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Income Handling Policy 
 
Purpose 
Prudent and consistent practices in handling money are needed to maintain a trustful climate. This 
policy is intended to provide verification and support for those entrusted with handling the funds 
of the congregation. The general principles follow: 
 

1. A team of two unrelated counters always handles the congregation’s income. The teams of 
two rotate monthly. 

2. Counters are approved by the Congregation Council. The Financial Secretary and the 
Treasurer will not act as counters.  

3. All income transactions are recorded and verifiable. Records will be kept on a confidential 
basis with access to the Pastor, Financial Secretary, and members of the Mission Support, 
Budget & Finance and Audit Committees. 

4. Whenever possible, immediately following the service two unrelated people will count the 
contents of the offering plates. Congregation funds will not be taken to private homes for 
counting. For mid-week and extra services, if the amount collected warrants immediate 
counting and depositing, two counters will count the contents of the offering. If the amount 
does not warrant immediate counting and depositing, the offering will be placed in the 
Parish Office Lockbox and counted on the next Sunday. If contents of the offering plates 
cannot be immediately counted and deposited following a service, one counter will be 
responsible for placing the contents of the offering plates in the Parish Office Lockbox and 
will arrange a time for the offering to be counted on premises and deposited later in the 
week. 

5. The Weekly Counter Sheets are completed by the two counters as follows:  
a) The counters enter the SERVICE DATE and COUNTER(S) NAMES. The counters must 

print their names.  
b) All envelopes with a donor name or number included will be entered as 

UNDESIGNATED FUNDS: ENVELOPES. 
c) All cash not linked to a donor will be entered as UNDESIGNATED FUNDS: LOOSE 

PLATE. 
d) Any envelopes or checks referencing other UNDESIGNATED FUNDS categories must be 

totaled. 
e) Any envelopes or checks referencing one of the DESIGNATED FUNDS categories must 

be totaled. 
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f) The counters must ensure that each check has been endorsed using the self-inking 
stamp kept in the black zipper pouch. 

g) The counters fill out a deposit slip with the cash and check subtotals clearly listed.  It is 
not necessary to list checks separately on the deposit slip.  Blank deposit slips may be 
found in the black zipper pouch. 

h) The counters fill in the requested information on the outside of a plastic bank deposit 
bag, then put the cash, checks, and deposit slip into the bag and seal it. The counters 
complete the tear-off strip with the date, amount of the deposit, and signatures. The 
counter attaches the tear-off slip, and the calculator printout tapes to the completed 
Weekly Counter Sheet and leaves it in the folder for the Financial Secretary. 

i) The counter will deposit the bag in the night box on the same day, or they will be put in 
the lock box in the office. It should be deposited within 48 hours. Under no 
circumstances do donations leave the building unless they are going directly to the 
bank. 

j) The Financial Secretary will monitor counting supplies (Weekly Counters Sheet, bank 
deposit slips, bank deposit bags) & replenish as necessary. 

6. The Financial Secretary enters the data for the Weekly Counters Sheet into the Financial 
Secretary Report spreadsheet and into Realm software. This is a database of funds and 
givers. The Financial Secretary only enters amounts into Realm software for donations, not 
payments for services (payment for a Youth Trip, etc.) 

7. On a monthly basis, the Financial Secretary provides the Financial Secretary Report to the 
Treasurer who prepares a monthly income statement of income and expenses.  

8.  On a quarterly basis, the Financial Secretary reconciles the total in each fund in Realm 
software to the Financial Secretary Report. After reconciling the software to the report, the 
Financial Secretary prints individual giving statements from Realm software for any donor 
who donated over $100 that quarter and any donor who has made a Statement of Intent for 
the year. The statements are emailed or mailed to the donors.  

9. For any issues or concern contact the Financial Secretary. 
 


