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YEA! Purchase Request & Fund Transfer Authorization Form
	Name of YEA! Student Business Requesting Payment
	Payee Name (indicate company or individual) and address
	Amount

	
	Name: ________________________

Is this a company?: YES   NO

Is this an individual?:  YES   NO

Address: _____________________

_____________________________

City, State, Zip: _________________

______________________________

 
	


Current Balance in YEA! Account: ________________________

Description of Request:
Please explain the item to be purchased, and if the item is included in the original business plan.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If the item is not included in the original business plan, please provide an explanation of the change, and your instructor’s signature.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________







Instructor’s Signature ________________________________

Authorized Signatures: 
YEA! Student(s):

Name: ____________________________________

Signature: ________________________________

Name: ____________________________________

Signature: ________________________________
Name: ____________________________________

Signature: ________________________________
Name: ____________________________________

Signature: ________________________________
YEA! Program Manager:

Name: ____________________________________

Signature: ________________________________
YEA! Instructor: 

Name: ____________________________________

Signature: ________________________________
Business Office:
Name: ____________________________________

Signature: ________________________________
Business Office:

Please mail check to the following person/vendor: ___________________________________________________
Please mail check to the following address:


Street: ________________________________________________________________________________


City, State, Zip Code: ____________________________________________________________________

Terms and Conditions
A request for payment form must be filled out and approved PRIOR to a purchase being made!  If you purchase an item before approval is given, there is no guarantee that you will receive reimbursement for your purchase!

Purchases:

An approved purchase can be made in a variety of different ways:

By reimbursement:

· You, or a family member can purchase the item with cash, a check or a credit card.  You will submit your receipt with your approved form (in the same amount) and it will be sent to the business office.  A check in the name of the “payee” listed on the form will be issued.

By check:
· A check can be issued to a vendor for an item, which can be placed on hold, etc.
· Once an item is approved, a vendor can give you the item and submit a bill, which can be attached to the approved form and submitted.  The vendor will receive a check directly.

· If a quote is provided, a check can be issued in the name of the vendor, which you will use to pick up the item.

Process:

If you are planning to make a purchase by reimbursement:

· Fill out the form completely (with exact dollar amount—be sure to include tax and shipping if applicable)

· Obtain the YEA! Instructor and Program Manager’s signatures.

· Collect the form.

· Resubmit the signed form with the receipt attached.

· The form will then get signatures from the principal and business office, and a check will be issued.

If you are planning to make a purchase by check:

· Fill out the form completely (with exact dollar amount—be sure to include tax and shipping if applicable)

· Obtain the YEA! Instructor and Program Manager’s signatures.

· If a check is being paid directly to the vendor, attach the item quote, and resubmit

· The form will then get signatures from the principal and business office, and a check will be issued.

· If a bill is going to be sent—obtain the bill, attach it to the form, and resubmit.

· The form will then get signatures from the principal and business office, and a check will be issued.

Please note the following:

· It is up to you to make sure that you have enough money in your Investor Panel award account to cover your request.  This will be verified by your school’s YEA! staff, but it is ultimately your responsibility!
· The receipt, invoice, bill, etc that you submit must exactly match the amount that was pre-approved.  If the number is different, there is no guarantee that a larger amount will be approved and covered. 

· If you make a purchase without submitting and receiving back an approved form, there is no guarantee that you will be reimbursed for that purchase.

· You should keep any original receipts for your own records.  Submit a copy the receipt along with the form for reimbursement.

I (we) understand the terms and conditions for requesting payment.

YEA! Student(s):

Name: ____________________________________

Signature: ________________________________

Name: ____________________________________

Signature: ________________________________
Name: ____________________________________

Signature: ________________________________
Name: ____________________________________

Signature: ________________________________
**This form must be submitted with each request for payment form.
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