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DISCLAIMER: 

The information provided in this Standard Operating Procedure (SOP) is designed to provide helpful information 
on this procedure. Purchasing reserves the right to determine on a case by case basis if a SOP should be adjusted 



Every Check Request contains an Instructions section which defines when the Check Request may be used. You 
must only use the Check Request form in the situations described in this section. For example, Honoraria/Guest 
Speakers/Entertainers may only be used to process payment for services such as artist fees, guest speakers, 
honoraria, and entertainers.  
 
Contact Purchasing if you are unsure which Check Request form suits your situation, or if a Check Request is 
appropriate. 
 

 
 



 
 
Completing the Requisition 
BUY.IU does not require information in these fields and will not prompt you to enter this information.

https://www.indiana.edu/%7Epurchase/buying/buyIU/buyIU-request.php
https://purchase.sitehost.iu.edu/policies/pdf/SOP-PURCH-10-Recurring-Payment-Orders.pdf
https://purchasing.iu.edu/policies/apo.php#restrictions
https://purchase.sitehost.iu.edu/resources/forms/Payee_Certification_2019.pdf
https://kb.iu.edu/d/adgl
https://datamanagement.iu.edu/types-of-data/classifications.php
https://purchase.sitehost.iu.edu/policies/pdf/SOP-PURCH-16-Special-Payment-Instruction.pdf
https://purchase.sitehost.iu.edu/resources/forms/Wire-Transfers-Foreign-Drafts-Dept-Guide.pdf

	Indiana University Office of Procurement Services

