Episcopal Church of the Good Shepherd

1130 Webster Rd
Webster, NY 14580
Payment Voucher

I request that the disbursing treasurer provide a check in the amount of

$

Payable to: (name)

(address)

Please read these instructions carefuily and complete all sections of this form.
Incomplete vouchers will not be approved.

It is highly recommended for the requester to always check with the responsible Vestry
Member/commissioner or Treasurer before filing a request to make sure that there are
available funds in the budget for his/her purchase.

The church is a recognized tax-exempt organization. Individuals making/arranging
purchases must include a copy of our tax-exempt form (located outside the office with the
payment vouchers). As such, we are not able/allowed to reimburse sales tax.

What kind of expense is this?
This expense is a budgeted item (it has already been approved at the annual meeting).

This expense is unforeseen or unanticipated.
This is a surprise expense (usually large repair items that should be expedited).

Budget Account

Description:
Budget Account Number:
Individual Requesting Funds:

(print name)

Signature: Date:
Financial Officer Approving Funds:

(print name)

Signature: Date:
For Disbursing Treasurer’s Use Only:

Date Paid: Check # Date Posted:




