Harvest Time Church


	PURCHASE ORDER


Please print or type

	Requested by:
            
	Date:
          

	Department/Ministry:
                  

	Amount Requested:
                               $
	Check Payable To:    



· Be sure to obtain the best price.

· List all items and the cost (if applicable).

· Turn in all receipts and any change (if applicable) within four days of request’s approval.

	Finance is needed for:   

	

	

	


	FOR ADMINSTRATIVE USE ONLY

	                             FORMCHECKBOX 
  Approved                   FORMCHECKBOX 
 Approved with Modifications              FORMCHECKBOX 
  Denied

	Signature

                 
	Date
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Submit this bottom copy to the Finance Manager with attached receipts after purchase is made








