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PURCHASE / PAYMENT / CHECK REQUEST FORM

The preferred method of purchase authorization is approved invoice from the vendor.  Please request that the vendor submit an invoice via email (office@meiea.org) or USPS (MEIEA, 1900 Belmont Blvd., Nashville, TN 37212).  Use this form to request a payment to an approved vendor for purchases and/or expenditures in the absence of an invoice where the invoice is forthcoming but not yet received.


DATE (M/D/YY):
     
SUBMITTED BY:
     
TITLE:
 FORMDROPDOWN 

EXPENSE INFORMATION

AMOUNT TO BE PAID:
     

DUE DATE (M/D/YY):
     
CHARGE TO:

 FORMDROPDOWN 

EXPENSE REPORTING CATEGORY:
 FORMDROPDOWN 

SUB-CATEGORY
 FORMDROPDOWN 

DESCRIPTION OF PURCHASE / EXPENDITURE:

     
VENDOR INFORMATION

VENDOR NAME:
     
ACOUNT / INVOICE # (if available):
     
PHONE NUMBER (000) 000-0000:
     
MAILING/PAYMENT ADDRESS 1:
     
MAILING/PAYMENT ADDRESS 2:
     
CITY:

     
STATE:
     

ZIP:
     


www.meiea.org - 1900 belmont blvd. nashville TN 37212 - 615.460.6946
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