
 
MANUAL PAYROLL CHECK REQUEST  
 
 
There is a $50 per check charge for issuing a manual payroll check.  Please provide the budget 
code and payment authorization signature in the spaces indicated below. 
 
 
Date:  
 

 
Bud get Cod e:  
 

 
Deb it Su b -obj ect cod e:   

570 1  
 
Paymen t Au th orized by:  
(prin t name) 
 
 

 
Title: 

 
Auth orized Sign atu re: 

 
Dep artmen t Name:  
 
 

 
Dep artmen t Con tact Person :  

 
Telep h on e Nu mb er:  
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