Treasury Department
Funds Reservation Request

MUST BE RECEIVED IN TREASURY BY 9:30 AM

To:	Treasury Department							                        Today’s Date: ______________
Fax:	713-646-2375

		(PLEASE FAX AND CALL TREASURY TO CONFIRM RECEIPT)   -  See Extensions Below

From:  ___________________________      Extension:  ______________

Business Unit / Department:  ____________________________________

				(PLEASE LIST EACH WIRE SEPARATELY BELOW)
	
	Funds Type
(Intercompany or Third-Party)
	Account To Be Debited
	Account to Be Credited
(If Intercompany)
	
Company #
	
Dollar Amount
	
Beneficiary Name/
Intercompany Name

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




Name of Immediate Supervisor:  _______________________________   Extension:  _________


Reason Funds Must Be Reserved:  ________________________________________________

_____________________________________________________________________________


Signature of Requestor:  ______________________________________	
			Mary Birmingham	x36255
			Reginald Hart		x36653
