
Check Request
Below are instructions to request reimbursement for expenses incurred or to request a check for payment to a vendor, ministry, etc. For charges to GCBC accounts (Sam’s Club, Lifeway, ...) see the next section below.

· Complete all the fields below.

· The Account Code and Account Name can be found on the chart of accounts (located in Finance Committee’s box in the office work room or call/email the church office). 
· The request must be approved by the appropriate ministry leader.

· Staple receipts or supporting documents to the back of this form.
Amount Requested: 

Date Requested: 





Payable to: 









Address: 









Account Code: 




Account Name: 






Requested by: 

Approved by: 





Comments: 










Receipts for GCBC Accounts
For charges to GCBC accounts (Sam’s Club, Lifeway, Strange’s Florist, Staples, Coleman Brothers Florist, …)
Instructions

· Complete all the fields below.

· The request must be approved by the appropriate ministry leader.

· Staple receipts or supporting documents to the back of this form.

Account Code: 




Account Name: 






Requested by: 

Approved by: 





Comments: 










(To be completed by accounting)

Check #



Date Issued: 



By: 
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