[bookmark: _GoBack]Attention! 
Special Handling!

The attached Invoice requires the following Special Handling:

⁭	Check Pickup by Requesting Department.

⁭	Enclosure to be Mailed with Check.

⁭	Other: ____________________________________________

	__________________________________________________

	__________________________________________________

The following information must be provided to process this invoice:

Requesting Dept. _________________  Division _______________

Vendor: ___________________________ Vendor Code: _________

Invoice #: ______________________ Amount:_________________

Requestor: _____________________ Phone: ___________________

(A/P : All Special Handling Invoices Must Be Coded as Enclosure)
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