Trinity Episcopal Church
Solebury, Pennsylvania

Check One:

⁭ Check Request Voucher                       ⁭ Expense Reimbursement 
⁭ Direct Billing /Invoice                            ⁭ Donation
Payable To:____________________________________________________________________

Address:_______________________________________________________________________

City-____________________________________ State-_______ Zip
______________________

Telephone__________________ E-mail
_____________________________________________

Submitted By-_______________________________________ Date Submitted____________

Event/Purpose-________________________________________________________________

	Date

Incurred
	Account

Number
	Description of Expense
	Dollar

Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	TOTAL
	


Authorized by: _______________________________________Date: ____/_____/____

Approved by: ________________________________________Date: ____/____/_____

Purchase Order Form Instructions 

It is incumbent upon all of us to steward church resources with care. A Vestry Representative is responsible for specific cost areas of the Church and related activities.  Any purchases on behalf of the Church and related programs must be approved by the Vestry Representative before the expense is incurred.  

*Purchase orders must be completed and approved prior to incurring expense.

Please follow the procedure below to complete the Purchase Form.

1.
Please select payment type box:

a) If parishioner need reimbursement (receipts required)

b) If vendor requires direct payment (invoice required) 


2.
Provide General information in section 2.

3.
Your Vestry Representative will provide the account code that the expense is charged against.  Account codes must be included on the Purchase Order.

4.
All Purchase Orders must be signed by the Vestry Representatives responsible for the cost center that the expenses are assigned.  (Electronic signatures are permitted-attach email)

5.
Approval that you have reconciled this purchase order with year to date statements.

Please leave your completed Purchase Order in the parish administrator’s Purchase Order folder on top of the mail delivery slots on the credenza in the rectory central hallway.

A copy will be given to the Vestry representative.

