
Check Requestor Front Desk
Check Request Procedures (When amount is unknown)

Carriage House Mill

Create an open P.O.

Write P.O. # & 
Requestor on Blank 

Check

Get Check Signed

Obtain a Receipt at 
time of purchase

Request a Check from 
Front Desk 

Issue Check to Requestor

Create an open P.O.

Write P.O. # & 
Requestor on Blank 

Check

Complete P.O. from 
Info on Receipt

SAME DAY

Close P.O. with 
Check # 

SAME DAY

Post Check in QBs 
SAME DAY

Get Check Signed

Obtain a Receipt at 
time of purchase

Return the Receipt to the 
Front Desk 
SAME DAY

Write the P.O.# and 
the Check # on the 

Receipt

Request a Check from 
Front Desk 

Issue Check to Requestor

Scan Receipt
to P.O. # 

SAME DAY


