
HOW TO FILL OUT A CHEQUE REQUISITION FORM 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The date the cheque 
requisition is handed 

in to the SFSS 
The name of the 

group that is 
submitting the form  

Name of the person 
or organization who 
will be receiving the 

reimbursement 

How much you 
expect to be 

reimbursed; subject 
to changes by staff 
based on eligibility 

Information about the reimbursement, such as where the 
funding is coming from, applicable accounts (e.g. grant, trust, 

petty cash, resource funding) and additional notes 

Name of person who is 
requesting the 

reimbursement; must be 
a student executive with 
fund/facilities authority 

If the reimbursement 
is coming from a club 

trust account, 2 
executives must sign 

off on it 

If you want to 
pick up your 

cheque from the 
Student Centre, 

fill out (a).  
 

If you want your 
cheque mailed, 

fill out (b). 

 a  b 

Do not fill out; 
for office staff 

use only 

Additional Notes:  
It can take 2-3 weeks for a cheque requisition to be processed. When the cheque is ready, it 

will be mailed out or you will be notified to pick it up. 

Amounts under $50 can be reimbursed in cash at the Student Centre. 

Itemized, original receipts for purchases (no photocopies or photos) must be attached). 
Event/Project Summary Form must be included for reimbursements from grants. 


