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                                    Request for ACH/Wire Transfer

Please indicate type of transfer requested:  
☐  	ACH - most common, to be used for most domestic fund transfers, takes
  	2-3 business days from date of release for completion of transfer

☐  	Wire - used for all international fund transfers, only used for domestic
fund transfers if funds must go same day

	General Information
	

	Date of Request
	

	Payment due date
	

	Requestor’s Name and Phone
	

	Requestor’s Department
	

	Amount of Transfer Requested 
	

	Payment Support and Justification including Purpose (Attach invoice or other support)
	



	Payee (Beneficiary) Information
	

	Payee Name
	

	Payee Address



	

	Bank Name 
	

	Bank Address 



	

	Account Name
	

	9 Digit Bank ABA Number “Transit Routing” (DOMESTIC ONLY)
	

	Swift Number (INTERNATIONAL ONLY)
	

	Bank Account Number 
	

	IBAN Number  (INTERNATIONAL ONLY)
	



	Budget Information
	

	Fund-Org-Account-Program (FOAP) to be charged
	

	Budget Manager’s Signature 
(Completed form emailed from Budget Manager is acceptable for approval)
	


PLEASE SEND COMPLETED FORM AND SUPPORTING DOCUMENTS TO:
ANNE KOTARSKI, DIRECTOR OF TREASURY (anne.kotarski@wilkes.edu)
Wilkes Univerity controller’s office 
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