St. Luke Greek Orthodox Church
35 N. Malin Rd., P.O. Box 198, Broomall, PA, 19008 • Tel: (610) 353-1592 • Fax: (610) 353-8714
Check Request

Use this form to request a check.

· Complete all fields on the form.
· Include receipts and/or support backup.
· Forward completed form to the church office (in person, by fax, by mail).

· Requests are completed in approximately 10 business days from date received and checks are typically prepared on Wednesdays.
Petty Cash Request

Use this form to request petty cash.

· Complete all fields on the form.

· Forward completed form to the church office (in person, by fax, by mail).

· Petty cash is available for your pick up at the church office, Monday - Friday, 9:00 am – 5:00 pm.

· Church office is not responsible for providing you with the dollar denominations of your request.

· Request your petty cash in advance so that you can obtain the necessary denominations at your bank, if needed.

· Return/replace the petty cash you took within 5 days.  Petty cash not returned, will be withdrawn by the Treasure’s Office from the group “restricted” funds account.  The Treasure’s Office strongly encourages you to return/replace the petty cash.  By doing so it is less confusing and will help to ensure your group reports are accurate.
Expense Report
Use this form to report expenses (i.e. charges made using your St. Luke credit card).
· Complete all fields on the form.

· Use one expense form to report up to 3 expenses.
· Include receipts.

· Forward completed form to the church office (in person, by fax, by mail).

· Expense reports should be completed within 5 days of charges being made.

Deposit Report

Use this process to make/report a deposit.  These steps will ensure you receive your monthly reports with as much accuracy as possible.

· Obtain deposit slip form church office.

· Complete deposit slip and make deposit (deposits for Groups use the Restricted Deposit Slip). 
· Contact treasure’s office via email to report the deposit:

· bill_stluke@verizon.net 
· tcostas@live.com
· Include the following in the email:

· Amount of Deposit.

· Date of Deposit.
· Group/Organization.

· Your Name.

· Deposits and emails should be completed within 5 days from the event that raised your funds.
Note: It is important that groups adhere to reporting/replacement timelines.  Doing so will ensure that accurate Group reports are generated by the Treasure’s Office.

