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MANUAL CHECK REQUEST 

TODAY’S DATE: ____________ REQUESTED BY: ________________________ 

CLIENT #: ____________ 

CLIENT NAME: ___________________________________________ 

EMPLOYEE INFO:     ___________________________________   EMPL # _______ 

  ___________________________________ 

  ___________________________________ 

DESCRIPTION OF PAY: 

________________________________________________________________ 

________________________________________________________________ 

________________________________________________________________ 

________________________________________________________________ 

DELIVERY INSTRUCTIONS: ____________________________________________ 

INCLUDE 401K OR OTHER DEDUCTIONS THAT APPLY? _____________________
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