COMPLETING THE CHECK REQUEST FORM

· Section 1 - Complete all lines in this section 

· Section 2 - Circle the course title you are being reimbursed for 

· Section 3 – Sign and date payee line; leave rest blank
· Supervisor/Cabinet Supervisor signs 
· Attach copies of receipts, a course schedule that includes course title and name of university, and an SPC textbook receipt form (if giving textbook to SPD at end of semester) 
· If accessing these instructions from our website, click here to access check request form
· Send signed form to Matthew Stewart - Human Resources, EpiServices
