
THE CHURCH OF SAINT MONICA Business Office 
635 First Avenue - Berwyn, Pennsylvania 19312-1652     Theresa Carey 
Rectory Phone (610) 644-0110 - Rectory Facsimile (610) 695-0850   Business Manager 
Website: www.saintmonicachurch.org - E-mail: tcarey@saintmonicachurch.org 

 
CHECK REQUEST FORM 

Please print clearly and complete this form in its entirety.  Checks will be issued at the 
discretion of the Business Office.  Please allow two weeks for this request to be processed.  
Attach any receipts or invoices that pertain to this check request.  Thank you. 

 
Date Request Submitted: _______________     Date Check is Needed: ______________ 
 
Make Check Payable To: ___________________________________________________ 
 
Mailing Address:   ____________________________________________ 
  
     ____________________________________________ 
 
Social Security Number (if required): ________________________________ 
 
Amount of Check:  $ _________________________ 
 
Budget\Department:  ___________________________________________________ 
 
Person Requesting Check: ___________________________________________________ 
 
Reason for Check\Services Performed: ______________________________________ 
 
___________________________________________________________________________________ 
 
Other Comments or Instructions:  ______________________________________________ 
 
___________________________________________________________________________________ 
 
 
For Business Office Use: _____   Approved     _____   Denied  Date: _________ 
 

Signature of Business Manager: ____________________________________ 
 

Signature of Pastor:   ____________________________________ 
 


