FERRIS HILL BAPTIST CHURCH
REQUISITION

Please see reverse side before completing form

DATE REQUESTED:

DATE NEED TO ORDER BY:

DATE NEED TO RECEIVE/\WITHDRAWL BY:

PAYABLE TO:

PERSON REQUESTING MONEY:

ACCOUNT NUMBER (see reverse side) ACCOUNT NAME 1201 - Sunday School Literature

STAFF SIGNATURE:

QTY ORDER NUMBER/DESCRIPTION UNIT PRICE TOTAL PRICE
$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

SHIPPING & HANDLING:

GRAND TOTAL: $0.00

Designated
Special

SEND TO: TYPE OF PURCHASE (circle): HBudget

PURCHASED BY: PERSON REQUESTING ITEM STAFF MINISTRY ASST.

CHECK TO BE CUT PRIOR TO PURCHASE (RECEIPTS & EXTRA CASH TURNED IN LATER).

CHECK TO BE CUT AFTER PURCHASE (WHEN RECEIPTS TURNED IN).

For Office Use Only

Payment Type (Circie 0ne): Debit Check Draft DATE ORDERED:
Check Number: DATE RECEIVED:
Reviewed by Check Signer’s/ Treasure

(Initial here) (Initial here)
Pastor’s Signature:
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NO PURCHASES ARE TO BE MADE UNTIL YOUR REQUISITION HAS BEEN APPROVED.

Obtain a Requisition form from the church office and fill it out as far in advance as possible
(two weeks minimum.)

Give Requisition to appropriate staff member so he/she may sign on “Staff Signature” line.
Staff member will give to Pastor for his approval.

The Requisition is submitted for approval and evaluated according to money available,
overall church need, and amount spent to date in expense account.

The church office will make all purchases unless otherwise specified.

Checks for approved expenditures will be prepared by the treasurer and items ordered or
purchased as requested.

If permission is given for you to purchased approved items, receipts must be turned into
the office for all purchases.

1100 Missions 1700 Evangelism 2011 Safety Deposit Box
1101 Cooperative Program 1701 General Outreach 2012 Telephone
1102 SRBA 1702 Bus/ Van Ministry 2013 | Water, Sewage, Garbage, Gas
2014 Backgrounds Checks
1703 | Advertising 2015 Equipment
1200 Education 1704 Revivals and Honorarium
1201 [ Sunday School Literature 1705 | Postage 2100 [ Ministerial Personnel
1202 Equipment 2101 Pastor Salary
1203 Discipleship Training 1800 | Senior Adults 2102 | Pastor Housing
1801 General Ministry 2103 Pastor FICA/ Taxes Offset
1300 Leadership Development 2104 Director of Music Min. Salary
1301 [ Sunday School Teachers 1900 | Various Ministries 2105 | Youth Pastor Salary
1302 | Student Ministry 1901 | Benevolence
1303 [ Children's Ministry 1902 | Christmas Decorations 2200 [ Ministerial Personnel Benefits
1304 | Deacon Ministry 1903 | Church-wide activities 2201 | Pastor's Continuing Education
1305 Staff 1904 Flowers 2202 Pastor's Retirement (Annuity)
1905 | Gideon’s 2203 | Pastor's Insurance
1400 [ Student Ministry 1906 | Homecoming
1401 Ministry Events 1907 | Hospitality 2300 | Support Staff
1908 Single Parent Ministry 2301 Secretary Salary
1500 [ Children's Ministry 1909 | Membership Ministry 2302 | Custodian Salary
1910 Miscellaneous
1501 [ Children's Ministry 2304 Staff FICA/ Taxes
1502 Preschool Ministry 2000 Operating Expenses 2305 Nursery Worker
1503 [ Children's Church 2001 | Copier Maintenance 2306 | Secretary Supply
1504 [ Vacation Bible School 2002 Gulf Power 2307 Christmas Bonus
1505 Fall Festival 2003 | Insurance
2004 Internet and Website
1600 [ Music Ministry 2005 | Janitorial Supplies
1601 Adult Choir 2006 Kitchen Supplies
1602 [ Children's Choir 2007 | Legal & Copy Rite
1603 Youth Choir/ Drama 2008 Office Supplies
1604 [ Equipment 2009 | Postage & Permit Fees
1605 Copyright LLc 2010 Repair_& Up Keep
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