Lindsay Lane Baptist Church
PURCHASING GUIDELINES
With the exceptions applicable to the use of church credit cards and recurring contractual obligations, prior approved Purchase Orders are required for all purchases.  As a general rule, the church will not reimburse individuals for purchases made without prior approval.
With regard to signing out credit cards for purchases at Wal-Mart, Staples, and Lowe’s; we realize that, most likely, you will not know the exact amount of the purchase beforehand.  You typically only have an “idea” of what the amount will be.  Thus, the procedure for making credit card purchases is outlined below.
CREDIT CARD PURCHASES
Cards must be signed out from the church receptionist’s office.  Sales receipts and cards must be returned promptly to the church receptionist’s office (within 3 days, inclusive of the day the card is signed out).

Credit cards will only be issued to those who are not ministry directors (or are not staff) upon presenting to the church receptionist a completed Purchase Order Request Form signed by the ministry director or staff person responsible for maintaining the applicable budget account.
For Staff and Ministry Directors only, no form will be required for credit card purchases anticipated to be $100 or less.  Simply sign the sales receipt prior to turning it in.  For purchases anticipated to be above $100 and less than $250, the same procedure will apply, except that prior verbal approval must be obtained, at the time the card is picked up, from the church administrator or his designee.  A Purchase Order Request Form must be submitted and approved prior to making credit card purchases of $250 or more.  Purchases are not to be deliberately separated in an effort to circumvent this process.
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