TSUMC Purchase & Request For Funds Requisition Form

	TSUMC Purchase & Request For Funds Requisition Form

	Date:  

	Committee: 

	Purpose/Project: 

	Description Summary

	Item
	Quantity
	Estimated Cost

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Estimated Totals
	

	Actual Total Cost
	

	Items charged to the church’s account at: 
	

	Items require reimbursement:        
 Check made to
	

	Items require advanced church check:                    Attach Documentation.                              Check made to                                                      
	

	Requestor: 
	Approver:

	Special Approval Instructions:

	

	

	All requisitions are subject to availability of funds.
The fact that funds appear in a given budget line item does not mean that money actually exists at any given time for the expenditure. 
The requestor and approver must insure that actual monies are available.

	Present this form to the Church or Charge Treasurer for approval prior to making purchases.  
If the appropriate Treasurer is not available, present this to the Finance Chairman. 
Once approved and purchases made, attach your receipt to this requisition and return it to the church treasurer.


One of our responsibilities to the church is to serve as a good steward. We, who serve Thompson’s Station United Methodist Church, must exert every effort to ensure that the goods and services purchased for our church are acquired in a manner that assures proper accountability and minimizes cost. We recognize that proper documentation is essential to our records and bookkeeping for audit purposes. Therefore in accordance with this policy the following form must be completed for all purchases and requested funds. Please note that Board approval is still required for items/projects over $250 as well as a Requisition form, submitted prior to purchase. Approved Requisition forms with attached receipts must be turned in afterwards to the Treasurer. 

