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Guidelines for Spending

• This is God’s money. Use it wisely. Be a good steward.
• Obtain a Purchase Order Form & Number from Sis. Deborah Traylor, financial secretary, before making any purchases. In order to obtain a purchase order number, the item to be purchased must be included in the ministries final budget, or traded out for an item that will no longer be purchasing. In some instances, there may be funds gifted for purchase of an item which was not budgeted. In these cases, the monetary gift must be received prior to obtaining the purchase order number and the purchase of the item. Purchase forms may be printed from the website at http://bvcc2.tripod.com
• Be aware of your budget and funds available prior to making any purchases.

• Do not spend money if you do not have it available in your account. Make sure that your ministry expense log is current at all times and you can check balances simply by contacting the financial secretary, Sis. Deborah Traylor.
• Use the tax exempt form (available from the financial secretary) when purchasing items for the church.

• All requests for reimbursement must be submitted with a Request for Reimbursement form and a receipt or proof of purchase.

• Items that are absolutely necessary for your team ministry to function should be indicated essential. Example: grape juice is essential to communion.

• Please note that the church has accounts with the following retailers: Life Way and Baptist Bookstore.  Other retailers may be used to order materials and supplies; however, you must have an approved purchase order prior to purchasing any materials from any retailer. 

• We encourage each ministry director to work with their facilitator to submit requisitions to the proper persons (i. e. Christian Ed. Director/Church Secretary) for educational material and office supplies by the requested deadline.
• Cash accounts are established when cash comes into a ministry area. Money should be spent from cash accounts if it exists prior to spending budgetary money. For example, Family Nights may have a budget, but they bring in funds on a weekly basis to a cash account. Receipts for grocery reimbursement would be paid out of the cash account until the fund is depleted, then spent from the budget account.

• Cash account balances are carried forward to the next calendar year. Budget fund accounts balances do not carry forward to the next calendar year.

• Our financial goal is to reduce debt so we may be better equipped to reach, teach and serve.
