Fair Oaks Presbyterian Church
Check Request Procedure

A check request should be submitted to the church Treasurer to reimburse a member for expenses
already made on the church’s behalf or to have a check sent to a vendor. Please follow these steps to
submit a check request:

1. Get a new copy of the Check Request form from the Downloads/Forms section of the church
website or from the church office. There is an Excel version for those who have Excel and
would like to enter information using their computer. An Acrobat version is also available for
writing in your information.

Complete the information requested.

3. Attach receipts on pieces of letter-size paper or make Xerox copies of the receipts. Number each
receipt to correspond to the expense line number on the Check Request form. If you are
requesting a check to be sent to a vendor, please attach a copy of all relevant documentation (e.g.
invoice, request for deposit, etc.)

4. Attach the receipt(s) and/or documentation to the completed check request form and place it in
the Treasurer’s mailbox.

no

Check requests are picked up after 5:00 p.m. on Friday. Checks for church staff, deacons, elders (or
their spouses) will be available in their mailbox / folder after the worship service on Sunday. Checks for
others will be mailed on Monday.

The following is some additional information for completing the form.

e Logos expenses must be submitted on a separate check request form from church expenses.

e If you are not sure of the account, please contact the church staff member or committee chair
responsible for the expense or contact the Treasurer. A complete list of reimbursable accounts is
available on the website in the Check Request Procedure document at
http://www.fairoakspres.org/forms.asp.

e Blank check request forms, an example check request and a chart of accounts are also available
in the Treasure’s mailbox in the church office.

An example request follows.
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Spangler Wholesal “l‘
Ooder # 043361
Wednesday, Sepdember 07, 2005 1:0F:00 P
IP: 131.194.138. 194
Billing Information

Hanoy Wan Oer Gricad

P08 Calumbizn Ave

sk Pecle, I BCS02

Fhore: FOR-348-05855

E-mail: rvanderdrillingis. ecu
Shipping Information

Nan<y Wan Der Griersd

Y08 Celumbiar Ave

0ok Park, IL 63303

shone: PN2-545-0364

E-mail: nvander@uillineis.eduy

Payment Information

Fawvment Mathod : Mastarcard

Exp Date MM v OE gD

[Optianal} Discount Cade :

O Aaulh Tnfa T AUTHCZDE-0IFFE2-—-=
Crdar Ttams

Gty Fart N Name Options Price Total

3 20044 Saf-T-Pops Asst 850 Ct Fowx 3.20 e]
Totals

Subh Total : ER L

Shlppite Tvps 1 UFS Ground

Shipping : 6.17

Tax ! 0.ao0

Tatal 0 1577

rage a1
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Fair Oaks Presbyterian Church
Church Reimburseable Account Listing

Account

Abbreviation

Building and Grounds:Church:Capital Improvement
Building and Grounds:Church:Custodial Service
Building and Grounds:Church:Maintenance

Building and Grounds:Church:Supplies

Building and Grounds:Insurance

Building and Grounds:Manse:Maintenance

Building and Grounds:Manse:Utilities

Christian Education:Adult Education

Christian Education:Director:Continuing Education
Christian Education:Library and Subscriptions
Christian Education:Logos Traning and Support
Christian Education:Nursery Assistants

Christian Education:Special Events, Other

Christian Education:Sunday School Cuirriculum
Christian Education:Supplies

Christian Education:Vacation Bible School

Christian Education:Youth Groups

Church Office:Copier Maintenance

Church Office:DSL Line

Church Office:Kitchen Supplies

Church Office:Office Supplies

Church Office:Postage

Church Office:Printing/Press

Communications

Congregational Activities:Fellowship Events
Congregational Activities:First Sunday

Deacons

Mission:Sr High Mission Trip

Mission:USA & Local:FND Soup Kitchen Food
Mission:USA & Local:FND Soup Kitchen Supplies
Mission:USA & Local:FND Support

Mission:USA & Local:Food Vouchers

Mission:USA & Local:West Suburban PADS Meals
Other:Miscellaneous

Other:Space Study

Other:Stewardship

Outreach:Advertising

Outreach:Printed Materials

Pastoral and Allowances:Educational and Professional
Pastoral and Allowances:Entertaining

Pastoral and Allowances:Medical Deductible
Program Staff:Program Director:Continuing Education
Worship And Music:Continuing Ed

Worship And Music:Continuing Ed:Choir Retreat
Worship And Music:Continuing Ed:Concert

Worship And Music:Continuing Ed:Music Staff / Leaders
Worship And Music:Continuing Ed:Organist Training
Worship And Music:Music Equipment:Equipment Maintenance
Worship And Music:Music Equipment:New Equipment
Worship And Music:New Music:Adult Choir

Worship And Music:New Music:Children Choirs

Capital Improvement
Custodial

B&G Church Maint
B&G Supplies

B&G Insurance
B&G Manse Maint
B&G Manse Utilities
CE Adult Ed

CE Dir Continue Ed
CE Library

CE Logos Training
Nursery

CE Special

SS Curriculum

CE Supplies

VBS

Youth

Copier

CO DSL

CO Kitchen

CO Supplies
Postage

Printing
Communications
Fellowship Events
First Sunday
Deacons

SHMT

FND Food

FND Supplies

FND Support

Food Vouchers
PADS Meals

Other

Space Study
Stewardship
Advertising
Outreach Printed
Pastorial Education
Pastorial Entertaining
Pastorial Medical
Program Education
WM Education Director
WM Retreat

WM Concert

WM Education Leaders
WM Education Organist
WM Equip Maint
WM Equip New
WM Adult Music
WM Childern Music
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Church Reimburseable Account Listing

Account

Abbreviation

Worship And Music:New Music:Handbell Choirs

Worship And Music:New Music:Instrumental / Vocal

Worship And Music:Salaries & Musicians:Guest Musicians
Worship And Music:Salaries & Musicians:Guest Organist

Worship And Music:Salaries & Musicians:Licenses & Memberships
Worship And Music:Worship:Flowers

Worship And Music:Worship:Pulpit Guests

Worship And Music:Worship:Worship Supplies

WM Bell Music

WM Vocal Music
WM Guest Musicians
WM Guest Organist
WM Licenses

WM Flowers

WM Guest Pulpit
WM Supplies
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Fair Oaks Logos

Logos Reimburseable Account Listing

Account

Abbreviation

Accompanist

Administrative:Misc.
Administrative:Postage

Bible Study:Curriculum

Bible Study:Supplies

Crafts

Family Fun:Decorations & Supplies
Family Fun:Food

Logos System Assoc.:Donation
Logos System Assoc.:Mission Dues
Miscellaneous

Musical / Yr End Celebration
National Logos Training

Nursery Assistants

Parent Meetings / Training
Recreation

Worship Skills:Curriculum

Worship Skills:Music

Worship Skills:Supplies

Xmas Cards / Yr End Recognition

Accompanist
Admin Misc
Admin Postage
Bible Curriculum
Bible Supplies
Crafts
Decorations
Food

Logos Donation
Logos Dues
Misc

Musical Y/E
Logos Training
Nursery

Parents
Recreation
Worship Curriculum
Worship Misc
Worship Supplies
Xmas Year End
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Fair Oaks Presbyterian Church
Check Request

Pay to the order of:

Please include address if new vendor or if you are not sure the Treasurer has the address.

Requested by:
(If different than payee)

Special Insturctions / Comments:

Request Date: Check Total:

Line Vendor * Description Account** Amount

10

* |f this is a reimbursement for money that you paid to one or more vendors, please include the vendor names as they appear on the receipt(s)
** Church and Logos expenses must be submitted on separate forms.




