UNIVERSITY OF NEVADA, RENO
MEMORANDUM

Special Check Request For A Graduate Assistant

DATE: 4/16/2003
TO: Controller’s Office
FROM: <Click & Highlight to enter YOUR NAME AND DEPARTMENT >

SUBJECT: SPECIAL CHECK REQUEST
Student: <Click & Highlight to enter STUDENT'S NAME AND SS#>

Requesting Department: <Click & Highlight to enter YOUR DEPARTMENT. NOT the Student's Program>

For: Account Line: <Click & Highlight to enter Account #>
Amount: <Click & Highlight to enter amount>

<Click & Highlight to enter JUSTIFICATION/REASON for the Special Check Request>

Approved for payment:

<Click & Highlight to enter Your Dean or Signature Authority's Name Here> Date
<Click & Highlight to enter Your Dean or Signature Authority's Title Here>

Contact Person:

<Click & Highlight to enter YOUR NAME AND DEPARTMENT>
<Click & Highlight to enter YOUR WORK PHONE# AND EXTENSION>

Alternative Contact:
<Click & Highlight to enter ALTERNATIVE CONTACT NAME AND DEPARTMENT>
<Click & Highlight to enter ALTERNATIVE CONTACT WORK PHONE# AND EXTENSION>
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