TEXAS CHRISTIAN UNIVERSITY
VENDOR CHECK DISBURSEMENT AUTHORIZATION FORM

All vendor checks must be mailed by the TCU Accounts Payable Department unless an exception is documented and
approved via this form for either the vendor or an authorized TCU employee to pick up the check from the Cashiers office
in Financial Services. This form must be completed by the applicable departmental employees requesting the exception
and submitted to Accounts Payable with the vendor invoice or other payment documentation.

Vendor Name:

Check Amount: Requested Check Pick-Up Date:

Extension #: Department Name:

Reason for vendor or TCU employee needing to pick up check from Cashiers:

PLEASE NOTE: THE INDIVIDUAL APPROVING THIS FORM MAY NOT ALSO BE LISTED AS THE INDIVIDUAL
THAT PICKS UP THE CHECK.

If check will be released directly to the specified vendor, | hereby certify that the goods/services related to this payment have
been received/completed. If check will be released to a TCU employee for delivery to the vendor, | hereby certify that the
specified employee will not release the check to the specified vendor until after all goods/services related to this payment have
been fully received/completed.

TCU Budget Manager/Unit Head Name Date

TCU Budget Manager/Unit Head Signature TCU Extension

Authorization for Vendor to Pick Up Check:

Vendor Representative Name:

Signature of vendor representative receiving the check Date

Authorization for TCU Employee to Pick Up and Deliver Vendor Check:

TCU Employee Name:

As the responsible TCU employee, | certify that | will not release the check to the specified vendor until after all goods/services
related to this payment have been fully received/completed.

Signature of TCU employee receiving the check Date

Cashier’s Section Only

Check Details: Amount: $ Check #: Check Date: Rev 11/08/13 VCD
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