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Copyright © 2011 Open Door Presbyterian Church 
Vendor Payment Form v1.0

Please complete all required fields in the Ministry, Payment and Vendor Information sections.

	Ministry Lead Information
	
	Payment Information

	Ministry Point of Contact*
	     
	
	Payment Amount*
	     

	Ministry POC Email*
	     
	
	Date of Service/Purchase*
	     

	Ministry Code*
	     
	
	Reoccurring
	|_|

	Ministry Name*
	     
	
	Enroll to Pre- Authorized List 
	|_|

	Ministry Group*
	     
	
	Payment Start Date
	     

	Notes / Payment Instructions
	     
	
	Payment End Date
	     

	
	
	
	Payment Frequency
	     

	
	
	
	Not to Exceed Amount
	     

	
	
	
	
	* Required Fields

	Vendor Information

	 Vendor Name*
	      

	 Vendor Point of Contact*
	      

	 Vendor Address*
	      

	 Vendor City*
	      

	 Vendor State* 
	      

	 Vendor Zip Code*
	      

	 Vendor Phone*
	      

	 Vendor Email* 
	      

	Details on Spending*
	     

	
	









By emailing this form, I confirm that vendor bill is valid and approved and solely used for the ministry specified.  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 this decision.

Submitter Initials: _______________________________________________________ Date: ____________

Email the completed form to odpcec.payments@gmail.com or submit hardcopies of this form to EC FINANCE PAYMENT REQUEST INBOX @ ODPC.  
Instructions for Completing the ODPC EC Vendor Payment Form

PLEASE READ THIS DOCUMENT in its entirety before making your purchase for products/services.  If you still need assistance, please write to odpcec.payments@gmail.com.


1. Complete the form.
NOTE: ANY missing information may delay processing the payment.
a. Complete the Ministry Lead information section.
b. Complete the Payment information section.
c. Complete the Vendor information section.
d. Sign the form, ONLY for paper submission; no signature is required for electronic submission.

2. Form Submission Process
a. Email submission is preferred.  Email completed form to odpcec.payments@gmail.com.  
b. Paper submissions 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. What happens after I submit the Vendor Payment Form? Below is the process for vendor payments:




· 1.0 – EC Admin will receive and scan all necessary documentation received from vendor.  EC Admin will notify the appropriate ministry lead responsible for the vendor bill.
· 2.0 – Ministry Lead will review all documentation and complete the vendor payment form before submitting to ODPC EC Finance team for processing.
a. Ministry lead’s email will serve to validate and authenticate vendor bill
· 3.0 – ODPC EC Finance Team will review all documentation before making payment.

2. What is my ministry code?  Please see table below:

	Ministry Code
	Description
	Ministry Code
	Description

	 ED 1100
	Fruitful Vineyard
	 XC 1200
	Logos

	 NC 1100
	Welcoming & Hosting
	 XC 1300
	Marriage and Family Life

	 NC 1200
	Praise Team
	 XC 1400
	Men's Ministry

	 NC 1400
	Discipleship
	 XC 1500
	Prayer Ministry

	 NC 1500
	Honorarium
	 XC 1600
	Small Group Ministry

	 NC 1600
	Worship
	 XC 1700
	Special Events

	 OP 1100
	Administration
	 XC 1800
	Stephen Ministry

	 OP 1200
	Finance Team
	 XC 1900
	Women's Ministry

	 OP 1300
	Office
	 XC 2000
	SALT Ministry

	 OP 1400
	Web IT
	 XC 2100
	Singles' Ministry

	 OP 1500
	Campus Operations
	 XC 2200
	Care

	 OP 1510
	Kitchen/Fellowship
	 XC 2300
	Counseling Fund

	OP 1520
	Building Improvements
	 XT 1100
	Global Missions Committee

	 OP 1600
	Campus Operations
	 XT 1200
	Local Outreach and Manna

	 PA 1100
	Staff Development
	
	

	 XC 1100
	Education and Classes
	
	



3. Who do I contact if I have any questions about the remaining balance of my ministry’s budget?
· Send inquiries to odpcec.payments@gmail.com
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