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Procedures for requesting supplies 
and other items for LWC Ministry Use:
Download form from www.lwc-online.com/resources (or obtain form from the mailboxes located in the room behind the Receptionist Desk).

Fill out form and return:

· By e-mail:  finance@lwc-online.com

or

· Place in the Finance mailbox

or

· Give directly to Rosalind Vann

OTHER NOTES:

· The form should be signed by the Ministry Team Lead and the Finance Director.

· Be sure to specify when the items are needed by and the purpose for the items (if not obvious)

· If item(s) or supplies need to be ordered online, please (if it is a specific item), please include the website name and item number.

· Purchases will either be made by the Finance Director or Chief of Operations (Mrs. Meriam) and placed in your ministry area or given to you directly.

If you have any questions, please contact Mrs. Meriam at mlfranklin@lwc-online.com
Thanks for your ministry service!
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Ministry Submitting Request:

     
Today's Date:      
  

 Date Items Needed By:      
	Items Needed: (please include item/model numbers website if applicable)



	1.     

	Reason item(s) needed (enter ONLY if not already known)

	2.     

	Reason item(s) needed (enter ONLY if not already known)

	3.     

	Reason item(s) needed (enter ONLY if not already known)

	4.     

	Reason item(s) needed (enter ONLY if not already known)

	5.      


Requestor:      
Date      
Ministry Team Lead/Budget Approval:      
Date      
Director/Budget Approval:      
Date      
Director Purchase/Budget Approval:      
Date      
PURCHASE REQUEST FORM








