
Information:
Drawer: Accounts Payable - Invoices Vendor Number: 1376192 Vendor
Name: International Scholarship and Tuition Services, Inc

Check Details:
Check Number: 0352846 Check Amount: $ 8,000.00 Check Date: 6/9/2026

Invoice Details:
Invoice Number: 03192026 Invoice Date: 6/3/2026 PO Number: NULL
Voucher Number: V0940196

Document Type: AP Invoice

Document Below

1



Accounts Payable Office

Check Request Form 

This form may be used to request check payments only for those items for which the issuance  
of a purchase order would not be appropriate. Attach supporting documentation (e.g., invoice or  
agreement). Please refer to Administrative Procedure 2.21, Vendor Payment.

Date: ___________________     Vendor ID: ____________  Vendor Name: _________________________

Payee Address: __________________________________     Payment Due Date: ____________________

Invoice Number GL Account number(s)
e.g. 01-80-00757-5401001

GL Account Name
e.g. Office Supplies

Amount

Total $

Check the appropriate box below:

We, the undersigned, hereby certify that the goods/services, for which payment is herein requested, have been 
provided in a satisfactory condition/manner. Consequently, payment is appropriate at this time.

We, the undersigned, hereby certify that the goods/services, for which payment is herein requested, have not 
yet been provided. The first approver indicated below will notify the Accounts Payable Office in writing when the 
goods/services have been delivered in a satisfactory condition/manner.

Description on Check:

Other Instructions:

All requests will require the following approvals:

Requester: __________________________________________________  Print Name: _______________________________________________ 

Budget Officer: ______________________________________________  Print Name: _______________________________________________ 

Requests $10,000 and over will require the additional approvals below:

Next Level Supervisor (if applicable):_____________________________  Print Name: _______________________________________________ 

Next Level Supervisor (if applicable):_____________________________  Print Name: _______________________________________________ 

Next Level Supervisor (if applicable):_____________________________  Print Name: _______________________________________________ 

Area Administrator (only required if request is $10,000 and over): _________________  Print Name: __________________________________ 

Area Cabinet Officer (only required if request is $25,000 and over): _________________  Print Name: ___________________________________ 

Board Approval Date (only required if request is $25,000 and over): _____________________

Return approved request and all supporting documentation to Accounts Payable (SRC 2132A), invoicing@cod.edu 
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Processing a Check Request:

To expedite the processing of a check request, or other non-purchase order disbursement, the requesting 
department should:

1. Verify that the vendor intake process has been completed by the Procurement Office.  
Payment cannot be made to a vendor until this process has been completed.

2. Complete and review this check request form and confirm that all relevant supporting documentation 
is attached including fully executed contracts, if applicable.

3. Ensure the payee information is complete and includes the vendor’s Colleague ID number.
4. Ensure that the general ledger account number is included and correct.
5. Maintain a copy of the approved check request form for department records.
6. Submit the completed check request form to the Accounts Payable Office.

The check request form will be returned to the budget officer if the information is incomplete, not in  
compliance with College Policy, or if budget is not available.

Check Request Form (cont.)
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Balance and Transaction Report - Summary and Detail 
Created On: 03/20/2026 01:38 PM EDT Page 2 of 2 

COLLEGE OF DUPAGE
** All values are subject to verification and adjustments. **

Balance and Transaction Report - Summary and Detail

Transaction Date: 03/19/2026 Prior Day

Debit Summary 1 item 31,810.85

Debit Totals: 1 item 31,810.85

END OF REPORT



Hi David, 
 
I got confirmation that the funds were sent to us by mistake. Did you need me to process a check request 
to send the funds back to ISTS? I am not sure if they have set up ACH payments or if they normally get 
paper checks also. But I can respond to them to let them know we can return it. 
 
Daniela Servin-Garcia 
Manager, Scholarship, Outreach, Student Work-Study|Student Financial Assistance 
Phone: (630) 942-2283 
Email: servin-garciad@cod.edu 
Please visit financial aid in the Enrollment Center in SSC 2280. 
Mail Scholarship Checks to: 
College of DuPage  
Attn: Daniela Servin-Garcia  
Student Services Center (SSC) Room 2280 
425 Fawell Blvd  
Glen Ellyn, IL 60137 

 
 
 
 
 
##- Please type your reply above this line -## 
Your request (1488336) has been updated. To add additional comments, reply to this email. 

 

Check Reissue Team (ISTS)  
Hello Daniela,  
  
Thanks for reaching out.  
  
Looks like the applicant had selected the wrong school on their form, and the payment was 
sent to you by mistake.  
  
The funds were meant for Chicago Community Learning Center.  
  
We ask if you can return those funds to ISTS.  
  
You can either return the funds via ACH or check. 
  
Which would you prefer?  
Regards, 
April White 
Accounting Operations Specialist 

 

 



 

Support Representative (ISTS)  
Hello Daniela, 
  
Thank you for contacting ISTS. To better help resolve your issue, the ticket has been 
forwarded to the Accounting team. You should receive a response within 2 business days with 
more information. 
  
  
Regards, 
Gillian 
Program Support Representative 

 

 

 

Servin-Garcia, Daniela  
Hello, 
  
We received an EFT payment for $8,000 to College of DuPage on March 19, 2026. It shows 
that it is for a Pasharea Jackson, however we have no record of a student enrolled at COD for 
that name. Are you able to provide us with more information to ensure we can process the 
deposit? Let me know if you have any questions. 
  
Daniela Servin-Garcia 
Manager, Scholarship, Outreach, Student Work-Study|Student Financial Assistance 
Phone: (630) 942-2283 
Email: servin-garciad@cod.edu 
Please visit financial aid in the Enrollment Center in SSC 2280. 
Mail Scholarship Checks to: 
College of DuPage  
Attn: Daniela Servin-Garcia  
Student Services Center (SSC) Room 2280 
425 Fawell Blvd  
Glen Ellyn, IL 60137 

 
  

 

This email is a service from ISTS. Delivered by Zendesk  
[VWYDYV-2WWMR]  
 



Mon, Jun 8, 2026 at 04:08 PM UTC

"Hamler, David" <hamlerd@cod.edu>

FW: Check Request for ISTS

"Hamler, David" <hamlerd@cod.edu>

CC:

BCC:

Good morning,

 

Attached is a completed check request.

 

 

Thank you,

 

David Hamler

Accounts Receivable Coordinator

College of DuPage

 

425 Fawell Blvd. | SRC 2130 | Glen Ellyn, IL  60137-6599

Phone 630.942.4568 | Fax 630.942.2297

 

From: Virgilio, David <virgiliod@cod.edu> 
 Wednesday, June 3, 2026 7:33 PMSent:

 Hamler, David <hamlerd@cod.edu>To:
 RE: Check Request for ISTSSubject:

 



Here you go!  It is less than $10k so it does not need to be routed to Scott or Ellen.

 

Thx!

 

 

 

David P. Virgilio, CPA

Controller – Financial Affairs

College of DuPage SRC 2130M – Glen Ellyn, IL

phone (630) 942-3028 – fax (630) 942-2297

Relator I  I  I  I Discipline Individualization Achiever Responsibility

 

Work Location Schedule: M/T: Remote  W/Th: On Campus

During Summer, the College is closed on Fridays (June 5 – August 7) 

Check out the Financial Affairs Team Site Here

 

From: Hamler, David < > hamlerd@cod.edu
 Wednesday, June 3, 2026 3:03 PMSent:

 Virgilio, David < >To: virgiliod@cod.edu
 Check Request for ISTSSubject:

 

Hello!

 

mailto:virgiliod@cod.edu
https://www.cod.edu/about/visitor-information/maps-directions/
https://goo.gl/maps/3hcD98Moi4xfmbCr7
https://inside.cod.edu/organizations/org-finaf/Pages/default.aspx
mailto:hamlerd@cod.edu
mailto:virgiliod@cod.edu


I have a check request for International Scholarship and Tuition Services Inc, 1376192. Very simply put, they sent 
scholarship funds to us in error for someone who is not a student here.

 

 

Thank you,

 

David Hamler

Accounts Receivable Coordinator

College of DuPage

 

425 Fawell Blvd. | SRC 2130 | Glen Ellyn, IL  60137-6599

Phone 630.942.4568 | Fax 630.942.2297

 

1 attachment

CheckRequest-ISTS-06.03.26.pdf
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