
FINANCE MINISTRY 

 

POLICIES AND PROCEDURES 

 

The following guidelines have been established to assist our count team in 

taking accurate and secure measures in counting donations and other receipts 

that come in through the offering buckets and the various drop box locations. 

 

1. Tithes/Offering Envelopes 

 

Verify contents of envelope against the amount written by the donor 

on the envelope.  Indicate the amount (Do Not use the “$” symbol) in 

the upper right hand corner and initial at the bottom right hand of the 

envelope.  If a check is enclosed, indicate such by use of the letters 

“CK” in the upper right hand corner next to the written amount of the 

item.  Please verify that the check is made payable to Faith 

Chapel, and also verify that the NUMBERIC dollar amount and 

the written LEGAL lines match.  Lastly, verify that the check is 

signed.  If not, an error letter should be done, therefore write 

“ERROR” on the envelope, make and send the copy to the 

business office (including contents if you are unable to process the 

contribution and the business office will connect with the donor). 

 

ALSO, please verify what is written on the envelope for the 

various designations such as tithes, offering, building fund, etc. and 

verify that the sum of the parts equals the total of what is shown on the 

envelope.   

          If they do not equal, the adjustment should be made to the 

offering only and never the tithe if you as counter are able to make a 

determination.  If you are not able to make a determination, mark it as 

an error and send it to the business office to the data entry team. 

 

(NOTE:  Use a RED ink pen to note amounts). 

 

A. Be attentive to amounts written on the envelope. 

1. If a name is not readable and a check is enclosed, please print the 

donor’s name “only”.  Do not print their address. 

 

2. If there is no information on the envelope with the check       

                  enclosed, please complete information pertaining to the  



                  donor.  If the enclosed amount is not indicated or designated on 

the outside of the envelope except by use of check marks only on the 

envelope, but the check does indicate or designate the donor’s intent in the  

                  “for” section of the donor’s check, please write the amounts as 

appropriate on the envelope.   

 

 

       If there is no designation whatsoever, “never” try to 

determine whether the donation should be posted to tithes, 

offering, etc.  Simply write the amount in the upper right hand 

corner of the envelope and initial at the bottom.                  

 

                        NOTE:  In cash situations, if the amount is not designated 

                        just write the amount enclosed in the upper right hand  

                        corner of the envelope and initial at the bottom.   

                                

3. Make a tape of the bottom line amount in the envelopes, write 

“Env” on the tape, Batch #, indicate whether it is W/T 

(Wednesday/Thursday) Service or Sunday Service, whichever 

is appropriate and place a rubber band around the envelopes 

with the tape on top.  Then, make a tape of the checks, write 

“CKS” on the tape, Batch #, indicate W/T 

(Wednesday/Thursday) Service or Sunday Service whichever 

is appropriate, and place a rubber band around the checks 

with the tape on top.  Make sure both tapes balance, then 

place stack of checks on top of the envelopes and rubber 

band them together. 

 

i)  As indicated above, remember to verify number amount on  

   check and the spelled out amount (legal line) of the check  

   match.  Also note signature as well as check is made  

 payable to Faith Chapel.     

 

                     ii)  If the amounts do not match or check is not signed,   

  two copies of the check should be made and set aside for              

                           an error letter. 

 

4. If both check and cash are in the envelope, please indicate 

(CK) and the amount of the check and indicate (Cash) and 

the amount of the cash, draw a line and total the amount.  Be 



sure totals match what is shown on the envelope by the 

donor. 

 

 

i)  When tallying the check/cash stack, make a tape of the  

checks and then a tape of the envelopes.  At this point, 

the tapes “will not” balance.  We will need to run the 

cash through the currency counter, balance the coins if 

applicable, make a tape with the check amount, cash 

amount, and the coin amount.  This should then balance 

with the envelope tape total.  Staple the tape with the 

check amount, cash amount, and coin amount to the 

back of the envelope tape.   

                     

5. If cash is in the envelope with nothing written on the 

envelope, place the money in God’s Gift (database name 

given to anonymous donations) bucket if the amount is less 

than $10.00.   If MORE than $10.00, please  

leave the money and envelope with the stack your are 

counting for balancing purposes and continue processing 

anonymously.        

 

6. Gifts to anyone other than Pastor are to be removed from the  

envelope and placed in a small yellow envelope.  Complete 

the yellow envelope.  EXAMPLE – TO MRS. PETE, 

FROM JOHN DOW – SHOW HIS/HER NAME, 

ADDRESS AND PHONE #.  Circle this on the envelope 

and mark it “DONE”.  This amount is deducted from the 

total amount shown in the donor’s envelope.  Only the 

actual amount for tithes, offering, bldg fund, etc will be 

posted for the donor.  THE AMOUNT TO MRS. PETE 

WILL “NOT” BE POSTED.   
 

B. Prior to laying the envelope aside, please double check to make 

sure all procedures have been followed.   

 

1. Occasionally, a donor will make an error.  In this case,  

if the error is $10.00 or less, boldly note error on the 

envelope and process the envelope as normal. 

 



 

 

 

2. When the error is more than $10.00 and involves cash, have   

another VP to verify this also (TWO INITIALS), make two 

copies of the envelope and set the copies aside for an error 

letter to the contributor.  

 

 

 

 

C. For the sake of data entry, please place envelopes in small stacks  

not more than 50 in a stack.  

  

                          

 

D. At the end of each service (Wednesday/Thursday, Sunday  

Service), cash, checks, coins are placed in a bank bag with a 

deposit slip of contents in the bank bag.  If more than one bag is 

needed a deposit slip is done for each bag making sure this 

balances to what is shown on the computer.   

 

If there are checks going to the bank from the other receipts ( i.e. 

Book Store, Tape Ministry, and all other non tax deductable 

receipts,  etc) a double tape is made by another VP other than the 

VP that counted.  The yellow copy with the tape made by the VP, 

and the white copy of the tape is placed with the checks and then 

placed in the bank bag.  Bank bag is then sealed for the bank 

deposit.   

 

 

NOTE:  Each VP records what is counted on their individual 

sheets.  At the end of each service each VP’s sheet is given to 

the designated person to record on the computer spread sheet.   

This will also include recording all others (Fellowships, Book 

Store, Tape Ministry, etc.). 

 

 

 

 



 

 

 

NOTE:  Deposit slips are made in triplicates with the bank bag       

number written on the deposit slip.  The original deposit slip is 

placed in the bank bag, pink copy is laid aside with the bank 

bag strip stapled to it along with the currency counter printed 

total for the particular services (Wednesday/Thursday & 

Sunday) to be placed with our blotter at the end of the day, and 

the yellow copy saved to be stapled to the tally sheet going to 

the business office. 

 

 

 

E. Record Keeping 

         

1. Receipts/Offerings of each service are recorded 

separately on the spread sheet, i.e. cash, currency, and 

coins. 

 

                    2.  Funds received from other ministries, i.e Fellowships,  

                         Student/Children Ministry, Mike Moore Ministry, Book                                                    

                         Store, Tape Ministry, etc are all also recorded on the  

 spread sheet. 

                      

                3. The sheet with the bag numbers is printed for the courier 

 to verify with his/her signature along with the team lead 

signature (or his/her designated person) and the bank 

bags are placed in the safe for the courier (currently 

LOOMIS)  to pick-up on the negotiated service day or 

placed in the black bag for a VP courier to get with the 

Police Officer to take to the bank.  

 

4. Place all envelopes and checks in the black container  

along with folder for the business office with all contents 

for them in the container which include spread sheet, 

copies of VP’s that worked with yellow copies of deposit 

slip stapled to back, copies of error letters, gifts to other 

ministers, and copies of others ( Book Store, Tape 



Ministry, Mike Moore Ministry, etc).  AS AN ACT OF 

KINDNESS, PLEASE PLACE THE COPIES OF 

OTHERS IN ALPHABETICAL ORDER. 

 

 

 

 


