MATER DOLOROSA CHURCH
PURCHASING AND REIMBURSEMENT GUIDELINE

Goals: Ensure transparent budget management vendor selection and pricing improving the  financial goals of the church.

PURCHASING:
1. Select a supplier that offers the best price. Focus on reducing costs while maintaining quality.
2. Fill out a “Purchase Request form” before making any purchases for goods or services; indicate in the “comments” box of the form whether to be invoiced or reimbursed.
3. Obtain approval from the following:
· Pastor (Fr. Vito) – any amount
· Permanent Deacon (Deacon Ramon) – any amount
· Parish Manager (Fran) – up to $200
·  Convent (Sr. Maria) – up to $200
4. Provide a copy of the approved request to the Finance Manager before placing the order, paper copy or by email (preferred).


PAYMENT OF THE INVOICE:
1. When goods and services are received from the vendor:
· Review the invoice for accuracy, ie, goods and services are duly authorized and price, quantity and quality conform to the order.
· Invoice must contain purchase request reference.	
· Provide original invoice to Finance Manager. 


REIMBURSEMENT OF EXPENSE:
1. Fill out a “Reimbursement Request” form.
2. Original receipts must be attached with the form
3. Cash register receipts must be taped on an 8x11 paper (to secure the receipt)
4. Obtain approval from the following:
· Pastor (Fr. Vito) – any amount
· Permanent Deacon (Deacon Ramon) – any amount
· Parish Manager (Fran) – up to $200
· Convent (Sr. Maria) – up to $200
5. Any amount larger than $2000 must be approved by the finance council.
6. Submit approved reimbursement request to Finance Manager for payment no later than the 10th of the month. 

NOTE: 
Requests without prior signature approval will not be reimbursed! 

