Redeemer Lutheran Church

PAYMENT AUTHORIZATION

Pay To: ______________________________________________________________________

Requested By: _________________________________________ Telephone  ______________

Amount $ ____________________  Date Ordered: ____________  Date Received: ___________

Payment Method:

___  Check Required (complete the following):



___  Advanta Charge

Make check out to:







___  Office Depot Charge


Name ________________________________________

___  Sam’s Club Charge

Address  ______________________________________

___  Purchased on Account

_____________________________________________

Check needed by (date): __________________________

Distribute check as follows:

___  Forward check to: ____________________________  Telephone _________________

___  Mail check with attachment (s)   ___  Mail check without attachment (s)

Description of Payment: _________________________________________________

_____________________________________________________________________________

Complete the following if the payment is for a business meal or entertainment:


LOCATION:  ____________________________  DATE:  ________________



MINISTRY PURPOSE: ___________________________________________


NAMES OF GUEST(S):  __________________________________________


MINISTRY RELATIONSHIP (Of Guests): ______________________________

Charge to Account/Fund:

___________
Administration: Acct # __________
___________
Music: Sanctuary  (122)

___________ 
Adult Education (65)


___________ 
Music: Worship Tech (165)

___________ 
Alpha: Acct #____________

___________ 
Music: Other (121)

___________ 
Children: Child Care (71)

___________ 
Nursery School: Acct #___________

___________ 
Children: Sunday School (43)

___________
Outreach: Acct #__________

___________ 
Children: Shared (134)


___________ 
Pastoral/Mgmt: Acct #__________

___________ 
Facilities: Acct #_______________
___________
Small Groups (240)

___________ 
Intern Fund: Acct #____________
___________
Stewardship Ministry (44)

___________ 
Janitorial Supplies (94)


___________ 
Sunday Coffee (368)
___________
JC Kids Club Acct# _______

___________    WNA Meals (91)

___________ 
Ministry Training: Acct# ___________
___________ 
Worship Supplies (39)

___________ 
Mission Support: Acct#
___________ 
___________
Youth/Camp: Acct #_____________

___________ 
Mission Support: Acct # __________
___________
Other Acct # ________________
___________ 
Music: AC (120)


APPROVALS
______________________________________________

_______________

Authorized Signature(s)






Date

______________________________________________

_______________

Office/Business Administrator





Date



TREASURER USE ONLY

Check # ______________ Fund _________________ Amount $________________  Date ______________

INSTRUCTIONS FOR COMPLETION OF PURCHASE ORDER FORM

NOTE:  Checks are printed on the first, 10th, 15th, 22nd & 30th of each month.  If a check is required outside of these dates, please contact the Treasurer.
Scope
The Payment Authorization Form is used to document and authorize all purchases using church funds regardless of payment method, including goods, services, membership dues, subscriptions, seminar/conference fees, travel expenses, etc.  It is not intended to document payment of regular services such as utilities payments, insurance premiums, etc.  

Responsibility

It is the responsibility of the purchaser of the goods or services to complete the Payment Authorization Form and secure all approvals.  Except in the case of COD (cash on delivery) purchases, receipts must be attached to all Payment Authorization Forms which documents the cost of the item/service and that it has been received.  In the case of COD purchases, a receipt should be submitted immediately after delivery of goods. 

Form Completion

The following describes the proper completion of each item on the Payment Authorization Form:

1. Pay To - company or individual to whom payment should be made

2.  Requested By/Telephone - name and telephone number of person requesting payment

3.  Amount - dollar amount of purchase

4.  Date Ordered - date order was placed by purchaser

5.  Date Received - date goods or services were received at Redeemer.  If a COD payment is necessary prior to delivery goods, write "COD" in this blank

6.  Payment Method - indicate the payment method used.  If the Payment Authorization  is covering the reimbursement of payments previously made by cash, the payment method is check (e.g. Petty Cash reimbursement, mileage reimbursement, other purchases using personal funds).  

7.  Description of Payment - describe in as much detail as possible what was purchased, including quantity.   If the Payment Authorization covers a business meal or entertainment, the purpose of the meeting and the names of all guests entertained must be included.

8. Charge to Account/Fund - one Payment Authorization may be distributed among multiple accounts or funds.  If the entire Payment Authorization amount is to be charged to one account/fund, place a check mark on the line for that account/fund.  If multiple accounts/funds are to be charged, indicate the dollar amount to be charged to each account/fund on the line for that account/fund.  The total of these amounts should equal the total Payment Authorization amount.  

9.  Approvals - the authorized signature should be that of a person responsible for the account or fund to which the purchase is being charged. 

All Payment Authorizations should be forwarded to the Business Administrator for approval after receipt of goods or services.  Submission of the Payment Authorization to the Business Administrator signifies receipt of goods or services.  The purpose of this approval is to verify compliance with this procedure.  Payment Authorizations which do not comply with this procedure will be returned to the requester.  

The Business Administrator will forward all approved Payment Authorization Forms to the Treasurer for payment.   

NOTE:  If payment method is by check, and the Payment Authorization includes multiple receipts for cash reimbursement to one individual,  the form PAYMENT AUTHORIZATION ADDENDUM or BUSINESS MEALS/ENTERTAINMENT REPORT may be completed  and attached to the Payment Authorization.
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