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Expenditure/Check Request 

Date of request:        Amount requested:        

Purpose of expenditure:  
 

Comments or instructions for treasurer:  

Printed name of person requesting funds:        

Signature of person requesting funds: Date:      

Signature of department leader associated with expenditure: 
Date:      

If more than $300 - Signature of finance committee chairperson: 
Date:      

If more than $500 - Signature of 2nd finance committee member: 
Date:      

If more than $1500 - attach documentation of finance committee 
consensus: 

 

      Stop       Please do not proceed until all required information above has been completed. 

Date Check is Needed:        

Make check payable to (print name or “see invoice”):        
Invoice or receipts must be attached 

Check distribution method:  Please print.   
If same as invoice, write “see invoice.” 

  Distribute through Church Office   Mail to       

 Address       

 City/State/Zip       
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