Ann Arbor Chinese Christian Church SBC

Expense Reimbursement Request Form 
Please follow the instruction below carefully. Your kinds efforts help keep the AACCC expense records clear and straight.

1.  Please indicate clearly for each item. Which account it should be charged. There is a account code sheet in the Treasure folder. If you don’t know the account code, please put in the account description instead. If there is no proper account in the existing budget, please state clearly the function of the expense and leave your contact information. Note: Any item without account information WILL NOT be processed. Please ask your team leader which detail account to use if you are not sure.

2. Identify and list clearly your reimburse item, and then compute the total amount for each account, as well as the total reimbursement.

3. Have the team leader whose department/ministry is listed for this reimbursement to sign the form. This helps them to track their budget status.

Question? No problem! Please contact the team leader or the Bursar coworker ( Howard Huang  734-972-3995   or  

                  huang74@hotmail.com)
Example:

	Item #
	Dept/Ministry
	Account Code/description
	Description
	Amount 
	Amount Total 
	Receipt attached (Y/N)

	1
	Education
	Children Sunday School
	Grade 1&2 material
	15.18
	
	Y

	2
	Education
	201
	Grade 3&4 material
	50
	65.18
	Y

	3
	Education
	205
	Adult Sunday School
	30
	30
	Y

	4
	Secretary
	330
	Stamps
	20
	20
	Y

	Total
	115.18


Please check your language group: ______Cantonese ______English _______Mandarin 
Date ____________________Name ____________________________(Eng or Chinese)

	Item #
	Dept/Ministry
	Account Code/description
	Description
	Amount 
	Amount Total 
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Team leader signature ______________________________________(Print Name)_________________________________

Check payable to _______________________________________________________________


    For church finance team only

    Check date



Check number



check amount

    Fund ___________ General __________ Building _________ Mission
