
UCHURCH 
Requisition Request Form (Advance Payment or Direct Invoicing)


June 5, 2008
Team:      


Name:      


Email:      

 FORMCHECKBOX 
 Form is completely filled in. Under ‘Purpose of Expenditure’ you may use just the code 

 FORMCHECKBOX 
 GST is calculated correctly

 FORMCHECKBOX 
 Signature not required for Credit Card or Cheque Request. You may email the form.

 FORMCHECKBOX 
 For Cash Requests, Include forms and invoice/cash detail in a regular mailing envelope (#10)

 FORMCHECKBOX 
 Label it ‘Requisition’ and place it in the offering basket on Sunday, or mail to the   

    UChurch office (104-1240 Kensington Rd NW, Suite 339 Calgary, AB T2N 4X7)

	DATE
	VENDOR
	PurPOSE OF EXPENDITURE
	Details (please be specific):
	Subtotal
	GST
	TOTAL

	
	
	
	
	
	
	






CHOOSE METHOD OF PAYMENT

 FORMCHECKBOX 
 Please call vendor / pay online by credit card. Here are the details:

· Vendor ______________________________________________________
· Phone/website ________________________________________________
· Payment instructions ___________________________________________
____________________________________________________________
 FORMCHECKBOX 
 Please write cheque AND MAIL directly to above vendor at this ADDRESS:
_________________________________________

_________________________________________
 FORMCHECKBOX 
 Please advance me cash. I have included a detailed list of how the cash will be spent. Furthermore. I agree to submit receipts equal to the amount spent, as well as any leftover funds by ________________(date). The receipts will be submitted along with a UChurch Reimbursement Form filled out as per the forms instructions, indicating it is for a CASH ADVANCE. I have signed below:

For office use only:





Date Paid: ______________


Amount: 





( Invoice Verified by: ______


( Paid by ______


( UChurch VISA 


( Cheque: #


( Cash














PLEASE NOTE: UChurch must receive completed Requisition Request Forms at least one week prior to payment being issued. Forms received without invoice/cash detail will not be considered. Thanks! Here are the guidelines: 














DESCRIPTION OF PURPOSES





E2400 Training & Development Activities specifically for the purpose of training and developing leaders. Could include resources or conferences, or seminars. Does not include activities to discuss and plan ministry activity. 


E2300 Leadership & Planning: Activities around planning for ministry deployment and/or equipping leaders to fulfill volunteer duties


E2200 Volunteer Appreciation: Anything done to specifically honour or thank a team member or other volunteer


E 2100 Ministry Deployment: Anything that contributes to the activities that facilitate your ministry mandate. (ie. nametags for hospitality, snacks for nursery, equipment for setup)


E2500 Outreach: Involves activities primarily focused on serving or engaging with non-Christians








FOR TRAVEL OUTSIDE CALGARY


E5100 Per Diem for Food


E5200 Accommodation


E5300 Flights


E5400 Transportation & Gas














Submitted by Team Leader: 

UChurch Authorization

__________________________    ______________

__________________________    ______________

Signature                                                           Date

Signature

                               Date




