Date of Request:           
Submitted By:           	Email:           
Team / Group:           	Phone:           
Reason for Request:           

[image: A picture containing logo

Description automatically generated]Check Request or
Online Order / Payment


[bookmark: _Hlk83811852]Return this form to the Parish Administrator or email parishadmin@mtzionlutheran.org.
Check Request
Pay To:           
Mail To (Address):           
Mail To (City, St ZIP):           
Memo:           

Online Order / Payment
Website:           

Itemized Expenses
	Item
	Description
	Fund
	Account
	Department
	Cost

	          	          	          	          	          	          
	          	          	          	          	          	          
	          	          	          	          	          	          
	          	          	          	          	          	          
	          	          	          	          	          	          


Total Cost:                   	
Comments / Special Instructions:           

For Office Use Only
Date Paid:           	Check #:           	Authorized By (if necessary):           
Comments / Corrections:           

Instructions
1. Complete all fields to the best of your ability.
2. For Itemized Expenses, use the charts below to complete the table.
a. If the cost of an item will be paid by multiple funds or come out of multiple departments, use multiple lines to indicate amounts to be taken from each.
b. If using restricted funds and the restricted funds belong to a specific project (such as a campaign or fundraiser), include the project name in the Special Instructions.
3. Authorization Guidelines:
a. If there is a bill, minutes or team email authorizing the request, or any other information, attach.
b. Requests from the Pastor or a Team within budget are automatically authorized unless over $500; larger amounts require LB authorization. Requests from others require the Pastor, a Team, or LB to authorize.

Funds
· 3000 – General Fund
· 3010 – Mt Zion Endowment Fund
· 3020 – Fixed Assets
· 3100 – Building
· 3200 – Youth
· 3400 – Good Samaritan
· 3410 – Mission Support (state Project)
· 3600 – Grants (state Project)
· 3700 – Fundraisers (state Project)
· 3800 – Special Appeals (state Project)
· 3900 – Other Restrictions (state Project)
Departments
· 110 - Worship – Sanctuary & Sacristy
· 120 – Worship – Music
· 220 – Faith – Elementary
· 230 – Faith – Youth
· 240 – Faith – Adults
· 300 – Hospitality
· 400 – Community
· 500 – Justice
· 590 – Mission Support
· 600 – Office
· 610 – Stewardship
· 620 – Marketing & Media
· 700 – Property
· 710 – Utilities & Services
· 720 – Mortgage
· 730 – Kidz Cave
· 800 - Pastor

Expense Accounts
· 5121 – Altar Supplies
· 5122 – Worship Decorations
· 5125 – Music Supplies and Equipment
· 5126 – Choir Supplies and Equipment
· 5127 – Guest Musicians
· 5129 – Instrument Maintenance and Repair
· 5131 – Faith Curriculum and Devotionals
· 5132 – Education Supplies
· 5134 – Library
· 5141 – Gifts and Appreciation
· 5142 – Conference, Retreats, and Workshops
· 5143 – Mission and Service Trips
· 5151 – General Events Supplies
· 5152 – Food and Dinnerware
· 5153 – Event Rentals and Entertainment
· 5154 – Event Guest Speakers
· 5190 – Benevolence
· 5211 – Office Supplies
· 5215 – Janitorial Supplies
· 5221 – Software and Subscriptions
· 5222 – Furniture and Hardware
· 5223 – Equipment Rentals
· 5240 – Advertising
· 5315 – Pastor Professional Expenses
· 5341 – Supply Pastors
· 5342 – Supply Musicians
· 5430 – Regular Maintenance and Repairs
· 5440 – Occasional Maintenance and Repairs
· 5450 – Capital Improvements
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Joyfully Growing Disciples in Christ




