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Check 

CHECK INFO 
 

Amount  $___________ When Needed ___________ 
 

Payable to ___________________________________ 
 

 Mail  (address) ____________________________ 
  

       _________________________________________ 
 

 Other Distribution (specify)__________________ 
 

_________________________________________ 

 

EXPLANATION OF EXPENSE 
If it is not very, very obvious why this expenditure was made, tell us about it. 

 

____________________________________________ 
 

____________________________________________ 
  

____________________________________________ 

 

REQUEST AND APPROVAL INFO 
If an expense isn’t requested by the group in charge of the expense, obtain approval. 

 

Requested by________________ Date____________ 
 

Approved by _________________ Date____________ 

 
 

 

ACCOUNTING INFO 
 

Account Type of expense -

what this money was spent on.   

See common accounts. 
 

___________________ 
 

___________________ 
 

Fund Source of money to pay 

for this expenditure.  
 

 General Fund (Budget) 

 Pastor’s Discretionary 

 Pass Thru 

 Youth (Money raised by) 

 Renovations 

 7011 Harford 

 Music Outreach 

 Benevolence 
 

Other: ______________ 

 

 FINANCE AREA 
 

Check #________________ 
 

Prepared by _____________ 
 

Date distributed _________ 
 

Controller review ________ 

 

 

RECEIPTS 
Must be provided except for 

certain personal services.  

Check one 
 

 Attached      
Required for reimbursement 

 

 To Follow      
Advance request 

 

 Not Applicable 
Supply pastors and 

Substitute musicians 

Form F1, St. Luke Evangelical Lutheran Church (rev. 06/08) 

PLACE FORM, WITH 

RECEIPTS,  IN 

BOOKKEEPER’S BOX 


