Simpson College


Payment Requisition

Date               

Attn. Accounts Payable (515-961-1508)








701 N C St, Indianola, IA 50125


p
	ACCOUNT CODE
	QUANTITY
	DESCRIPTION
	UNIT PRICE
	TOTAL PRICE

	
	
	
	
	$


	Requisitioned by (printed): 
	Signed:

	Supervisor (printed): 
	Signed:

	Check one – Mail check to payee:____  Return check to requester: __X__


· Requisitions received in the Business Office by 4:30pm on Tuesday will have a check ready on Friday of the same week
· A copy of all receipts or other supporting documentation which are normally received must be attached
· IRS W-9 Forms are required for all payments to individuals for service rendered

· White – Accounts payable; Yellow – Accounts payable for payee; Pink – Requesting department
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