizations, or persons not employed by UUSS. Check to be picked up should be coordinated with the bookkeeper. Checks that are issued but not cashed within 90 days are voided. Please be sure to follow all policies and procedures to ensure prompt and efficient service. Inaccurate or incomplete check requests and improper substantiation of expenses will be returned to requestor for completion, resulting in unnecessary delays.
Reimbursement of Travel and Professional Expenses

Request for Reimbursement for Travel and Professional Expenses (figure 2 or 3) can be submitted on the attached form(s) or other format as long as all information and documentation is included. Forms are available in excel format at the UUSS Web Page forms.
