
INSTRUCTIONS

· Purchaser’s Name & Signature –  printed name and signature of person purchasing items.
· Fund Category – check FFSF, DISTRICT/CENTER or OOF.
· District/Center and State Forest Name – spell out the District name (or at least the first four letters of the name) and then the name of the Forest.  
· District/State Forest/Project – name of the project/event to fund the expenditure.  This is important to ensure funds are charged to the correct sub-account.  For example, Seminole Scrub Jay, Peace River Ranch, Withlacoochee Croom Tee Shirts, Tallahassee General Fund, Jacksonville Satsuma (OOF), etc.
· Fund Code – enter the fund code (from the list of codes from QuickBooks) where the expenditure should be spent from.
· Date of Expense – date on the credit card receipt or on the invoice (if you need a check written.)
· Vendor – vendor/individual your are purchasing items/services from.
· Credit Card – check if credit card was used.
· Check Needed – check if a check is required to pay an invoice.
· Amount – amount of each individual expenditure.
· You must list each expenditure separately.  You can put more than one purchase on the form.	
· Total Daily Purchases – total of all expenditures listed on form.
· Fiscal Liaison approval – fiscal person will sign the form in the space provided once the form has been completely filled out.
· District/Manager approval – once fiscal person has signed the form, it will be given to management for his/her signature and returned to the fiscal liaison for sending to Forest Management along with the appropriate receipts.
· Make sure receipts/invoices are legible.  If you are sending the original receipts/invoices to Forest Management, please tape the receipt(s) on a piece of paper(s).
· If you do not receive an itemized receipt or invoice, try to obtain one from the vendor.  If not possible, please state on the form in the vendor section, what was purchased.  For example, a restaurant receipt for the total of $250 with no itemization.  If you can’t get the itemization, you would write “11 people for dinner for OOF hunt.”  Or if the receipt is a total for fertilizer for $160, you would write “10 gallons of fertilizer”, etc.
· Either scan and email this form and receipts to Forest Management and keep the originals for your files, or send the originals to Forest Management and keep copies for your files.  You must have records of everything you submit to Forest Management.

