
Date

This f orm is to be used f or the f ollowing:  Registrations, Subscriptions, Memberships, Direct Billings f or Hotel/Car Rental,

Prepay ments f or Hotels Employ ee trav el, Utilities (Cell Phone & Telephone bill, FedEx, USPS) Food Items (Sodexo) and 
Non-GC Employ ed Student Stipend

Vendor: Requested by:

Address:

Vendor phone #: Approved by:

Note:  If check is to be picked up by GC employee, please provide

the contact information below:

Employ ee Name:

Phone Number

email:

Item # Qty/Unit

Estimated Total:

Budget Approv ed by : Date:

Total PriceUnit Price

Georgia College & State Univ ersity

Milledgev ille, Georgia 31061

PURCHASE AND CHECK REQUEST

Description and Specifications

Check Request

Note:  Requester & Approver may not be the 
same               person.

Department Number (s) to be charged
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