
Expending Budgeted Funds 
Amount greater 

than $100? 

Yes 
No

Submit P.O. & 
Requisition Form Make purchase 

Returned 
Approved?

Used church 
credit card? 

Yes No
Yes No

Make Purchase See staff 
pastor Return original 

receipt to 
church office 

Amount greater 
than $25? 

Used church 
check or credit 

card? 

 

Yes No 

Complete Reimbursement 
Request Form 

Yes

Submit receipt to 
church office Complete Reimbursement 

Request Form Return original 
receipt to 

church office Receive reimbursement 
from petty cash 

Submit request to 
church office 

Receive reimbursement 
check 

No

Submit request to 
church office 

Receive reimbursement 
check 


