Green Acres Baptist Church Check Request Form


	Pay to:
	
	Date to Pay:
	

	
	
	

	
	

	
	

	
	

	
	$

	
	

	

	For:
	

	

	Account #
	Amount $
	Request Date:
	Requested By:
	Staff Approval:

	
	
	
	
	

	
	
	
	
	

	
	
	Business Administrator’s Approval:

	
	
	
	

	
	
	
	

	

	·  Mail
	·  Put in Box
	·  Forms attached are to be mailed with check

	·  Will Pick Up

	Attach documentation to the back of all check requests. If receipt, invoice or statement is not attached, a written explanation must be provided. If over $1,500, attach Finance Committee and Deacon’s meeting when request was approved.


Put computations, explanations, or special instructions below. Forms, letters, or other items to be included with checks to be mailed must be completed and ready to mail. The Business Office will not complete these.
