THE CHURCH OF JESUS CHRIST OF LATTER-DAY SAINTS

________________________________________

TE AWAMUTU BRANCH, TEMPLE VIEW STAKE
Expense Authorisation

	1. Enter details before presenting to Branch Pres
	Auxiliary:
	

	
	Purpose:
	

	
	Max Amount:
	$

	
	Person:
	(Cheque will be made out to this name)


	2. Signed by Branch Presidency
	Authorised by:
	

	
	Date:
	

	
	
	Before Purchase is made

	
	
	After Purchase is made  


          Receipt details:
	3. Enter after purchases are made, before submitting, one line per receipt
	Description   (Eg. “Woolworths – meat and drinks”)
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	Total:
	


	4. Clerk’s use
	Cheque number:
	

	
	Date:
	


Please note:

- Authorisation from the Branch Presidency must be obtained before purchases are made (preferably by whoever is assigned to your auxiliary).

- Please ensure before you make a purchase on behalf of The LDS Church that a receipt will be issued. 

- A receipt of some kind is always required.

- For purchases over $50 the company’s GST number must be on the receipt

- For large purchases payment can be given before the purchase is made. Please return the receipts with this form and return the left-over money with a tithing/donations form. Enter under the category Other as: “Budget – [Auxiliary Name]”

- If you only had time to obtain verbal approval from the Branch Presidency before making the purchase, please still complete this form afterwards, and have the Branch Presidency member sign it before submitting to the clerk.
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