REFUND OF STATE FUNDS/CHECK CANCELLATION REQUEST

Revised February 2011
This form should be used for all cancellation requests of checks drawn by the University of Wyoming.  It should also be used for deposit of vendor checks if the original payment was partially or completely State-funded (fund 1100, for example).  If entirely non-State-funded, the vendor checks should be deposited by the department at the Cashier’s Office, Knight Hall.

PLEASE RETURN THIS FORM WITH ATTACHED CHECK TO MANAGER, ACCOUNTING, ACCOUNTING OFFICE, 101 OLD MAIN.

DEPT NAME ___________________________                                     PHONE _____________________

REQUESTED BY _______________________


EMAIL _____________________



    Full name

_________________________________



DATE ______________________

  Signature (required)
I.   Is this a University of Wyoming check?      

 Yes____  check #______________  check date: ​​​​_____________ - go to II. below

  No____ - go to III. below

II.  If it is a UW check, please provide complete reason for void request:

______
 Duplicate payment  - check number/date of other UW payment _________________


______   Payee not entitled to payment – REASON ___________________________________


______   Other __________________________________________________________________

III. If it is a check drawn by the vendor, please provide the complete reason for the return from the vendor and the chartfield information from the original payment.  Please note that refunds based on procurement card purchases should be received as a credit card refund, not by check from vendor.


Amount:  _______________

Originally paid from:
___________
________   __________   _______  ______________





Account

Fund
      Org

Bud Ref
 Project





___________
___________      ____________



Check #
      
Date Paid
Voucher #




___________
___________



IDR #

Date Paid


______   Duplicate payment 


______   Overpayment 


______   Merchandise not available 


______   Other __________________________________________________________________

If you have any questions regarding this form or the process, please contact Juanita Carroll,              ext 6-6617, email: jcarroll@uwyo.edu 
