[image: image1.png]


California State University Channel Islands

Check Request Form

         To be used for transactions not requiring a purchase order, service agreement or travel & expense reimbursement

MAKE CHECK PAYABLE TO:


PeopleSoft Vendor ID:         






Note:  New vendors must complete a Form 204

Name:          







Check Instructions:

Address 1:       

 FORMCHECKBOX 
  Mail to payee




           
 FORMCHECKBOX 
 * Pick up at Cashier -  Ext      

Address 2:      

 FORMCHECKBOX 
  Mail attachments with check – include copies

City, State Zip:       

Description to appear on reports (30 characters)




     



Amount:  $       

*Check will only be held for 48 hours after notification before being mailed out.
TYPE OF PAYMENT:
 FORMCHECKBOX 
Advertising



 FORMCHECKBOX 
Lodging (Camarillo area) **
 FORMCHECKBOX 
Subscription/Periodical
 FORMCHECKBOX 
Art Model



 FORMCHECKBOX 
Membership/Dues


 FORMCHECKBOX 
Tax Remittance*
 FORMCHECKBOX 
Bank Fee*



 FORMCHECKBOX 
Parking



 FORMCHECKBOX 
Utility/Telephone
 FORMCHECKBOX 
Freight/Postage


 FORMCHECKBOX 
Payroll




 FORMCHECKBOX 
Honorarium/Speaker
 FORMCHECKBOX 
Permit/License


 FORMCHECKBOX 
IRA Activity 

 FORMCHECKBOX 
Interpreting/Note taking
 FORMCHECKBOX 
Registration/Conference

 FORMCHECKBOX 
Other–must be explained 
*Accounting Use Only
**Hampton Inn/Country Inn/Courtyard Marriott
 
DESCRIPTION AND/OR EXPLANATION OF PAYMENT:
	     



ACCOUNTING & APPROVAL:
	Account
	Fund
	Dept ID*
	Program
	Class
	Project/Grant**
	Amount

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	Total
	0 FORMTEXT 

$0.00

 SUM(F1:F2) \# "$#,#0.00" 



*Depts. 2xx,3xx,4xx,6xx,9xx require additional approval as designated by VP Finance & Admin.
Requestor:
     






      Printed Name & Extension

                      Signature



           Date

Approver:
     






      Printed Name & Extension

                      Signature



           Date

Approver:
     






(If required)             Printed Name & Extension

                    Signature



         Date

Rev C (2/09)
CHECK REQUEST FORM INSTRUCTIONS

GENERAL INFORMATION:  
· The Check Request Form is used to make payments to vendors excluding:
· purchases that require a purchase order or service agreement

· purchases made using the Procurement Card

· travel and expense reimbursements to employees, applicants, students or non-employees. 
· This form supersedes all previous check request forms in circulation.  Please refer to the following instructions for assistance in completing the form.  Questions may be addressed to any of the Accounts Payable staff.  Names of staff are located on the Accounts Payable website at:  http://www.csuci.edu/accountspayable/index.htm.
MAKE CHECK PAYABLE TO:  

· Payee Information:  Supply the payee name and address.
· Amount:  Total of the amount of all invoices attached for payment.
· PeopleSoft Vendor ID:  The Vendor ID number can be found by following the path in the PeopleSoft financial system:  Vendors>Vendor Setup/Maintenance>Vendor Information.
· Form 204 Vendor Data Record: A vendor data record must be on file for all payments to vendors with the exception of governmental entities and CSUCI employees. If the vendor has been used in the past, it is likely a form is already on file.  To verify the status of the vendor, please review the list of current vendors in PeopleSoft.  Facsimile copies of the Form 204 are acceptable. 

· The Form 204 will be used to assess withholding requirements for vendors/individuals.  Payments to individuals who do not have a valid social security number, are not U.S. citizens or who do not possess a valid work visa may be subject to Federal withholding in addition to State withholding.  Additional forms and analysis are required for these payments. Questions on payments to non-resident aliens (non-US vendors) can be directed to the Supervisor of General Accounting.   
· Expected Payments of $1,500.00 or more during the calendar year to entertainers and lecturers who are not California residents are taxable at a rate of 7%.  Questions on non-California lecturers receiving over $1,500.00 can be directed to Procurement.

· Check Instructions:  Please indicate whether the check is to be mailed or picked up at the Cashier’s Office.   If it is to be picked up, please provide contact information for the individual picking up the check.  That person must show identification and sign for the check. The requester will be notified when the check is ready for pickup:  the check will only be held for 48 hours and then it will be mailed.  If attachments (invoice/letters/etc) are to be sent with the check, please include copies of those items to include with the mailing.

· Description:  If specific description needs to be printed on management reports, please indicate what that description should state.  Descriptions are limited to 30 characters including spaces, punctuation, etc.
TYPE OF PAYMENT:  
· Select the applicable box indicating the type of payment (see last page for definitions).  

· If the expense category is not identified on the form, please use “OTHER” and provide a clear explanation of the expense.  
DESCRIPTION OF PAYMENT: 
· In the space provided include a brief explanation of the payment that, in conjunction with the supporting invoice or receipts, is sufficient to identify the business purpose. (For example:  supplies for department, or dues for academic development consortium).  

· All “Other” type payments must always have an explanation for the expense.

ACCOUNTING & APPROVAL: 
· Provide the chartfield string (Account, Fund, Department ID, Program, Class and Project) to be charged.  Published chartfields can be found in PeopleSoft.  The path is: Set Up Financials/Supply Chain>Common Definitions>Define Values>Chartfield Values.  Instructions on how to use this link can be found at: 
 www.csuci.edu/budget/documents/Chart_of_Account_View.pdf.  
· Provide the name, signature and date for the requesting and approving employees.  The approving employee must be an authorized signer for the Department.  If the requester is the authorized signer for the department, the approver must be an authorized signer at a higher level.  The second approval line is optional; each department may decide if additional approval is required. 

SUBMISSION: 
· Submit completed form and related invoices and receipts to the Accounts Payable Department.
· In cases where a purchase order should have been generated prior to making the purchase, a completed and approved “After the Fact Justification” form will need to be included with all other required documentation.  The form is located in the Outlook folders under Procurement & Support Services( CSUCI Procedures and Forms.

· Submit completed 204 Form to Procurement.

· Any request for payment that is properly completed, approved, and supported with appropriate documentation will generally be processed within a week of receipt.  Checks will be issued in accordance with the invoice terms. 
TYPE OF PAYMENT
Attach receipts, invoices and/or other documentation which support amount being requested

	Payment Type
	Description/Requirements

	Advertising
	A paid form of non-personal presentation or promotion of goods, services, and/or ideas. Usually advertising is made through various publications, and devices carrying messages to intended recipients (e.g., newspapers, television, billboards). Attach a copy of advertisement or tear sheet.

	Art Model
	Models hired by Art department. A signed liability waiver must be on file before payment can be issued.

	Bank Fee
	Accounting Use Only

	Freight & Postage
	Mailing or shipping costs

	Honorarium
	A payment made in appreciation for a professional favor provided to the University by an individual who cannot charge for his/her special professional services.  The amount of an honorarium is usually set by the University.  An “offer letter” produced by the University must be attached.

	Interpreting Service
	Payment for classroom/event interpreting services

	IRA Activity
	Expense to be charged to IRA fund

	Note taking Service
	Payment for classroom note taking services provided

	Lodging
	Overnight lodging at Hampton Inn, Country Inn, Courtyard by Marriott – Local only.  Meeting rooms and refreshments are not considered lodging and need to be requested on a purchase order.

	Membership/Dues
	Membership and participation in the activities of community groups, including but not limited to service clubs and community-wide organizations.

	Parking 
	Parking Fine remittance

	Payroll
	Payroll department use only

	Permit/License
	University paid permit or license fee

	Registration
	Conference & workshop registrations  

	Speaker
	Payments in which the amount to be paid for a specific service is set by the speaker.  The speaker provides an invoice as documentation for payment of the fee.

	Subscription/Periodical
	Non-Library subscriptions or periodicals

	Tax Remittance
	Accounting Use Only

	Utility/Telephone
	Recurring charges for utilities including telephone and cell phone charges

	Other
	Limited to very specific payments, none of which include needing a purchase order, service agreement or expense report.
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