SJBAS – CHECK REQUEST EXAMPLE

	Check #
	

	Check Date
	



	Payee Name:
	

	Payee Address: (if not SJBAS member)
	


	Payee Phone Number (if not SJBAS member)
	



PAYMENT DETAILS
	NO
	VENDOR
	TYPE OF EXPENSE
	AMOUNT

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL
	


ADDITIONAL INFORMATION:
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
BUDGET EXPENSE CATEGORIES
	
	MEMBERSHIP – CAS

	
	CLASSES – ARCHEOLOGY

	
	JWS – FLC FOUNDATION - CENTER OF SW STUDIES

	
	JWS -  FLC FOUNDATION -  ARCHEOLOGICAL DEPT – FIELD CAMP

	
	JSW -  OTHER

	
	JWS - SPECIAL EVENT EXPENSE (I.E. SPEAKER)

	
	SJBAS CLUB & SOCIAL EVENTS – ANNUAL MEETING/HOLIDAY PARTY

	
	SJBAS CLUB & SOCIAL EVENTS – MID YEAR BBQ

	
	O&A – MOKI

	
	O&A – WEBHOSTING

	
	O&A – PO BOX RENTAL

	
	O&A – MISC OFFICE EXP (COPIES, STAMPS, LABELS, ETC.)

	
	O&A – PUBLIC RELATIONS (POSTER ART, BROCHURES)

	
	O&A – SPEAKER GIFTS

	
	O&A – MONTHLY RECEPTION (I.E. COOKIES)

	
	O&A – BUSINESS MEALS

	
	O&A – NON PROFIT SET UP

	
	O&A – MISC (DESCRIBE)

	
	OTHER – EXPLAIN



	REQUESTED BY:
	

	APPROVED BY:
	

	APPROVED DATE:
	



