LHC REIMBURSEMENT FORM
Instructions for Submitter:
1.  Use the 2007 Budget Codes PDF to identify your item for reimbursement.
2.  Have the ministry leaders review and initial their ministry expenses.

3.  There is no need to submit the receipts after the ministry leader’s review unless you are purchasing equipment with warrantees.

4.  You can either e-mail this form to office@livinghopechurch.info via the ministry leaders or just hand it to the treasurer at church.  When sending via e-mail, please save only page 1 with your initials and date submitted, i.e. shk-1Jan07.
Instructions for Ministry Leaders:

1.  Please make sure that the expenses listed below are approved for your ministry.

2.  It is assumed that you’ve approved the expenses listed below if you forward an e-mail w/o any comments.
Date
Budget
Expense Description
Amount
Ministry Leader

Code
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TOTAL AMOUNT REQUESTED:


$
_____________________________________________________________________________________________
Requestor Signature



Print Name


Date

If you would like the check to be mailed, please write the individual’s or company’s name and address here:

_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________

OFFICE USE ONLY:
_____________________________________________________________________________________________
Check Number

Signature


Date
Note









