MINISTRY DISBURSEMENT FORM


	[bookmark: _GoBack]Requestor’s name:

	

	Date:

	

	Description of items purchased:

	

	Amount in EUR:

	

	Quotation for pre-approval 
(more than EUR 250):

	

	
	

	Budget category (please provide specific information)

	󠇁  Ministry Team -

	󠇁  Staff Expenses - 

	󠇁  Travel Expenses (see also per diem form) - 

	󠇁  Other: 


	Payment Details
	

	󠇁  Invoice(s) to be paid directly (attached)
	

	󠇁  Paid expenses – receipt(s) attached to be reimbursed to requestor’s bank account:

		󠇁  Same bank account as before 󠇁  
	󠇁  New account
		Bank account holder:
		Bank name:
		IBAN:
	

	[bookmark: _heading=h.30j0zll]󠇁  Charged to church credit card – receipt(s) attached

	
	




	Requestor:
	Authorization

	
	Name:

	
	

	Signature
	Signature





The Requestor and Authorizer confirm that the above item(s) are necessary for and directly related to accomplishing the purposes of their ministry; the items will be used exclusively for church purposes. 

