
1 

 

 

True Holiness Assemblies of Truth United International 

Finance Department 

 

 

 

Cash Handling 
Policy and Procedures  

  Instruction Manual 

 
 

 

 

 

 

 

 



2 

 

INTRODUCTION 

This policy and procedures instruction manual is to be used to train finance officers how to safely 

managed account funds and use a series of checks and balances. Presenting this information in a 

group setting allows you to cover the material all at once and gives everyone an opportunity to ask 

questions. 
 

THAT United International has a fiduciary responsibility to its donors to ensure that the resources 

made available to the organization are used in a manner consistent with the church's mission and 

any donor restrictions. Therefore, we have a system of internal controls.  

 

Objectives of internal controls are: 

* prevent loss or theft of the church's assets 

* minimize the opportunity for an employee or volunteer to steal or misuse the assets     

and/or records of the church 

* provide timely and accurate information to management; and 

* ensure compliance with laws and regulations 

  

Confidential Information 

 

Confidentiality is a hallmark of professionalism. Each financial volunteer should commit to ensure 

that all information which is confidential or privileged or which is not publicly available is not 

disclosed inappropriately. 

 

Reportability 

We must all ensure prompt and consistent action against violations of this Code. Employees and 

volunteers are encouraged to contact the Pastor/Associate Pastor/Chair of Administrative Board 

about observed unethical behavior or violations of this Code. 

 

Any claim of a possible violation may be made anonymously if the claimant so desires, and all 

claimants shall be provided confidentiality to the extent practicable in the handling of the potential 

violation. Volunteers are expected to cooperate in internal investigations of misconduct. 

 

Instructions for Trainers 

1. Read over the material to gain a thorough understanding. Before you can review policies 

and procedures with your staff, you must first read over it several times. Highlight any 

information that may need a more detailed explanation. Continue to read the material until 

you thoroughly understand everything. Try to anticipate some of the questions that your 

staff may ask. 

2. Contact Elder Lisa Pointer to reserve a meeting date on the National Calendar.  Ask her to 

list the items that the attendees will need to bring to the meeting, the location of the 

meeting and when the meeting will begin and end. 
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3. Give your staff a copy of the handout, or the information that will be covered, a day before 

the meeting. This gives them a chance to read over the material and write down any 

questions they may have. If possible, ask your staff to give you any questions the day 

before the meeting, so that you may have time to research them and provide your staff with 

the correct answer. 

4. Hold a meeting with your staff. Reserve a conference room and make sure every attendee 

brings their copy of the handout. Have extra handouts in case someone forgets theirs. Begin 

the session by going over the material from beginning to end. Once you have covered the 

material, go over any questions your staff may have submitted beforehand. After all 

submitted questions have been answered; ask if there are any other questions. 

 
 
 
 
 

Finance Department  
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Procedures for Counting and Preparing Weekly Receipts 
 

The procedure established over the control and processing of cash 

receipts is very important. Since a substantial part of church receipts 

are in currency, it is incumbent on the Finance Department to 

implement the best procedures possible to safeguard these funds. To 

reiterate the above requirement, all cash receipts must be deposited 

to the bank intact, as soon as possible. 
 

Offering Collection 
 

Collection Guidelines    

(a) For the organization, designated Collections Officers 

can carry out collections from members. At Union 

Churches, a member of the Trustee Board can carry 

out collection procedures. 

(b) Collectors stand at the head of the church and enlighten 

membership of the purpose of that specific offertory, 

and encourage them concerning the benefits of 

presenting their contribution. 

(c)  Collectors pray over the offering and the givers. When 

offering is ready to be received, collectors take their 

appointed place at the offering table. 

(d) After tithes and offerings have been collected and 

placed in collection bags, all collectors assemble at 

one exit.  

Optional Procedures 

         (e)   Promptly after the collection has been taken up, and in 

the presence of one or more witnesses, the head usher 

will consolidate the collection into a serially numbered 

tamper-evident collection bag or mail-type sack and 

immediately tightly close and seal the bag or sack.    

 

(f) The captain of the collectors accompanies the collectors 

to the financial room. The captain releases the offering 

into the custody of the financial committee or counters, 

or place proceeds in the safe to be counted later. 

(g) The captain and collectors have completed their task. 

 

 

The guiding principal and 

objective behind implementing 

internal controls over the 

collection is:  

1. To eliminate the situation 

where a single individual has 

exclusive control or access to the 

offertory collection, even for 

brief periods.   

2. To eliminate the ability to 

convert the collection proceeds 

to personal use without 

detection, i.e. theft. 

Points to Remember 
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Second Collections 

When there is a second collection in the same worship service, 

follow the same procedures, including the use of a second serially 

numbered tamper-evident bag or sack and seal.   
 

[Under no circumstances should the closing and sealing of the 

bag or sack containing the first collection be delayed pending 

completion of the second collection.] 
 

Disposition of Collection 

Once collected, the donations should be placed in secure bags or 

tamper-evident bags, escorted by two unrelated individuals to the 

counting committee, if the counting committee elects to count on 

Sundays 

 

If not delivered to be immediately counted, the bags must be placed 

in the business office or other secured location and placed in a safe, 

until the counting committee is prepared to count the collection 

proceeds.  The collection should be counted and deposited to the 

bank preferably by Monday or the first banking day of each week. 

 

Once the counting is complete and the count sheet is signed by all 

count team members, the deposit slip must be prepared and verified 

by the cash count team.  

 

The count sheet, envelopes, copies of checks and a copy of the 

deposit slip are to be given to the bookkeeper for entering 

contribution data into donation and accounting records. 

 

Two people are to take the prepared deposit immediately to the 

bank. If the church uses a bank lock box to deposit the collection, 

the individuals taking the collection to or from the bank should not 

have access to bank bag keys (if locking bank bags are used). An 

armored car service can be another option to consider. 
 

 
 

Procedure for all Other Cash Receipts 

 

There are times when the Finance Department will receive 

donations or payments during the week by mail or delivered to the 

office. The following procedures should be implemented to protect 

and secure these receipts as well. 

 

Dual Custody  

A simple but crucial principle in 

cash handling is dual custody, 

which means that two or more 

unrelated individuals are present 

whenever cash is being handled.      

The principle of dual custody 

should be followed from wherever 

cash is collected to the bank. It is 

required when the cash is being 

counted for the deposit, put into a 

safe, or sealed in a bank deposit 

bag. Never violate this rule. 

Following this principle will 

safeguard your financial assets, 

reduce controversy, and, barring 

extreme carelessness or collusion, 

reduce or eliminate the risk of 

loss.  

 

Points to Remember 

At the end of the month, copies 

can also be provided to the 

bookkeeper for comparison 

with the respective deposits on 

the bank statement.  When 

reviewing the cash receipts 

reconciliation, along with the 

bank account reconciliation, 

the bookkeeper should sign 

and date all reports reviewed. 

Points to Remember 
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Two people should be present when the mail is opened to reduce the 

risk that funds may be inappropriately used before the income is 

properly recorded.   

 

Checks are to be endorsed immediately “\For Deposit Only” to the 

appropriate account. If receipts are significant, they should be 

deposited to the bank as soon as possible. The daily receipt log 

should be summarized by the bookkeeper for use in a Cash Receipts 

journal entry. 

 

The log, like the collection count sheet, is to be retained with the 

Cash Receipts as part of the church records.  
 
 
 

 

 

 

 

 

 

THE COLLECTION PROCESS Diagram 

Handling cash is actually a pretty simple process. It comes in, it’s stored, and it goes out. 

 

 

 

 

 

 

 

 

Cash on Hand: 

Stored on Premises 

Bank Deposit 

Deposit Preparation Counting 

Procedures Fundraising 

Activities 

Loose Plate 

Offerings 

EDT Scholarship 
Donations 

LDI Registrations 

Pledges by Mail 

Evangelists 

Association 

Loose Plate 

Offerings 

Cash Storage 

Always require two unrelated 
people to open a safe or vault.  A 
two-party system ensures that no 
one person has sole access to the 
safe’s contents.  If your safe or 
vault is opened using a 
combination, never give the entire 
combination to one person.  Split it 
into segments and give those 
segments to two or more people. 

Points to Remember 
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 Cash Handling Flow Chart 

Each of these steps presents a need for controls as the 

cash is “handled.” 

 

 

 

Start Here 

Finance Officers or 

Church Trustees 

extends invitation to 

give monetary 

contributions.  

Ushers assist the 

Congregation to 

bring their gifts to 

the offering table.  

Ushers assist Finance 

Officers or Trustees in 

collecting 

contributions.  

Finance Officers or 

Church Trustees 

completes a 

preliminary count of 

monies on the table. 

At the table, Finance 

Officers or Church 

Trustees seal 

contributions in tamper 

evident bags.  

Immediately after the 

collection, an Usher 

escorts two Finance 

Officers or two Trustees 

to the business office. 

The Officers or Church 

Trustees place the 

money in the safe to be 

counted later.  

When a 2
nd

 offering 

is collected during 

the service, repeat 

the preceding steps.  

End Here 

The cash is then separated 

from the checks, and both 

are counted and recorded. 

Counting & Recording  Collection Process 

Then the bank deposit is 

prepared and the cash and 

checks are deposited in the 

bank   

During this process some of 

the cash may not be deposited 

but instead stored on the 

premises (in a safe or petty 

cash drawer) for immediate 

ministry use or miscellaneous 

administrative purchases. 

Contribution receipts are 

written and placed in 

envelopes, mailed or hand 

delivered to the 

contributors. 
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Separation of Duties  

a. Another principle as important as dual custody is separation 

of duties. When different people handle separate aspects of 

a transaction, chances of an error throughout the process 

diminish. Many ministries overlook this principle. Proper 

separation of duties means that:  

b. The person who makes deposits does not also record 

accounting entries.  

c. The person responsible for petty cash does not approve 

requests to replenish the petty cash fund.  

d. The person who writes checks does not also reconcile bank 

statements.  

e. The person who approves expenses does not also sign the 

checks or initiate payment.  

  

Additional Security Procedures  

Approaches and options for securely handling cash vary from 

ministry to ministry. Here are some other options for you to 

consider:  

1. Always be sure cash is counted in a secure area, 

preferably a locked room, where there are no 

distractions or interruptions.  

2. Check to make sure you are complying with • insurance 

coverage requirements for cash handling and when 

possible, require that cash handlers be bonded.  

3. Rotate service on the counting team.   

4. Secure your premises. Security cameras in the counting 

area and at key places around your facility are great 

deterrents. Lock doors and windows after hours.  

 

THE OPENING PROCESS 

The Counting Site   

1. The room in which the counting takes place should not be 

directly accessible from outdoors, i.e., without passing 

through at least one other room.  Further, it should not be a 

routine or required pass-through for persons not involved in 

the counting process.   

Discrepancies 

Problems such as improper or 
inadequate sealing, seal number 
discrepancies, torn bags/sacks or 
defective seals must be 
documented and referred to the 
Director of Finance or other 
designee.  Any such write-up 
should identify the worship 
service and collection involved.      

 

Points to Remember 

Churches should encourage the 
use of offering envelopes for cash. 
Loose cash is easy to grab, cash 
in an envelope is not. Those 
visiting or giving one-time gifts of 
cash should have easy access to 
generic envelopes. 

 

Points to Remember 

The rationale for requiring at least 
three counters concerns the fact 
that one might be called away or 
need a comfort break during the 
counting process; that would still 
leave two counters present.   

Points to Remember 
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2. The counting table should be large enough to accommodate 

the counting team as well as the normal collection volume.  

Proper security requires that all counting and bank deposit 

materials be assembled and close at hand before any bags or 

seals are cut open. 

Staffing 

1. The opening process may not begin until at least three (3) 

counters are present to witness the opening and begin 

counting.   

2. All counters must be totally free of other duties, e.g., 

answering the telephone or door, preparing meals or 

performing any other duties.  No individual should ever be 

left alone with the collection, not even for a minute; that is 

unfair to the individual and is a major breach of security! 

 

Retrieving and Examining the Collection Sacks 

1. When it is time to begin the count, all accumulated 

bags/sacks should be retrieved from the storage location.   

2. Before being opened, each bag/sack must be examined to 

verify that it was properly sealed and that the seal is 
unbroken.  

3. At the same time, the bag or seal numbers should be 

recorded on the form provided.   
 

Opening the Collection Sacks 

1. After all serial numbers have been checked and recorded, 

the bags/sacks should be opened and emptied onto the table 

where the cash portion of the collection will be counted.   

2. From that point forward, the cash may not be moved to any 

other location until the counting process has been 

completed.   

3. Before being put aside, each sack must be checked to ensure 

that it is completely empty. The serially numbered sacks or 

numbered seals must be retained and submitted with the 

other documentation relating to the count following its 

completion.   

 

Opening the Envelopes 

a. Before any counting takes place, all offering envelopes 

should be opened and the contents checked against the 

donor's entry.   

Seal/bag Storage and 

Distribution 
Ideally, the bulk supply of seals 

or serially numbered bags should 

be placed in the custody of 

someone who does not have 

access to the filled collection 

sacks and is not involved in the 

collection, storage or counting 

process.  That person will issue 

the seals or serially numbered 

bags (only in the number needed) 

each weekend, and prepare a 

record of seal/bag numbers 

assigned.  A backup seal/bag 

custodian should also be 

designated, but the bulk supply of 

seals/bags should not be readily 

accessible to others.   

 

Points to Remember 

Deposits should be made 

immediately. Contributions 

should never be left in the 

church overnight, neither 

should the deposit person take 

the money home with 

him. Deposit the money in the 

night deposit at the bank. If 

there is an emergency, use a 

safe. 

 

All Sunday monies are to be 

processed so that the bank 

deposit is made no later 

than the following Monday 

(except when Monday is a 

holiday) 

Points to Remember 
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b. Any discrepancies must be noted on the envelope.  The 

envelopes should be accumulated for later use in updating 

each donor's record; that is not a counter duty and should 

not be done until the counting and banking process has been 

completed. 

 

THE COUNTING PROCESS 

 

It is required to leave outside of the counting room all brief 

cases, purses, bags, or any other container. 

 

Once at the counting table, envelopes should be separated 

according to type of receipt. Then, separate each envelope into 

cash, checks, loose change, and place to one side. 

 

All checks not enclosed in envelopes should then be placed in a 

stack face up. Then all currency should be sorted by 

denomination, face up. Stamp the back of each check. 

 

Currency 

1. Immediately after the checks, currency and coin have been 

separated, at least two counters will remain at the opening 

table and count the currency, two of whom will 

independently count and record their currency figures on the 

currency form.   

2. Use the tally sheets to record different fund designations 

for the right. For example, one tally sheet for minute 

books receipts, another sheet for church assessments, and 

another sheet for the General Offering. 
 

3. Neither counter may leave the table or perform any other 

duties until both have completed their counts and made a 

line-by-line verification of their respective figures, resolving 

any and all differences.  

 

4. When both currency counters are in agreement, one will 

record the currency on a bank deposit slip in duplicate.   

 

5. The second counter will verify the entry and, with the first 

counter, initial the deposit slip and place the original with 

the currency in a bank deposit bag which will then be 

locked or sealed.   

No deductions, exchanges or 

payments of any type may be 

made from these funds.   

Such actions are at best unethical 

and invariably open the door to 

covert deductions. 

 

Points to Remember 

Rotation of Counting Duties 

As a matter of prudent practice 

and to maintain depth of 

experience and versatility, the 

various duties described earlier 

should be rotated on a regular 

basis.  This can best be 

accomplished by disseminating a 

quarterly schedule of counting 

assignments.  That procedure will 

also facilitate securing 

replacements for unscheduled 

absences.  Although the pastor 

should designate an overall 

coordinator, narrow 

specialization or domination of 

the process by one individual is 

generally unwise.  A complement 

of broadly trained volunteers will 

help ensure that key elements of 

the system do not fall into disuse 

and thereby cause the system to 

become ineffective. 

 

 

Points to Remember 

As previously noted, the opened 

seals must also be retained for 

later comparison against the 

record of seal numbers assigned 

by the seal custodian.   

Points to Remember 
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6. Deposits should be made immediately. Contributions 

should never be left in the church overnight; neither 

should the deposit person take the money home with him. 

Deposit the money in the night deposit at the bank. If 

there is an emergency, use a safe. 

7. All Sunday monies are to be processed so that the bank 

deposit is made no later than the following Monday 

(except when Monday is a holiday) 
  

Coin 

The coin portion of the collection need not be double counted, but 

must be recorded on a count sheet and verified by another counter 

before cosigning the count sheet.   

The coin may be deposited with the currency or checks.  

Otherwise, it should be recorded on a separate bank deposit slip and 

locked or sealed in a separate bank deposit bag. 

 

Checks 

The checks should be  

a. Back-stamped for deposit,  

b. Sorted by amount and  

c. Listed on a tally sheet.   
 
When all of the checks have been so processed, each denomination 

should be tallied, the cash extensions should be made and an adding 

machine tape made.  The grand total should then be recorded on the 

tally sheet.   

 

The verifier must verify the check count and cash extensions in 

addition to running a second adding machine tape before entering 

the check total on the bank deposit slip.   

One of the adding machine tapes should be submitted with the 

checks. 

 

Documentation 

Each adding machine tape should be identified, initialed, dated and 

attached to the pertinent form.  When the counting is complete and 

the bank deposit has been prepared and sealed, all subsidiary count 

sheets, adding machine tapes and checklists must be placed in a 

designated location for later review and filing.   
 

Checking Seals 

To determine whether an affixed seal is defective, grasp opposite 

The use of serially numbered 

tamper-evident polyethylene bags 

might be a better alternative than 

the seals, because of the 

possibility of defective seals. 

Points to Remember 
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sides of the seal at the closure point, using the thumb and index 

finger of each hand, and pull firmly in opposite directions. If the 

seal opens, repeat this procedure to confirm that it is defective. 

 

Replacing Defective Seals 

1. Whenever a seal is found to be defective in connection with 

the sealing process performed by the ushers, and assuming a 

replacement seal is not available, two ushers must 

accompany the sack to its destination.   

2. Defective seals discovered by the counters in connection 

with the opening and counting process should be 

documented on the numbered seal form and retained with 

the other seals for appropriate follow-up by the pastor or 

designee.     

 

Checking Emptied Sacks 

To ensure that each sack has been completely emptied, grasp any 

point at the mouth of the sack and place your free forearm along the 

inside edge of the opposite side, parallel to the floor.  

Simultaneously pull the sack toward your body and extend your 

forearm in the opposite direction; this creates a triangle opening that 

permits easy inspection of the interior. 
 

 

Donation Records/Receipting 

(a) Individual donor records are kept as a basis to 

provide donor acknowledgements for all single 

contributions of $250 or more. 

(b) If no goods or services were provided (other than 

intangible religious benefits) in exchange for a 

gift, the receipt includes a statement to this effect 

(c) If goods or services (other than intangible 

religious benefits) were provided in exchange for 

a gift the receipt: Inform the donor that the 

amount of the contribution that is deductible for 

federal income tax purposes is limited to the 

excess of the amount of any money and the value 

of any property contributed by the donor over the 

value of the goods and services provided by the 

organization, and Provide the donor with a good 

One of the greatest threats to 
internal security is the 
establishment of a system that 
appears to be secure but, due 
to lax or missing internal 
controls and procedures, is 
actually highly vulnerable to 
attack from within.  It's 
relatively easy to create the 
appearance of security (sacks, 
seals and locked receptacles) 
but failure to effectively 
prevent surreptitious access 
to those receptacles can result 
in substantial losses which a 
facade of security will only 
serve to mask. 

 

Points to Remember 



13 

 

faith estimate of the value of such goods and 

services 

(d) Although not required by the IRS, the church has 

adopted a policy of issuing an annual contribution 

report to donors listing at least each week’s 

donations, if not each donation 

(e) The donations are traced from the weekly 

counting sheets to the donor records for a selected 

time period by the audit committee 

 

Cash Management-Secretarial procedures 

a. The Secretary records the Cash Summary Report 

and fills out the Bank deposit slip. 

b. The Secretary then places all of the appropriate 

items in the deposit envelope. 

c. The Recording Secretary receives a copy of the 

cash Summary Report. 

 

d. Items to be placed in the deposit envelope are the 

account deposit slip, a letter requesting a receipt 

from the bank through the mail, and money. 

e. For night deposit, two people should deposit the 

money at different hours each night. (A key 

should be available if needed.) 

 

CASH  DISBURSEMENTS/ Accounting Assistant 

The basic objective in establishing internal controls over 

disbursements is to ensure that all disbursements are for bona fide, 

church-related expenses, that the expenses are promptly and 

accurately recorded, and that all expenses are authorized by 

appropriate individuals (i.e. those authorized to withdraw funds, 

enter into contractual agreements, or encumber the entity in any 

way) prior to commitment of funds. 

The risk of an unauthorized use of church funds can be significantly 

reduced if procedures are established to determine what 

documentation is required to substantiate an expense and who is 

authorized to approve the expenditure. 

 

Depositing of funds 

Two members of the offering 

counting team are in custody of 

the offering until it is deposited 

in the bank, placed in a night 

depository, or the church safe. 

Points to Remember 
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1) All payments (i.e. disbursements) must be made by 

check, with the exception of minor petty cash 

transactions under a specified threshold (i.e. $30). 

Payments to individuals or vendors representing 

compensation or payment for services due is not a petty 

cash transaction. 

2) Checks drawn on the church account must be pre-

numbered and imprinted with the church name and 

account number property secured. All checks must be 

accounted for and, when necessary, voided checks are to 

be property defaced and retained. 

3) The bookkeeper/business manager (i.e. the individual 

responsible for preparing the disbursements or 

completing the bank account reconciliation) may not be 

an authorized signer on bank accounts. 

4) The church is to obtain completed, signed IRS W-9 

forms form all vendors, indicating tax identification 

numbers. An annual IRS 1099 form should be issued to 

all vendors where applicable.     

5) Expenditures over a specified threshold (which should 

be determined by the CEO) must not be made without 

permission from the CEO. 

6) Signature stamps for checks should not be used. 

7) All disbursements must be made by check and original 

invoices and/or check requests attached to support each 

transaction. This procedure is to ensure that a permanent 

record of the transaction is retained, including how 

much and to whom any payments are made and the 

reason for disbursement. If you chose to make 

disbursements electronically, remember that two 

individuals must be involved with each transaction. 

8) No payments are to be made in cash, with the exception 

of minor petty cash items. 

9) Petty cash funds may be established at churches for 

incidental expenses where a check is impractical or 

unacceptable. Petty cash funds should be kept at a 

manageable limit that is easily and regularly reconciled. 

a. Original receipts for petty cash expenses 

must be maintained as support for the 

petty cash fund. 

Knowledge of the safe 

combination should be 

restricted to those having an 

operational need to access the 

safe.  Often times, however, that 

includes one or more people not 

involved in any aspect of the 

collection process.  In such 

cases, it is best if the safe is 

equipped with a locking inner 

compartment having sufficient 

space to house the collection 

sacks.  Access to that 

compartment can then be 

restricted to the person(s) 

responsible for their storage and 

retrieval. 

 

Points to Remember 
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b. Petty cash funds are to be reconciled 

regularly and reviewed by individual 

independent of the reconciliation. 

10) Checks are not to be made payable to “cash” at any 

time. 

 

Protecting Safe Combinations and Keys 

 

1. Ordinarily, there should be no more than two keys for any 

container in which collection sacks are stored pending the 

counting process.  One key should be in the custody of the 

person responsible for storing and retrieving the sacks.   

2. Storage of the key in a desk or cabinet to which other 

persons have access would compromise security and is 

therefore forbidden.   

 

3. Where the storage and retrieval processes are handled by 

two different people, a third key will be needed. 

4. The duplicate key must be maintained in an envelope 

annotated with the name of the container it accesses.   

5. The envelope must be sealed, dated, signed and witnessed; 

the signing and witnessing signatures must be written across 

the intersection of the sealing flap to preclude tampering.   

6. The duplicate key envelope cannot be stored in the 

container it accesses, and should be accessible to the person 

responsible for opening the container in the designated 

custodian’s absence.   

7. Follow the same duplicate key procedures for the container 

housing the bulk supply of seals. 

Preferred Number of Counting Committees 

 

Ideally, a sufficient number of counters should be recruited to 

maintain at least four Counting Committees of four or more 

counters each.  At least three counters must be present before a 

count may commence.  As previously explained, just one absence 

from a three-person team would render that team ineligible to begin 

the count, hence, the recommendation for at least four counters per 

Committee.   

For obvious reasons, it is best if none of the counters on a particular 

Committee are related to any other counter on that Committee.   

It is also recommended that Accounting Assistant/Collections be 



16 

 

designated as the overall coordinator of counting operations.  This 

person may be the same person chosen to coordinate 

implementation of the overall system, and should be responsible for 

preparing and disseminating the Counting Committee schedules and 

overseeing performance, especially on days when collection totals 
can be expected to increase significantly. 

 

 

COUNTING COMMITTEE MEMBER AFFIRMATION 

I, ______________________________________have read and understood the Cash Handling 

Policy and Procedures   Handbook and the Code of Ethics of the church. 

 

I have been provided and have read the Cash Handling Policy and Procedures Handbook. ______ 

(check if applicable) 

 

I have been provided an explanation of my duties as a member of the Counting Committee.  ______ 

(check if applicable) 

 

             
Committee Member Signature                                                       Date       

 ACCOUNTING ASSISTANT FOR DEPOSIT AFFIRMATION 

I, ______________________________________have read and understood the Cash Handling 

Policy and Procedures   Handbook and the Code of Ethics of the church. 

 

I have been provided and have read the Cash Handling Policy and Procedures Handbook. ______ 

(check if applicable) 

 

I have been provided an explanation of my duties as a member of the Counting Committee.  ______ 

(check if applicable) 

 

             
Committee Member Signature                                                       Date       
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Appendix A 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 
SafeLok2 Currency Deposit Bags 

 

Tamper-evident seal activates immediately for high level security for 

all your currency deposits 

 

•       Easy-seal closure — simply press and it’s closed 

 

•       Specially formulated film shrinks and displays VOID  

        message when subjected to heat  

 

•       VOID message appears in sealing mechanism when  

        subjected to cold temperatures or chemicals  

 

•      Anti-static foil release liner  

 

•      Heat-welded side seams have seal strength that exceeds  

       burst strength of film  

 

•      Large, easy to read barcodes and sequential numbers  

 

•      Meets all Federal Reserve guidelines  
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Appendix B 

NUMBERED BAG/SEAL RECORD 

Date: ___________ Collection: /__/ Regular    /__/ Special          Time of 

Seal Numbers                    Bag/Seal Numbers                Condition                 

 Worship Service  Assigned         Used/Ret'd OK          Irregular* 

_____________   ________________   ______________   /    /     ________   

 

_____________   ________________   ______________   /    /     ________   

 

_____________   ________________   ______________   /    /     ________   

 

_____________   ________________   ______________   /    /     ________   

 

_____________   ________________   ______________   /    /     ________   

Seals assigned by: _________________   

Seals received, recorded and opened by: ____________________________ 

NOTE: The Bag/Seal custodian records the Seal Numbers. Assigned weekly before making them available to 

collectors. 

Counters record Bag/Seal Numbers. Used/Ret'd on a separate form which is submitted to the designated verifier with 

the opened bags/seals for verification against the Bag/Seal custodian’s record.  Any discrepancies must be 

investigated. 

* Explain any irregularities in detail on the reverse of this form. 
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Appendix C 

Notice of Collection Sack Irregularity 

In connection with the collection count for the Sunday indicated below, one or more problems 

were noted.  Please review this information and advise the responsible person(s) so that they will 

be able to take appropriate corrective action.   

If you have any questions, please contact the individual who completed this report. 

DATE: ____________________   WORSHIP SERVICE: _________________________ 

NATURE OF IRREGULARITY: _________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

DATE: ________________           WORSHIP SERVICE: _________________________ 

NATURE OF IRREGULARITY: _________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

DATE: _________________         WORSHIP SERVICE: _________________________ 

NATURE OF IRREGULARITY: _________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

Completed by:______________________________                                           © 1999/PSS/mwr/3/99 
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Appendix D 

GUIDELINE FOR TRUSTEE BOARD MEMBERS 

Instructions For Closing and Sealing Collection Sacks 

Immediately after the collection has been taken up, empty all of the collection baskets into the 

collection sack and, in the presence of at least one witnessing usher: 

  1. Tightly close the sack by sliding the hasp up to the neck of the sack  

 with one hand while holding the end of the rope closure with the other; 

 

  2. Close the hasp and then loop the numbered, plastic pinch-seal through the  

 hole provided in the hasp; 

 

  3. Close the pinch-seal, being careful to see that the tip of the seal closure 

 is properly aligned with and correctly enters the corresponding opening  

 opposite it; PLEASE NOTE: closing the seal requires very little force  -  

 the use of excessive force can damage the seal and thus render it useless. 

 

  4. Test the seal in the following manner to make sure it is properly engaged.   

 Using the thumb and index finger of each hand, grasp opposite sides of the  

 seal at the closure point and pull in opposite directions.  If the pinch-seal  

 opens as a result of that test, re-close and test it again to confirm that it  

 does not hold and is defective. 

If the pinch-seal is found to be defective, two ushers should accompany the sack to the business 

office or other designated interim storage location.   

DO NOT delay the closing and sealing process for the first collection pending completion of the 

second collection.  Close and seal the sack for the first collection BEFORE taking up the second 

collection.   

 

PSS/mwr/7/11/03 
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Appendix E 

Scriptures to Use During Training Sessions and Offering Collections 

Acts 20:35 
I have shewed you all things, how that so labouring ye ought to support the weak, and 
to remember the words of the Lord Jesus, how he said, It is more blessed to give than 
to receive. 

2 Corinthians 9:6-8 
But this [I say], He which soweth sparingly shall reap also sparingly; and he which soweth 
bountifully shall reap also bountifully. Every man according as he purposeth in his heart, [so let 
him give]; not grudgingly, or of necessity: for God loveth a cheerful giver.   And God [is] able to 
make all grace abound toward you; that ye, always having all sufficiency in all [things], may 
abound to every good work: 

2 Corinthians 9:10 
Now he that ministereth seed to the sower both minister bread for [your] food, and multiply 
your seed sown, and increase the fruits of your righteousness;) 

Deuteronomy 8:18 
But thou shalt remember the LORD thy God: for [it is] he that giveth thee power to get 
wealth, that he may establish his covenant which he sware unto thy fathers, as [it is] 

this day...  

Deuteronomy 15:10 
Thou shalt surely give him, and thine heart shall not be grieved when thou givest unto him: 
because that for this thing the LORD thy God shall bless thee in all thy works, and in all that 
thou puttest thine hand unto. 

Deuteronomy 26:12 
When thou hast made an end of tithing all the tithes of thine increase the third year, 
[which is] the year of tithing, and hast given [it] unto the Levite, the stranger, the 
fatherless, and the widow, that they may eat within thy gates, and be filled; 

Deuteronomy 30:8-10 
And thou shalt return and obey the voice of the LORD, and do all his commandments 
which I command thee this day.  And the LORD thy God will make thee plenteous in 
every work of thine hand, in the fruit of thy body, and in the fruit of thy cattle, and in 
the fruit of thy land, for good: for the LORD will again rejoice over thee for good, as he 
rejoiced over thy fathers:  f thou shalt hearken unto the voice of the LORD thy God, to 
keep his commandments and his statutes which are written in this book of the law, 
[and] if thou turn unto the LORD thy God with all thine heart, and with all thy soul. 
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Ecclesiastes 5:10 
He that loveth silver shall not be satisfied with silver; nor he that loveth abundance 
with increase: this [is] also vanity. 

Ezekiel 44:30 
And the first of all the firstfruits of all [things], and every oblation of all, of every [sort] 
of your oblations, shall be the priest's: ye shall also give unto the priest the first of your 
dough, that he may cause the blessing to rest in thine house. 

Galatians 6:7 
Be not deceived; God is not mocked: for whatsoever a man soweth, that shall he also 
reap. 

3 John 1:2 
Beloved, I wish above all things that thou mayest prosper and be in health, even as thy 
soul prospereth. 

Joshua 1:8 
This book of the law shall not depart out of thy mouth; but thou shalt meditate therein 
day and night, that thou mayest observe to do according to all that is written therein: 
for then thou shalt make thy way prosperous, and then thou shalt have good success. 

Luke 6:38 
Give, and it shall be given unto you; good measure, pressed down, and shaken together, and 
running over, shall men give into your bosom. For with the same measure that ye mete withal it 
shall be measured to you again. 

Luke 14:28-30 
For which of you, intending to build a tower, sitteth not down first, and counteth the 
cost, whether he have [sufficient] to finish [it]? Lest haply, after he hath laid the 
foundation, and is not able to finish [it], all that behold [it] begin to mock him, Saying, 
This man began to build, and was not able to finish. 

Malachi 3:8-10 
Will a man rob God? Yet ye have robbed me. But ye say, Wherein have we robbed thee? 
In tithes and offerings. Ye [are] cursed with a curse: for ye have robbed me, [even] this 
whole nation. Bring ye all the tithes into the storehouse, that there may be meat in 
mine house, and prove me now herewith, saith the LORD of hosts, if I will not open you 
the windows of heaven, and pour you out a blessing, that [there shall] not [be room] 
enough [to receive it]. 

Mark 4:19 
And the cares of this world, and the deceitfulness of riches, and the lusts of other things 
entering in, choke the word, and it becometh unfruitful. 
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Mark 12:41-44 
And Jesus sat over against the treasury, and beheld how the people cast money into the 
treasury: and many that were rich cast in much. And there came a certain poor widow, and she 
threw in two mites, which make a farthing. And he called [unto him] his disciples, and saith 
unto them, Verily I say unto you, That this poor widow hath cast more in, than all they which 
have cast into the treasury: For all [they] did cast in of their abundance; but she of her want 
did cast in all that she had, [even] all her living. 

 Proverbs 3:9-10 
Honour the LORD with thy substance, and with the firstfruits of all thine increase: So 
shall thy barns be filled with plenty, and thy presses shall burst out with new wine. 

Proverbs 10:4 
He becometh poor that dealeth [with] a slack hand: but the hand of the diligent 
maketh rich. 

Proverbs 11:24-25 
There is that scattereth, and yet increaseth; and [there is] that withholdeth more than 
is meet, but [it tendeth] to poverty. The liberal soul shall be made fat: and he that 
watereth shall be watered also himself. 

Proverbs 13:4 
The soul of the sluggard desireth, and [hath] nothing: but the soul of the diligent shall 
be made fat. 

Proverbs 15:22 
Without counsel purposes are disappointed: but in the multitude of counsellors they are 
established. 

 Proverbs 21:26 
He coveteth greedily all the day long: but the righteous giveth and spareth not. 

Proverbs 22:9 
He that hath a bountiful eye shall be blessed; for he giveth of his bread to the poor 

Proverbs 24:3-4 
Through wisdom is an house builded; and by understanding it is established: And by 
knowledge shall the chambers be filled with all precious and pleasant riches. 

Proverbs 28:27  

He that giveth unto the poor shall not lack: but he that hideth his eyes shall have many 
a curse. 

   


