REIMBURSEMENT FORM
Purdue Chi Alpha Christian Fellowship
NAME (please print): _____________________________________________________

DATE: _________________________             PHONE: _________________________

Brief reason for purchase(s): ________________________________________________

Thank you so much for your service to the Lord.  We appreciate your help.  Please read the following guidelines which help the church office to be accountable for the church funds.  

1.  Your signature must appear on each receipt.  (Please submit only the original receipt.)

2.  We do not reimburse tax—except for tax on gas, hotel and restaurant bills.  The PXA tax-exempt number is available from the staff if you need to purchase something.
3.  Please circle the date, total money spent, and write on the corner the purpose of your purchase (ex: office supplies, food for Ignite, balloons for kick-off).  If the receipt does not show name of the store/vendor, date of purchase and description of each item purchased, this information must be written on the receipt.
4.  Please list each receipt below, then attach all receipts (in the same order they are listed below) to the back of this form.

5.  In order to guarantee your reimbursement, you must turn in a blue Pre-Approval Form with the Reimbursement Form, with a staff signature dated prior to your purchases.  

           Date of receipt


Store/Vendor

          Amt to be reimbursed

1.  _________________
___________________________
_________________

2.  _________________
___________________________
_________________

3.  _________________
___________________________
_________________

4.  _________________
___________________________
_________________

5.  _________________
___________________________
_________________

6.  _________________
___________________________
_________________

7.  _________________
___________________________
_________________

8.  _________________
___________________________
_________________

Please reimburse the following amount:

TOTAL:
_________________

Your signature: _____________________________

For office use:    Check #: __________     Date: ____________


FOR STAFF AND FINANCE TEAM USE:
Bank account to draw from:  

· Purdue Student Account

· Regions Checking

· PFCU housing account

· Business Credit Card

Category to label expense:
	· Advertising--general

	· Advertising--website

	· Advertising - XA merchandise (pens, mugs)

	

	· Alumni outreach/grad banquet

	

	· Bank charges

	

	· Body fellowship--food

	

	· Books - not to be reimbursed

	· Books - to be reimbursed

	

	· Care Ministry--visitors, cards, flowers, etc.

	

	· Dues/charter/affiliation
· Daniel/Esther house expense



	· Evangelism—equipment

	· Evangelism—literature

	· Evangelism -- Passion Week Outreach
· Evangelism – Ignite the Nations

	· Events - Baptisms - Communion, Reservations, etc

	· Events - Christmas party

	· Events - End of year picnic

	· Events – Supporter Appreciation

	· Events - Thanksgiving party

	

	· Giving – Honorariums

	· Giving - Montly missions giving**

	· Giving - Special giving

	· Giving – Tithe

	

	· Greeters Team
· Ignite – Tech Equipment

· Ignite – music equipment

· Ignite-flags

	· Indiana XA – Promo
· Indiana XA – Campus visits/Shadow Week
· Indiana XA - Internship
· Kickoff - All Night Prayer

	· Kickoff - banners

	· Kickoff - BGR BBQ

	· Kickoff - Info tables

	· Kickoff - International fall orientation picnic

	· Kickoff- Labor Day picnic

	· Kickoff - Welcome bags

	· Kickoff - Savings

	

	· Leadership -- officer event registrations

	· Leadership - officer gifts

	· Leadership - Servants Council meetings

	· Leadership - winter retreat

	

	· Office--supplies

	· Office -- postage

	· Office -- printer ink

	· Resource sales - tshirts

	· Resource sales - other

	

	· Retreats & Conf - Fall Retreat

	· Retreats & Conf - Other

	· Retreats & Conf - Salt

	· Retreats & Conf - Scholarship

	

	· Staff – events
· Staff -- affiliation

	

	· Trips - Float trip

	· Trips - Spring Break 

	· Trips - Summer missions

	

	


