
1. AUTHORIZATIONS:

Requested by Date

Maximum Amount Pre-Authorized Purpose of Expense

Expense Pre-Authorized by Date

Cheque Authorized by Date

2. CHEQUE INFORMATION:

                                 Cheque payable to                                                                         Cheque Amount

Delivery Instructions

         - leave cheque in the members exchange mailbox slot          - mail cheque to the following person and address:

Name (if different than name on cheque)

Street / Post Office Box

City                        Province / State Postal Code / Zip Code

Special Instructions:

 The First Unitarian Church of Hamilton

(When complete, this form should be placed in the Office Manager's mailbox or  the Treasurer "Mailbox" )

CHEQUE REQUISITION

         - leave cheque in ________________________________________________(committee) mailbox slot

Requested by:

Cheque Authorized by:

Expense Pre-Authorization (required for some expenses - see Travel & Meals Policy):

chequeReqRevised  2011Jun30

3. ACCOUNTING INFORMATION:

Description of Goods / Services Purchased $  Amount HST Amount Total Amount
Committee/Account Charged     

(see reverse)

Date Paid                       Cheque # and Amount

chequeReqRevised  2011Jun30



Committee/ Group Account
Property

Property Services 2723
Property Supplies 2724
Maintenance 2730

Committee/ Group Account Miscellaneous Funds
Expenses

Account

Committee/Program
Board

Board & Management 2519 Benevolent Fund 3311-4
Fellowship Cluster

Kitchen/Hospitality 2521 Caern Fund 3312-4
Membership 2522
Seniors 2523 Fair Trade Fund 3313-4
General Fellowship 2529

Leadership Cluster Haiti Fund 3314-4
Volunteer Training 2531
General Leadership 2539 Memorial Fund 3315-4

Outreach Cluster
Social Justice 2541 Minister's Discretion Fund 3316-4
General Outreach 2549

Pastoral Cluster Social Action Fund 3317-4
Benevolent Fund allocation 2551
Caring Community 2552 Youth Fund 3318-4
Dependant Care 2553
General Pastoral 2559 Other Externally Rest'd 3319-4

RE Cluster
Adult Education 2561 Intern Minister Develop. 3351-4
Children & Youth RE 2562
Our Whole Lives (OWL) 2563 Summer Minister Develop. 3353-4
Youth 2564
General RE 2569 Community Lunch Fund 3354-4

Stewardship Cluster
Canvass 2571
General Stewardship 2579

Worship Cluster
Choir 2581
Music 2582
Sound 2583
Worship/Church Services 2584
General Worship 2589


