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	REMINDER: Please tape receipts on a separate       sheet and staple behind this page
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	Office Use Only

	Processing Date
	
	Purchase Order #
	
	Check Number
	
	Amount
	


Form Submitter (ALL fields required except notes)
	Date
	

	Name
	Last Name, First Name

	Home Address
	     

	
	     

	City, State, Zip Code
	     

	Phone
	(     -     -      )

	Email 
	     

	Comments
	     



Payee (only if different from the submitter)

	Name
	     

	Address
	     

	
	     

	City, State,

Zip Code
	     

	Phone
	(     -     -      )

	Email 
	     

	Invoice #
	     

	Comments
	     


	Date of Purchase
	Details of Spending 
	Amount (USD)

	
	     
	$      


	Ministry Code
	Description
	Ministry Lead

	 FORMCHECKBOX 
 ED 1100
	Fruitful Vineyard
	Sara Chae, Melissa Ahn, Pastor Tae

	 FORMCHECKBOX 
 NC 1100
	Welcoming & Hosting
	James Kim, Tom Ro, Pastor Dihan

	 FORMCHECKBOX 
 NC 1200
	Praise Team
	Yooshik Seo, Ed Yu,  Pastor Dihan

	 FORMCHECKBOX 
 NC 1400
	Discipleship
	Sam Kwon, Pastor Dihan

	 FORMCHECKBOX 
 NC 1500
	Honorarium
	Pastor Dihan

	 FORMCHECKBOX 
 NC 1600
	Worship
	Pastor Dihan

	 FORMCHECKBOX 
 OP 1100
	Administration
	Jane, Pastor Dihan

	 FORMCHECKBOX 
 OP 1200
	Finance Team
	Alex Kim, Jack Quarles

	 FORMCHECKBOX 
 OP 1300
	Office
	Jane, Pastor Dihan,  Pastor Daniel

	 FORMCHECKBOX 
 OP 1400
	Web IT
	Chu Kim

	 FORMCHECKBOX 
 OP 1500
	Campus Operations
	John Yim, David Park, Phil Chung

	 FORMCHECKBOX 
 OP 1510
	Kitchen/Fellowship
	Nina Yim / Grace Hong

	 FORMCHECKBOX 
 OP 1520
	Building Improvements
	John Yim, David Park

	 FORMCHECKBOX 
 OP 1600
	Campus Operations
	John Yim

	 FORMCHECKBOX 
 PA 1100
	Staff Development


	Pastor Dihan

	 FORMCHECKBOX 
 PA 1200
	Visitations
	Pastor Dihan


	Ministry Code
	Description
	Ministry Lead

	 FORMCHECKBOX 
 XC 1100
	Education and Classes
	Pastor John

	 FORMCHECKBOX 
 XC 1200
	Logos
	Jackie Kwon, Pastor Dihan

	 FORMCHECKBOX 
 XC 1300
	Marriage and Family Life
	Roy Park, Carol Kim

	 FORMCHECKBOX 
 XC 1400
	Men's Ministry
	Jim Lee, Pastor Daniel

	 FORMCHECKBOX 
 XC 1500
	Prayer Ministry
	Ed Yu, Pastor Dihan

	 FORMCHECKBOX 
 XC 1600
	Small Group Ministry
	Pastor John

	 FORMCHECKBOX 
 XC 1700
	Special Events
	Pastor Dihan

	 FORMCHECKBOX 
 XC 1800
	Stephen Ministry
	Matt Chae, Alex Kim

	 FORMCHECKBOX 
 XC 1900
	Women's Ministry
	Susan Kim, Pastor Daniel

	 FORMCHECKBOX 
 XC 2000
	SALT Ministry
	Pastor Brian, Pastor John

	 FORMCHECKBOX 
 XC 2100
	Singles' Ministry
	Pastor John

	 FORMCHECKBOX 
 XC 2200
	Care
	Haejin Choi

	 FORMCHECKBOX 
 XC 2300
	Counseling Fund
	Pastor Dihan, Pastor John

	 FORMCHECKBOX 
 XT 1100
	Global Missions Committee
	Scott Kim, Pastor Daniel

	 FORMCHECKBOX 
 XT 1200
	Local Outreach and Manna
	Pastor Daniel


By signing this document, I confirm that items purchased (or will be purchased) will be used solely for the ministry specified above.  I have made a reasonable effort to get the best price possible and confirm that there were no conflicts of interest in making this purchasing decision.
Submitter Signature: _______________________________________________________ Date: ____________
Email the completed form and scanned receipts to odpcec.payments@gmail.com or submit hardcopies of this form and receipts to EC FINANCE PAYMENT REQUEST INBOX @ ODPC.  This payment request will be sent to your ministry lead for approval and is subject to verification.

Instructions for Completing the ODPC EC Reimbursement Form
PLEASE READ THIS DOCUMENT in its entirety before making your purchase.  If you still need assistance, please email odpcec.payments@gmail.com.  Please note that payment requests should be made within 30 days of your purchase.

1. If you are making a large purchase (i.e. excess of $1,000) on behalf of ODPC, we highly encourage you to use a tax exempt form.  If vendors require payment by ODPC check, kindly inform the vendor that this is the purchase order and a check can be made out in the vendor’s name with the appropriate invoice number.  Ministry leaders can provide the tax exempt form.
2. Complete the form.

NOTE: ANY missing information may delay the processing the payment.
a. Complete the Form Submitter section
· This section should be complete with YOUR information, regardless of who the payee is.

· Please include your email in order to receive updates on payment request.

· Please include your phone number, you may be contacted should there be any questions regarding your request.

b. Complete the Payee section

· ONLY complete, if you are requesting a payment on behalf of another individual/company outside of ODPC.

· Please include any invoice # relating to this order/payment

· Please make any comments to better assist in processing this payment.
c. Complete the Details section

· Please itemize all purchases, including multiple receipts and purchases.

· List descriptions or item numbers, if applicable.

d. Complete the Ministry Code section

· Only ONE ministry can be responsible for this payment.
e. Sign the form, ONLY for paper submission.
· Email submission does not require a hard signature.

· By signing/submitting the form, you acknowledge and agree to stated terms below
i. That items/services purchased (or will be purchased) will be used solely for the indicated ministry.

ii. That a reasonable effort was made to obtain the best available price.

iii. That there were no conflicts of interest in making this purchase.

3. Attach the Receipt(s).

· Original or copy of your receipt(s) will be accepted.
· Receipt(s) for paper submission must be TAPED to a blank sheet of paper and stapled to the Payment Request Form.

· Receipt(s) for email submission should be attached as a PDF file.
4. Submit the form.
· Email submission is the preferred & quickest method.  Email the complete payment request(s) (i.e. completed word document and receipt in PDF file) to odpcec.payments@gmail.com.  
· Paper submissions (i.e. signed form with taped receipt) should be placed in the EC Finance Payments Inbox at Open Door Presbyterian Church, 2999 Centreville Road, Herndon, VA 20171.
Frequently Asked Questions (FAQs)
1. Can you explain the reimbursement process?  
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· 1.0 – Paper submission will be converted to a PDF file.

· 2.0 – Complete submission will be emailed to the responsible ministry lead.

a. Upon Ministry Lead’s approval, ODPC EC Finance will process the request.

· 3.0 – Ministry’s budget will reflect the reduction and a check will be mailed.

a. Requestor will receive a confirmation email when the check has been processed.

2. How long does it take to receive a check?

· Please allow 30 days after you receive the confirmation email.
3. What if I need my payment is urgent?
· Alert your ministry lead and request that the ministry lead submits the payment request on your behalf.
a. While best effort will be made we cannot guarantee any timelines.
4. Who do I contact if I have any questions regarding: payment request, check or budget balance?
· Payment Request/Check: odpcec.payments@gmail.com
· Budget Balance: Your Ministry Lead (Listed on table on the 1st  page)






 2011 Copyright © Open Door Presbyterian Church
Form v1.0

_1382373008.vsd
Start


ODPC Finance Team reimburses the submitter


3.0


Mail


ODPC EC sends notification to Ministry lead for approval


2.0


Email


Submitter fills out reimbursement form and submits to ODPC EC 


1.0


Mail/Email



