Appendix E

Procedure for submitting invoices for payment by Church Treasurer

If your are submitting receipts for reimbursement, or requesting payment:

1. Please prepare the request on and 8 ½ x 11 inch piece of paper.

2. Indicate on the sheet:

· To whom payment is to be made to.

· The amount of the payment.

· Why the charges were incurred.

· What budget line the charges are made to.

· The full mailing address for mailing purposes.

· The date by which the payment is to be made.

3. The reimbursement is to be approved by the relevant committee chair.

4. Cash register receipts should be taped to the sheet for review purposes.

Please ensure that the people within your committee are aware of this, and have them make submissions following these guidelines.

The following motion was passed at a March 18, 1997 meeting of the Central Board:

Based on the United Church policy for issuing tax receipts, for the church garage sales, an item that sells for more than $50 (the fair market value) would qualify for a tax receipt if requested.

