
FORM	
  INSTRUCTIONS:	
  
1. This	
  form	
  must	
  be	
  completed	
  and	
  submitted	
  for	
  ALL	
  purchases	
  as	
  soon	
  as	
  possible,	
  but	
  no	
  later	
  than	
  2	
  weeks,	
  

following	
  a	
  purchase.	
  
2. You	
  can	
  include	
  multiple	
  purchases	
  on	
  the	
  same	
  form	
  only	
  if	
  a	
  single	
  reimbursement	
  or	
  disbursement	
  is	
  

requested.	
  
3. A	
  budgeted	
  expense	
  means	
  that	
  this	
  item	
  was	
  approved	
  for	
  the	
  current	
  financial	
  year.	
  If	
  you	
  are	
  not	
  sure,	
  check	
  

with	
  the	
  ministry	
  leader	
  BEFORE	
  the	
  purchase	
  is	
  made.	
  
4. Please	
  provide	
  a	
  brief	
  description	
  of	
  the	
  NEED	
  and	
  USE	
  of	
  the	
  items/services	
  being	
  purchased	
  along	
  with	
  the	
  

expense	
  category	
  number	
  (see	
  next	
  page	
  for	
  expense	
  numbers).	
  
5. After	
  completing	
  this	
  form	
  you	
  should	
  either:	
  (A)	
  turn	
  in	
  a	
  printed	
  and	
  signed	
  copy	
  of	
  this	
  form	
  to	
  the	
  church	
  

treasurer	
  with	
  a	
  copy	
  of	
  ALL	
  receipts,	
  or	
  (B)	
  email	
  the	
  completed	
  form	
  to	
  the	
  treasurer	
  with	
  scanned	
  copies	
  of	
  ALL	
  
receipts.	
  

6. All	
  expenditures	
  need	
  to	
  be	
  authorized	
  by	
  the	
  ministry	
  leader	
  with	
  oversight	
  (indicate	
  ML	
  approval	
  below).	
  

  Expenditures Report 
 
 
 
 
 
 
 
 
 
 
PURCHASER INFO:      PAYMENT INFO:                                                   

      ☐   Budgeted Expense        ☐  Non-Budgeted Expense 

Purchase made by: ________________________________    ☐Charged to FCC account with vendor 
Phone:  ________________________________    ☐Charged to Church Credit Card 
Email:  ________________________________    ☐Paid cash, request reimbursement 
Signature:  ________________________________    ☐Request advance check for purchase 

   

Purchase Date Company Amount Description of Need and Use Expense Category ML Approval 

      

      

      

      

      

      

      

      

      

      

    Total Requested:  



FCC EXPENSE CATEGORY NUMBERS 

 

 

 

CONTINUING EDUCATION 
0201 Travel & Seminars – Guy 
0202 Travel & Seminars - Terry 
0203 Books- Guy 
0204 Books - Terry 

 
 
UTILITIES 

0301 Electricity 
0302 Telephone 
0303 Trash 
0304 Gas 
0305 Water & Sewer 
0306 Pest Control 

 
 
OFFICE 

0501 Printing 
0502 Postage 
0503 Office Equipment 
0504 Office Supplies 
0505 Web Hosting 
0506 Miscellaneous 

 
 
BUILDING & MAINTENANCE 

0601 Building Interior 
0602 Painting 
0603 Kitchen Supplies 
0604 Janitorial Supplies 
0605 Carpet Cleaning 
0606 Baptistery 
0607 Building Exterior & Parking 
0608 Landscaping 
0609 Mowing 

 
 
VAN 

0701 Gas & Oil 
0702 Maintenance 
0703 Registration 

 

 

EDUCATION 
0801 Nursery 
0802 Primary Curriculum 
0804 Adult Curriculum 
0805 Classroom Supplies (Adults) 
0806 Elevate Junior 
0808 Children's Ministry 
 0808a Elevate Sr. Curriculum & Supplies 

0808b Camp  
0808c Special Events 

 0808d Teacher Supply Room 
 0808e Summer Art Class 
 0808f Bibles 
0809 Vacation Bible School 
0810 Growth Groups 

 
 
WORSHIP 

0901 Communion Supplies 
0902 Audio Visual 
0903 CCLI/CVLI Licenses 
0904 Music Ministry 
0905 Guest Services 
0906 Coffee Cart 

 
 
BENEVOLENCE 

1001 Local 
1002 Funeral Flowers 
1003 Funeral Food 

 
 
SPECIAL EVENTS 

1101 Carnival 
1102 Picnic 
1103 Special Leaders Gatherings 
1104 Other Special Events 

 

 

 

 

MEMBER MINISTRIES 
1301 Men's Ministry 
1302 Women's Ministry 
1303 SALTS & ALTS 
1304 Youth Ministry 
 1304a Book & curriculum 
 1304b WYFO 
 1304c Winterfest 
 1304d Food Allowance 
 1304e Fall Retreat 
 1304f Van Gas 
 1304g Lock-in 

 
 
SPORTS MINISTRY 

1401 Uniforms 
1402 Trophies 
1403 Banquet 
1404 Field Maintenance 
1405 Equipment 
1406 Advertising 
1407 Sports Expenses – Other 
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