COUNTING PROCEDURES

1. Remove all the budget envelopes from the vault\safe. This needs to be completed by two people.

2. Put all the envelopes in numerical order. Break them down into segments of 100’s (ie. 1 to 99,100 to 199, etc). They are set horizontally into collection plates so the counter can confirm the number sequence.

3. All special offering envelopes are sorted out and added by numerical sequence to the original breakdown.

4. The envelopes are then opened.

a. Verify that the check is made out to the church, that the written amount and the contributed amount are the same and that the check is signed.

b. Write the contributed amount on the outside of the envelope if it does not appear. Confirm that the contributed amount and the written amount is the same if the donor has written the amount on the envelope.

5. Write the budget envelope number on the “Counter Form” and the contributed amount in the appropriate column.

6. When all the envelopes have been recorded. Total each column vertically and horizontally and verify the totals. Keep separate totals for checks and for cash. Count your cash and checks and made sure that the totals are the same.

7. Endorse all checks “For Deposit Only.”

8. Sign the “Counters Form” and turn it over to another counter to recount and verify the totals. The second counter will then sign the form and turn it over to the Lead Counter.

9. The Lead Counter receives all the money and paperwork that has been totaled and counted. He then posts this information to his computer (ie. “Deposit Summary Report”) and verifies the totals for each batch that he posts.

10. The money is then returned to the counters where it is consolidated into packs of similar denominations, banded and prepared for deposit.

11. The counters take a final total of all the cash and verify that the total is the same as the Lead Counter.

12. A deposit slip is prepared with the date of the Sunday it was collected. A copy goes with the deposit and a copy to the Lead Counter.

13. He then puts a copy of the deposit slip with his paper work and gives this to the church Administrative Manager.

14. The money is placed in bank deposit bags and picked up by a courier or two people take the deposit to the bank.

15. The Lead Counter prepares the “Deposit Summary Report” and forwards the completed report to the Administrative Manager.

