
Please check appropriate box:   For Office Use Only 
Fill in Fiscal Year: 
 
_________________ 

Christian Layman Church  
VOUCHER/CHECK REQUEST FORM 

 
 Check here if the address is updated or new. 

 
Paid Check #: ____________ 

Paid Check Date: ____________ 
Approved By: ____________ 

 
 

(Staple receipts to                                                                                                                                                         11/03/15 
the back of this corner)                                                                                                                                                                  T:office/forms/admin/officeadminforms/voucherfront_back.xls 

INSTRUCTIONS 
How: 
1. Fill out this form. 
2. Specify department # and account #.  

See backside for list of numbers. 
3. Attach invoices and receipts to the 

lower left side of this voucher, on the 
back. 

4. Circle amounts to be reimbursed on each 
invoice. 

5. Have your leader sign off. No check will 

be cut without an authorized signature!  
Two signatures are required for 
purchases equal to/larger than $500. 
Note: You cannot sign for your own 
reimbursements. See presiding pastor 
for signature. 

6. Submit this form and all receipts to the 
Church Office. 

 
Questions: 
How long does it take to receive a 
reimbursement? 
Generally, reimbursements are made within 
one week of the office receiving a complete 
request, but please understand that 
sometimes it may take longer.   
When are checks written? 
Checks are written once a week. 
What about honorariums? 
Honorariums are paid through this voucher 
system. The payee must have a completed 
W-9 on file/with the voucher to process an 
honorarium. 

CHECK INFORMATION 
 

Date of Request: 

Pay to: 

Address: 

 

Authorized signature: 

Please print name: 

 

    Total Amount: $    

          

          

          

          

          

 
EXPENSE INFORMATION 

Project 
Code 

(3 digit) 
Dept # 

(4 digit) 
Acct # 

 
Description    

 
Amount 

 

 

  

  

  

  

  

 

 

  

  

  

  

  

 

 

  

  

  

  

  

 

  

  

  

  

  

  

Total 

 

$  

$  

$  

$  

$  

$  

$  
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revised12_15

Dept # Description Dept # Description Dept # Description

Restricted Funds: Evangelism: Administration:
10 Mission giving 411 Missions 700 Business Adminstrator
16 MEF 413 Compassion 710 Office

720 Facilities
Enfolding: 740 Communications Administrator

 101 Pastor of Enfolding 
110 Fusion Exalting: Youth Ministries:
120 Ushers 513 Worship 800 Director of Student Ministries
131 Congregational Care 521 Visual 830 Youth Ministries
133 Sunday Fellowship 522 Sound 840 College
150 HOME Groups 531 Drama 850 Young Adults
161 Women's Ministry 551 Intercessory Prayer 
170 Mentoring Children's Ministries

Executive: 900 Pastor of Children's Ministries
Edification: 601 Board of Directors 905 Family Nuture

221 Christian Education 610 Lead Pastor 915 Retreats & Spec Events
925 Bible Discovery/Sundays

Acct # Description Acct # Description Acct # Description

Rent: Professional Services: Professional Development:
6010 Facilities 6210 Accounting 6910 Continuing Education
6030 Equipment Lease 6220 Legal 6920 Education Materials

Team Leaders, to fill in the expense information on the reverse side, use the 
codes below: your Department # (top box) and the appropriate Account # (bottom 
box). Project codes are only when necessary. Use only the codes that you 
requested in your budget. Thank you.

6030 Equipment Lease 6220 Legal 6920 Education Materials 
6230 Software/Technical  6930 Conferences/Seminars 

Facilities & Equipment Support 6940 Retreats 
Maintenance: 6240 Consulting 6950 Travel and Accomodations 

6140 Repairs 6960 Memberships 
6150 Supplies Taxes, Licenses and 6970 Periodicals 
6155 Water, Utilties Other Fees:
6160 Phone 6310 Property Insurance:
6170 Email/Web Site 6320 Licenses 6410 Disability and other Liability

6340 Bank Charges 6420 General Business & Property
6430 Workers' Compensation

Acct # Description Acct # Description Acct # Description

Ministry Operating: Ministry Development: Church Missions Support:
7010 Refreshments 7310 Memberships 7540 ST Missionary Support
7020 Educational Materials/ 7320 Periodicals 7550 LT Missionary Support

Curriculum 7340 Scholarships 7560 Organization Support
7030 Materials 7350 Development Materials 7570 Missionary Care -Other
7040 Kitchen Supplies 7360 Conferences/Seminars 
7060 Benevolence 7370 Retreats Capital Expenditures: ($500 and over)

 (CARE only) 7410 Meals 8100 Furniture & Equipment
7070 Honorariums 7430 Travel and Mileage 8200 Multimedia Equipment
7075 Childcare 7440 Accommodations 8300 Office Furniture & Equipment

7460 Gifts 8400 Computers & Software

8725 Kingdom Fund Orgs
8727 Kingdom Fund Matchings
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