

	[image: image1.jpg]-

=STUDENTS’
L ASSOCIATION




	CLUB CHEQUE REQUEST
(Please Print Clearly)

TURNAROUND FOR CHEQUES:  MINIMUM 2 DAYS

	This form is to be used for the purpose of money withdrawals from a club account. Copies can be picked up from the NAITSA Campus Club Center E133.   You may fax requests: 780 491-3989, Attention: Campus Clubs (original signed document is required prior to releasing the cheque)

***A signing authority cannot sign a Club Cheque Request when a cheque is payable to themselves***

***When a Staff Advisor fills in as signing authority, an e-mail must be received by the Campus Clubs Centre (campusclubs@nait.ca) from two Club Financial Officers to validate the request***

	WITHDRAWAL INFORMATION

	BANKING NAME OF CLUB: (PRINT ON LINE BELOW)
	CLUB ACCOUNT NUMBER
	DATE

	MAKE CHEQUE PAYABLE TO:  (PRINT NAME ON LINE BELOW)

	CHEQUE AMOUNT:

___________________________________________________________________________________
REASON FOR CHEQUE:
	(   Is this a covered Grant Expense?  (please submit receipts)

(   Record donation to Giver Program



	
	(  To be picked up at the Campus Clubs Centre E133
(  To be mailed directly to: 

	SPECIAL INSTRUCTIONS:

(  Invoice # ________________ for services received (i.e. Catering)

(  Other:
	

	APPROVAL

	1) PRINT NAME 
	SIGNATURE (Club Signing Authority)

X

	2) PRINT NAME 
	SIGNATURE (Club Signing Authority)

X

	APPROVED BY NAITSA Campus Club Manager/Clerk
	DATE

	

	FOR OFFICE USE ONLY 


  Revision Notes:








