Grace United Church
Expense Reimbursement Form
Submit this form with receipts to the Office Administrator
Forms must be submitted at least 9 days before the end of the month

Name: ____________________________________
Email address:  ______________________________
Is this expense covered by an Endowment fund? (Please circle)
                        Grace-Nelson       Grace-St. Stephen
Please circle which Committee/Group this expense is for:

Board
Communications
Care
Faith Formation

Office/Admin
M&P
Property – Building            
Property – Grounds           

Property – Misc.                 
  Welcoming
  Worship                             
Other _________  

What project are these expenses for: ____________________________
Please list the receipt amounts: (attach a copy of the receipt to this form)
Item description          Item cost           HST       Total amount        Code(Office only)                  



Totals

Submitter’s Signature                                                                                                 Date
__________________________________________________________________________________
Committee / Group Chair’s Signature                                                                      Date

Please see the reverse for information regarding Gift in Kind submissions

Procedure for DONATION OF GOODS AND SERVICES (Gifts In Kind)

Thank you for your generosity in donating goods or services to Grace. We appreciate your support!

When it comes to making your donation eligible as a tax-receptible donation, Grace is required to follow rules laid out by the Canada Revenue Agency (CRA) and the United Church of Canada in the Financial Handbook for Congregations.

Here’s how it works:
1. Please submit your receipts/invoices to the church office and complete the Expense Reimbursement Form.
2. Grace will issue you a reimbursement cheque, which you cash into your personal bank account.
3. You are invited to then make a monetary donation to Grace for the same amount as the goods/services you wish to donate, which will reimburse Grace for the expense. This can be done either by cheque or E-Transfer to donations@graceunitedchurchBurlington.com. noting what the donation is for.
4. The amount you donate will be included in your tax receipt issued after the end of the calendar year.
5. If you are not a regular attendee at Grace, and wish the tax receipt issued at the time of your donation, this can be arranged. Please indicate this to the Church Administrator.

We appreciate your co-operation in following this procedure, and again thank you for your kind donation.
