Procedures for Check/Reimbursement Request
1. Check/Reimbursement request forms are found in the box on the wall beside the telephone in the kitchen.

2. All forms must be completed with an authorized signature.

3. Reimbursements: itemized bills and cash receipts must be attached to completed forms.

4. Choir Directors: complete form for accompanists with date of service to ensure proper payment.

5. Orders for checks are written on Tuesdays by the Church Clerk.  Checks are written on Wednesdays by the Church Treasurer.
