 
Thomas Jefferson Memorial Church
CHECK REQUEST/EXPENSE VOUCHER
 
[bookmark: Text33][bookmark: Text41]Date: Click here to enter a date.          Comm/Account: Click here to enter text.
                                                                                                         Chart of Accounts in Church Office.
 
[bookmark: Text51]Check Amount:Click here to enter text.               Account No.: Click here to enter text.
 
[bookmark: Text62]Check Payable To:Click here to enter text.        Invoice No.: Click here to enter text.
     
[bookmark: Text67]Mail Check      To: Click here to enter text.
[bookmark: Text81]          Address: Click here to enter text.
                       Click here to enter text.
[bookmark: Text111][bookmark: Text112][bookmark: Text113][bookmark: Text114][bookmark: Text115][bookmark: Text116][bookmark: Text117][bookmark: Text118][bookmark: Text119][bookmark: Text120][bookmark: Text121][bookmark: Text122][bookmark: Text123][bookmark: Text124][bookmark: Text125]Explanation:        Click here to enter text.                                                                    
Requested By:Click here to enter text.       Title:Click here to enter text.
 
……………………………………….
1. Fill in fields then save file with a new file name.   2. Scan all receipts.     
3. Email Form and Receipts to Controller; mail to Controller at address above; or, put in Controller’s Church Mailbox.
