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SAMPLE ADMINISTRATIVE FORM
CHECK REQUISITION
Date:  ____________________

Client/Matter:  ______________________________________________________

Draw Check On:	_____ Firm Account	_____ Trust Account	

Is Certified Check Required?	______ Yes	______ No

To the Order of _____________________________________________________

Amount:  _____________________________________	$___________________

Explanation re: (or Invoice #)
________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________
Approval Signature

	Bookkeeper’s Initials


	Date Paid
	Check Number



Notes: ____________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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