Offering and Deposits Procedure


1. Offerings

All offerings must be counted by two or more approved team members. This can be done right after service by one board member and an approved team member. The two team members should never be the same family members. This needs to be done in a private and secure location.  Any monies inside an envelope need to remain in that envelope for recording purposes.  After both counters agree on the total amount and its appropriate designations (i.e., how much for tithe/offering, youth, missions, etc.), they need to complete the Offering Count form and sign/initial and date it.  This form needs to be kept with the offering monies in a secure location until it can be locked in the safe at the office later that same day.  If any changes are made on the form, both persons need to initial it.

2. Deposits – Preparation and Delivery

By Tuesday of the following week, per our bylaws, the offering will again be counted and properly organized by the bookkeeper and another team member (these cannot be the exact same two people who counted this offering the day it was received).  They will ensure that all monies have an envelope or appropriation slip and that the count matches up with the tally on the Offering Count form. The envelopes and appropriation forms will be set aside for entering into the Donation Dates and Amounts excel database and Quickbooks.

All monies received in for deposit during the week also need to be included in this count.  As with the offerings, there needs to be one envelope or form for each check or monetary gift given.  All loose change or cash not received through an offering needs to be properly accounted for. 

Once all the total monies are gathered together, the Total Deposits Form needs to be filled out, showing all designations (tithe/offerings, youth, missions, etc.) as well as all the modes (checks, cash, coin) of the offering.  Once both totals match and the counters agree, a tape is run of all the checks.  This is attached to a bank deposit slip, which also contains the amount of cash being deposited.  The deposit total needs to equal the totals on the Total Deposit Form.  Once this slip and the monies are prepared, they are taken to the bank either immediately or at the end of the day.  The bank’s deposit receipt needs to be stapled to the Total Deposits Form.

3. Recording the Deposits

[bookmark: _GoBack]The deposit information from the envelopes and appropriation forms needs to be entered into both the Donation Dates and Amounts database and Quickbooks.  The totals need to be matched against the Total Deposits Form and bank’s receipt to ensure that the numbers match.  Quickbooks will be double-checked again when that month is reconciled with the bank statement.  Any report that the Lead pastor or Executive Pastor may require may be provided; any head of ministry is always welcome to inquire into the state of their account.

For the Donation Dates and Amounts, send out letters and who are out-of-town or made a one-time donation.  All regular attendees and donors who live in-town will just be receiving one summary of donations at the end of the year.  Always include the most up-to-date thank you letter as well as a return envelope.  Magnets may be included if desired, appropriate, and do not go over the postage weight limit.
