WESLEYAN
UNIVERSITY

[image: ]Accounts Payable
237 High Street
North College, 4th Floor
Middletown, Connecticut 06459
860.685.2843    FAX 860.685.2814
Email:  ap@wesleyan.edu


***THIS DOCUMENT MUST BE COMPLETED AND TURNED IN WITH THE ACCOUNTS PAYABLE VOUCHER OR TRAVEL EXPENSE REPORT WHEN AN ACTUAL RECEIPT IS NOT POSSIBLE TO OBTAIN.

Name of Payee/Company (if applicable) _______________________________________________________

Description of materials or services purchased

______________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________________________________________

Type of Tender (Please check below)
· Cash            __
· Credit Card __  Name on credit card __________________
· Check          __           Check number __________________

Amount Paid __________________________________________

Signature of Payee ______________________________________

Date of sale ______________________
………………………………………………………………………………………………….

Approval of department chair/supervisor
______________________________________________________
Department ____________________________________________
Date of approval ________________________________________
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