
 

Revised 09/20/2017        

FUND WITHDRAWAL REQUEST 
 

PLEASE ALLOW FIVE (5) DAYS FOR PROCESSING 
Submit a completed copy of this form to the WOU Foundation Office in The Cottage 

 
FUND NAME     FUND #     
 
ACTIVITY NAME    ACTIVITY #    
 

W-9 ON FILE_______ OBJECT CODE #   
 

 

Items 1, 2 and 3 must be completed in full. 
 

1. AMOUNT OF WITHDRAWAL:  $   INVOICE #         
  
 (Explain and attach documentation for expenses) 
2. PURPOSE OF WITHDRAWAL:  

 
  

 
 
 

   
 

 

3. CHECK PAYABLE TO: Name:  
 Address:  
    

 If check is to be mailed 
to someone other than 
the payee, include:  

Name:  
Address:  
  

 If check is to be picked 
up by payee or someone 
else, include: 

Name:  
Phone:  
Email:  

4. SIGNATURES REQUIRED WHERE NOTED: 
   Print name here  Phone  Signature  Date 

 Initiator of Request         
 Chair/Director/Advisor         

 Dean         

 Provost         

 President         
 
Note:  Western Oregon University Foundation cannot be utilized for salaries unless the recipient is employed by the foundation or donor 
specifically designates funds. 
 

For Foundation Use Only 
 
FUNDS AVAILABLE _________________ 
 
Withdrawal Authorization:         Date:       
                     Foundation Executive Director 



Revised 09/20/2017

PROCESS FOR WITHDRAWING FUNDS FROM A WOU FOUNDATION ACCOUNT 

Note: All WOU Foundation fund withdrawal requests must be accompanied by a WOU Foundation Fund 
Withdrawal Request Form (printed on goldenrod colored paper). This form is available by going to the 
Foundation Campus Forms page. You may also pick up forms in the Foundation Office, The Cottage. The form 
must be signed by the initiator of the request and by the person(s) authorized to sign for withdrawals from the 
Foundation account. 

Send a check to a vendor: 

New vendors to the Foundation require a completed W-9 from the vendor before any check can be processed. 
Bring a WOU Foundation Fund Withdrawal Request Form to The Cottage with an invoice or bill from the 
vendor attached, include a W-9 if this is a new vendor. Make the “Check Payable To” the vendor. In most 
cases, checks received by Wednesday morning will be cut the following Friday.  

Personal funds reimbursement: 

Make the purchase yourself then fill out the WOU Foundation Fund Withdrawal Request Form and bring the 
form to the Cottage with the invoice/receipt for the purchase. Make the “Check Payable To” the person being 
reimbursed. 

Use a WOU Foundation Credit Card to make your purchase: 

Your item may be purchased using a Foundation credit card and the amount of the purchase will be deducted 
from your Foundation account at the end of the credit card billing cycle. Bring a completed WOU Foundation 
Fund Withdrawal Request Form (Make the “Check Payable To” the Vendor) to the Cottage along with any 
information required to contact the vendor (phone number, URL of web page where Shopping Cart may be 
found, etc.). Tell the person at the front desk that you want to make a credit card purchase and charge your 
WOU Foundation account. If you choose this option you will need to make sure that you obtain a receipt for the 
purchase from the vendor. 

Reimburse a University Index: 

You may make your purchase(s) using state money and then, using the WOU Foundation Fund Withdrawal 
Request Form, ask that money be transferred to reimburse the WOU index used to make the purchase. 
Additionally, you may have the money transferred to the WOU index before making a purchase. Make the 
“Check Payable To” Western Oregon University. The Invoice# is the Index# that you want to reimburse. All 
foundation deposit to WOU indexes will be coded to account code 03651. 

Cash Advance: 

You may request a cash advance of funds using the WOU Foundation Fund Withdrawal Request Form. You 
will be required to submit receipts totaling the amount of the withdrawal and/or return all cash not used. Cash 
advance requests MUST be received one week in advance of date cash is needed in order to allow for 
processing and getting cash from the bank. 
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