


REQUISITIONS 

“Asking for Monies” form 

 

• To be completed and turned into office PRIOR 

TO making any purchases or placing any orders 

 

• Must be signed by at least two team members 

or one team member and lay pastor 

 

• Needs to be turned into office at least two 

weeks in advance 

 

• Should be accompanied by bid or estimate  

 

 

 

 





• ALL INFORMATION MUST BE 
COMPLETE 
 

• IF YOU DO NOT HAVE AN EXACT 
AMOUNT, GIVE ESTIMATE 
 

• CREDIT CARDS ARE TO BE USED 
ONLY IN SPECIAL 
CIRCUMSTANCES 
 

• INDICATE WHETHER YOU ARE 
USING BUDGET OR DESIGNATED 
FUNDS 
 

• MUST BE SIGNED BY 2 PEOPLE 
 

• INDICATE WHEN YOU NEED 
FUNDS AND HOW THEY ARE TO 
BE DISBURSED. 



COUNT SHEETS 

 

• To be used to turn in any money collected for 

any reason OTHER than events requiring a 

cashbox 

 

• Examples: Wednesday night meals, Mending 

Fences meals, Sunday coffee money, Round 

Pens collecting money to pay for literature 

 

• Must be signed by two people and accompany 

money turned in to office 

 





• Have 2 people count money and sign 
form 
 

• Attach calculator tape to form 
 

• Fill out top portion only 
 

• Turn form into office with money 



REQUESTING CASH BOX 

 

• Requisition must be completed and turned in to 

office requesting cashbox and/or checks for 

events 

 

• Requisition should be turned in to office no 

later than 1 week PRIOR to event 

 

• Indicate number of checks requested for event 

and amount needed for cash box 

 



• Indicate amount and 
denominations needed for 
cash box 
 

• Make sure 2 team member 
sign request 
 

• Indicate number of checks 
needed, if applicable 
 

• Indicate date needed and who 
will pick up cash box 
 

• Turn in request no later then 1 
week prior to event 



• This form will be in the cash box when 
you receive it.  Please verify the amount 
of cash matches the amount on the 
sheet. 
 

• This form is to be returned to the office 
along with the cash box 

 
 



• Complete the lower portion 
of the count sheet after your 
event 
 

• Have 2 people verify the 
count and sign the sheet 
 

• Put sheet back in the cash 
box to be returned to the 
office 
 

• RETURN CASH BOXES TO 
OFFICE PROMPTLY AFTER 
EVENTS 
 

• DO NOT CASH CHECKS OR 
MAKE REIMBURSEMENTS 
FOR EXPENSES FROM CASH 
BOXES 



EVENT RECEIPTS 

 

Must be complete by ANYONE who 

receives payment (check or cash) for 

prizes or services rendered at events 

 

Must be turned into office along with 

checkbook  after event. 

 

 



• Make sure form is fully completed 
 

• Must have Social Security number 
and contact information 
 

• Must be signed by recipient 
 

• Make sure check and receipt 
amounts are the same 


