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TEA Check Request (please attach receipts) 

 

 

Date of transaction:  __________________  Amount:  ________________ 
 

Payee:  _________________________________  Site:  ______________________ 
 

Purpose:  _________________________________________________________________ 
 

Attendees:  _______________________________________________________________ 
 

Requested by:  _____________________________       Today’s Date:  ______________ 

For Office Use Only 

Approved by:  ________________________________ Date:  ______________________ 

Check No:  ___________________________  Acct. #:  __________________________ 

Date of transaction:  __________________  Amount:  ________________ 
 

Payee:  _________________________________  Site:  ______________________ 
 

Purpose:  _________________________________________________________________ 
 

Attendees:  _______________________________________________________________ 
 

Requested by:  _____________________________       Today’s Date:  ______________ 

For Office Use Only 

Approved by:  ________________________________ Date:  ______________________ 

Check No:  ___________________________  Acct. #:  __________________________ 


