	STATE OF MONTANA

STATEWIDE ACCOUNTING SYSTEM
	EXPRESS

WARRANT

	(Please deliver or fax (406-444-2812) to the Accounting Bureau by 12:45 pm)

	1) AP Business Unit/Name

     
	2) Agency Contact

     
	3) Agency Phone

     

	4) Payee Name
     

	5) Set ID
     
	6) Voucher ID
     
	7) Vendor ID
     

	8) Location

  
	9) Warrant Amount
     

	10) Reason for Emergency Warrant

     
                                  Please approve and budget check voucher prior to submission to DOA.


	11) Agency Authorization
	· I authorize the above payment from the State Treasury.

· I certify that appropriation authority exists to cover this payment..

· If 1099 reporting is required for this payment, the agency will enter that information into SABHRS.

	
	Date
	Title

	
	Phone Number
	Signature

	Agency Instructions
	Do not leave a request on e-mail or voice-mail. If the request is faxed, please follow-up with a phone call to the Warrant Writer staff.

The express checks are printed after 1:00 pm. Once the warrant is printed, the Warrant Writer Unit will notify the requesting agency. Only personnel authorized to pick up non-mailer warrants are allowed to pick up express checks.

	To Be Completed by Department of Administration

	D of A Approval
	
	Approved
	Authorized Signature
	Date

	
	
	Not Approved
	
	

	Warrant Processed
	Warrant Number
	Initials
	Date

	Printing Notified
	Comments
	Initials
	Date

	Receipt from Printing
	Comments
	Initials
	Date


REVISED 4/2009


