Your Church
Offering Counters' Policies
as of September 7, 1997

The Nature of the Task

Counters are volunteers who accept the fiduciary responsibility to:

· collect the week's offerings

· count those offerings

· prepare vouchers

· prepare the bank deposit

· report the deposit sum to the treasurer 

· take the deposit to the bank.

Policies
· Counting teams must consist of at least 2 people.

· Related people may not work together, unless a third, unrelated person assists.

· Offering counters may not exchange personal checks for cash from the plates.

· Counting teams must count Sunday after the service on church premises.

· At least one counter must make the deposit at the bank immediately upon completion of the count.

If an offering must remain uncounted, such as after the Christmas midnight service, the money should be in a bag and locked in the file cabinet.  Counters may not remove it from the church.

For their protection, counters leaving the church with the bank bag must not allow it to be visible.  Carry the bag inside a purse, an overcoat pocket, a shopping bag, anything to prevent the fact that you are carrying money from being obvious.
Your Church
Offering Counters Procedures
Instructions as of September 7, 1997

This procedure should take 20 - 30 minutes.

The counters' bag is stored in the lower cabinet, directly behind the secretary's chair.

Here's what you should find in the counters' bag:

· A book of deposit slips

· A sac of rubber bands

· An endorsement stamp and stamp pad

· A supply of voucher slips

· A supply of money bags

· An adding machine

· Two postage-paid envelopes, addressed to the church.

Immediately after the worship service is over, a counter must pick up the offering from the plates on the communion table.  It is important that these plates not be out of the counter's sight once the service ends.
Pick up additional money from:

· coffee donations

· a plate on the piano in the choir room 

· an envelope in the front of the bottom drawer of the secretary's desk 

· envelopes locked in the top drawer of the counters' file in the 2nd floor choir closet.

You'll need key number 7 to unlock the upstairs hall door, along with keys 19 and 19A to enter the choir closet and the lockable counters' file.

First counter:

· Sort out all identified pledge money including envelopes, loose checks, and cash.  There must be a voucher identifying each payer.

· Use the pledge envelope as the voucher when furnished, making certain that the name,

· amount, and check number are on the envelope.

· Make out a voucher form for each pledge payment not accompanied by an envelope.

· If a check includes a pledge payment and another payment, e.g. per capita, make out a voucher form for each purpose and destroy the envelope.

· Assemble the money in one pile and the vouchers / envelopes in another pile.  Keep both piles in the same sequence.

Second counter:

· Gather all non-pledge money.

· Make out a voucher form for each check noting name, address, amount, check number (or CASH) and the purpose of the payment.

· Make out a voucher form for each accumulation of cash, e.g. coffee money, loose collections, church school, etc.

1. Combine piles of checks and vouchers keeping in the same sequence.

2. Combine all cash.

3. Combine all pledge vouchers / envelopes and all other voucher forms.  Do not shuffle these, they will then be in the same sequence as the checks in case you have to reconfirm your totals.

4. Run a tape on all checks and sub-total.

5. Add bills and coins and total for your deposit slip.

6. Staple this tape to the treasurer's copy of the deposit slip.

7. Run a tape on all envelopes / voucher forms.  If the tapes fail to balance, recheck your work until they do.

8. Bundle all envelopes / voucher forms with their tape.  This goes to the church secretary.

9. Endorse all checks with the rubber stamp in the counters' kit.

10. Return the offering plates to the back of the sanctuary.

11. Place checks, cash, original deposit slip, and one church-addressed envelope in a money bag and bind it with a rubber band.

12. Take the money bag, the night depository key, and the second church-addressed envelope to the bank.

13. Drop the money into the night depository.

14. Put the key into the envelope, seal it, and drop it in a mailbox.

Your Church – Voucher Form_______________________________________

Payor 
___________________________________
Account Number ___________________


___________________________________


___________________________________


___________________________________








Amount $  _________________________

For:
___________________________________
Check No. _________________________


___________________________________
Bills           _________________________


___________________________________
Coins
       _________________________
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