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REQUISITION FOR FUNDS 
 

Today’s Date:_____________   Date Check Needed By:  __________________ 

Please Note:  Depending upon the availability of church funds, the requested funds will be available by the 

requested date.  Please give at least 5 – 7 business days for your requisition to be filled. 
 

Pay To:  ____________________  Address:  ___________________________ 

Telephone #: ________________       ___________________________ 

Email Address: ________________ 

 

Delivery Instructions 

□  Hold Check with Church Administrator      □  Deliver Check to the Above Address   

□  Deliver Check to:   Name  __________________________ 

Address  ________________________ Phone #  ________________________ 
 

Purpose of Request  (Attach an additional sheet/receipts if necessary.)  

 

 

 

 

 

Requisition Details: 
 

 

QUANTITY DESCRIPTION UNIT PRICE TOTAL 
1    

2    

3    

4    

5    

 

Total Amount Requested  $ _____________ 
 

If money will be collected for this event, please state the amount you plan on collecting and the date the 

collected funds will be turned in to [Your Church’s] Finance Office. 

Anticipated Amount to be Collected $_________ Date the Funds will be Submitted _______ 
 

Are any other funds to be requested from the church for this event in addition to those listed on this requisition?  

__ Yes   __  No    If yes, please turn in all other requisitions for this event along with this requisition.  

Requisitions for any ministry event will only be considered if all other requisitions associated with the same 

event are submitted at one time. 
 

Requested by:  Print Name  __________________ Signature _____________________ 

Email:  _______________________________ Phone Number: ________________ 

 

***************************** For [Your Church] Office Only******************************** 

Budget Line Item: _______________________ Check #:__________________________ 

Check Date:  ___________________________ Check Amount:  ___________________ 



 

 

 

 

 

 

 


