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SPENDING APPROVAL


INSTRUCTIONS

· Approval must be obtained for all purchases in advance using this form.  Unapproved purchases will not be reimbursed.

· Submit your request for spending approval at least two weeks prior to purchase.

· Purchases must be made within 90 days of approval.
· Remember that receipts must accompany all requests for reimbursement.  Make requests for reimbursement using the Check Request Form (CV003) available from the Crossview web site (www.crossviewbaptist.org/forms).
· For programs and events, please attach a copy of your Ministry Activity Plan (MAP) to each request (CV001).
· If this request will involve multiple purchases, attach a line item budget listing estimated expenditure per purchase.

· Once approved, you will receive a copy of the approved form with an assigned purchase requisition number.
	FINANCE MINISTRY USE ONLY

	PURCHASE REQUISITION NUMBER

	

	REQUESTOR INFORMATION

	REQUESTOR FULL NAME 
	REQUESTOR PHONE NUMBER
	DATE OF REQUEST (MM/DD/YYYY)

	     
	(   )      
	     

	INFORMATION ABOUT THIS PURCHASE

	MINISTRY MAKING THE REQUEST

	 FORMDROPDOWN 


	EVENT OR PROGRAM NAME (IF APPLICABLE)

	     

	PURPOSE OF THE PURCHASE

	     

	AMOUNT REQUESTED FOR APPROVAL
	WHEN WILL THE PURCHASE BE MADE?
	HOW WILL THE PURCHASE BE MADE?

	     
	     
	 FORMCHECKBOX 
 PERSONAL    FORMCHECKBOX 
  INVOICE   FORMCHECKBOX 
  CHURCH CREDIT CARD

	MINISTRY APPROVAL

	AMOUNT APPROVED
	NAME OF THE BUDGET CATEGORY/DESIGNATED FUND FOR THIS EXPENDITURE 

	     
	     

	MINISTRY CHAIRPERSON FULL NAME
	MINISTRY CHAIRPERSON SIGNATURE
	DATE APPROVED (MMDD/YYYY)

	     
	
	

	FINANCE MINISTRY APPROVAL

	FINANCE SECRETARY FULL NAME
	FINANCE SECRETARY SIGNATURE
	DATE APPROVED (MMDD/YYYY)

	     
	
	

	COMMENTS

	     

	We value integrity - We believe that Christians should conduct their private and public lives with personal integrity, humility, and holiness. We believe the church should always act with the highest integrity in its policies, administration, and actions.
“In all things show yourself to be an example of good deeds, with purity in doctrine, dignified, sound in speech which is beyond reproach, so that the opponent will be put to shame, having nothing bad to say about us.” Titus 2:7-8 (NASB)
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