Junior League of Albany – Check Request Form
Amount: $____________

Make check payable to:



_________________________________

(Name)

_________________________________

(Street Address)

_________________________________

(City, State Zip)

Description of Expenditure: _________________________________________________

________________________________________________________________________ 
Committee/ Project this expenditure is associated with: ____________________________

Send Check: 





□ Directly to Payee     







□ Other (Address Below)








_________________________________








_________________________________








_________________________________

Submitted by: 

_____________________________   ______________________________  __________                         
            (Name)


         (League Position)                         (Date)
Approved by (Committee Chair or Council Director): 

_____________________________   ______________________________  __________                         
            (Name)


         (League Position)                         (Date)
	Instructions for Completing Check Requests:

	· A Junior League Member should complete the entire check request form.

	· Attach all original receipts or invoices. No reimbursement will be provided without (a) valid receipt(s).

	· The Junior League of Albany is a tax-exempt organization.  The Treasurer cannot reimburse for sales tax paid on retail items. Tax exempt forms may be found in the members only section of our website; otherwise, contact the Treasurer or VP of Finance.  Please use cash only when using our tax exempt form.

	· A Committee Chair or Council Director must sign the Check Request Form.

	· Make and retain a copy of the Check Request Form and all receipts for Committee records.

	· The Treasurer must receive completed check request form within 30 days of the purchase.  Expect reimbursement within two to four weeks.


