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Western University
Financial Services
Suite 6100, Support Services Bldg.
Phone: ext 85415 or  85424
jkgreenl@uwo.ca
Cashier Office Hours:
Mon, Wed & Fri - 12:30 - 3:30
Cheque Requisition
This form is not to be used to pay a supplier for goods and services.  (A purchase order should be issued for all such purchases). For permissible uses, please see the reverse side of this form. Please designate whether or not HST is included in the amount shown.
CHEQUE # (manual only): 
Mail Cheque
Distribution Information
Budget Year
Budget Year
Budget Year
Budget Year
 Signature
 Signature
Financial Services Only Finance Approval
PERMISSIBLE USES FOR CHEQUE REQUSITIONS: 
·         Competition entries to universities (Athletics only)
·         Conference Registration (Where P-cards are not accepted)
·         Payments to Brewers Retail and/or Liquor Control Board of Ontario (Hospitality Services only)
·         Postage meter replenishments 
·         Proctor Payments (Must be less than $500)
·         Refunds
o         Accounts Receivable overpayments
o         Housing payment refunds (Housing only)
o         Key deposit refunds (Physical Plant only) 
o         Refunds for registrations paid to Western that did not originate in Student Financial Services
o         Refunds for transcript fees or application fees (Student Financial Services only) 
o         Part-Time and Continuing Education refunds (Non-credit courses only) 
o         Parking permit or deposit refunds 
·         Royalty Payments
·         Sabbatical Removal Expenses (Controller's Office only) 
·         Subject Fees for Research Participants (Must be less than $500)
·         Transfers to Affiliated Colleges
·         Other - as approved by Controller or Supervisor, Accounts Payable
 
 
CHEQUE REQUISITIONS ARE NOT TO BE USED FOR: 
• Payments to suppliers 
• Reimbursements for travel expenses 
• Payment of living allowances 
• Petty cash reimbursements 
• Salaries or honoraria. 
 
NOTES: 
Refunds for payments received by credit or debit card may not be refunded by cheque. These refunds must be processed directly back to the credit or debit card. 
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