
UNIVERSITY

HARVARD
ENCLOSURE REQUEST FORM 

Accounts Payable 
University Financial Systems 

  
MUST BE COMPLETED BY THE LOCAL UNIT REQUESTING THE ENCLOSURE:

  
For questions, please contact AP Customer Service, 617-495-8500 

 

 Tub 

 E-mail Address 

 Telephone Number

 Person Requesting Check

Department

PO, Payment Request # or 
Web Reimbursement #

  
To include an enclosure with a check: 
  
(1) All of the required information for subscription application(s), registration forms for 
conference(s), etc. must be completed by the local unit 
  
(2) The original document and a copy of the enclosure much be stapled to this form 
       (Note: One copy accompanies the check and one copy stays within AP for imaging) 
 

  
Please use this form when documentation must accompany a vendor payment and to alert AP to 
any special instructions. 
  
An enclosure is only appropriate when no documentation is provided by the  vendor/payee to 
identify the payment (e.g. subscription applications, registration forms for conference, utility 
payments).
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