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	TOPIC:  Finance

· Cheque Requisition
	REVISED:


DESCRIPTION:   
A Cheque Requisition must be completed if a company or agency requires a deposit, or for payments that aren’t requested through a purchase requisition, contract to purchase service, honorarium or employee expense form (refer to Douglas College Accounting Guidelines).
STEPS:

1) Complete a Cheque Requisition form  to include the date required, date processed, cheque amount, account to be charged, payable to (company or agency), company address,  description of services (e.g; deposit for PD Day), send to (company or agency), phone or pick-up, requisitioner, approved (by Dean).
2) Requisitioner signs the cheque requisition and forwards to the Dean.
3) Department Assistant makes a copy and forwards the original to the Finance Office for processing.  

4) Cheques are processed weekly (each Wednesday).
REFERENCES:

Finance Department Web page:  Forms
http://www.douglas.bc.ca/employees/finance-department.html
ATTACHMENTS:

Cheque Requisition – Available in hard copy from the Print Shop or can be downloaded from

http://www.douglas.bc.ca/employees/finance-department.html

Douglas College Accounting Guidelines
