[image: image1.jpg]


ACH REQUEST FORM
ACH requests require a minimum of 24 hours for settlement
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Attach the ACH request form to the corresponding Accounts Payable  

              Check Request or Purchase Requisition form for payment.

· Complete the contact, banking and beneficiary information listed under the appropriate heading.

	CONTACT AND PAYMENT INFORMATION
	

	University Contact Name:
	                                                    

	University Telephone Number:
	

	University Email Address:
	

	Amount of Payment:
	

	Payment Due Date:
	

	Business Purpose of the ACH payment:
	

	
	

	BANK INFORMATION
	

	ACH Routing Number (9 digits):
	

	Bank Name:
	

	Bank Address (City, State):
	

	
	

	BENEFICIARY INFORMATION
	

	Beneficiary Bank Account Number:
	

	Beneficiary Account Name:
	

	Beneficiary Address:
	

	
	

	REFERENCE INFORMATION
	

	Details to send to beneficiary: (i.e. invoice #)
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