Library Check Request Form
	Name of Payee (Person or Company):
	       

	Is payee a UCB employee or student?
 No Yes   

	If Yes, please provide the Employee or Student ID:
	Employee ID #:     
	Student ID #:     

	If No, please provide payee’s mailing address:
	(Street, City, State, Zip Code, and Country)
     

	 Business Purpose:
     

	Amount:       

	Please check one:

   Honorarium

   Supplies

· Please explain why this purchase wasn’t paid directly using BearBuy or by bluCard:
            
        Alma purchase order number:*  
        *Must email orderdiv-library@berkeley.edu for a PO first; request will be returned if a PO is not provided.

        Other 


	Description of payment to be printed on check stub:      


	Chartstring:      


	Signature of Requestor:
	Date:

	     
	     

	Approver’s Signature (Unit Head/AUL/Director):
	Date:

	     
	     

	Name of Contact:      
	Phone #:       


Please submit your receipts with this form to the address below. If you have small receipts, please tape them to an 8½” x 11” piece of paper.
Library Business Services

110 Doe Library

Mail Code:  6000
Library Business Services
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