




























FINANCIAL POLICIES AND PROCEDURES FOR PARISHES 

SECTION VII. - CASH RECEIPTS 

The parish is required to follow the Diocesan policies for handling cash receipts. All receipts excluding 

Mass stipends and Auxiliary income must be deposited into the main operating account for proper 

accounting. Cash receipts include cash and checks .The basic element in an internal control environment 

is the segregation of duties between the actual handling/ counting of cash receipts and the recording of 

receipts in the parish accounting records. 

OFFERTORY COLLECTIONS 

Each parish must maintain a written offertory collection process that is utilized on a weekly basis. The 

written policy shall include at a minimum the following criteria: 

1.) Offertory collections are to be secured immediately following the completion of the collection. 

Serially numbered, tamper-proof bags are required to be used by the ushers for all parish 

collections. Mass time, date, two usher signatures and the bag number are to be written on a 

form and placed in the bag before the bag is sealed. Funds are to be handled by two unrelated 

persons at all times. A log to account for the pre-numbered tamper proof bags must be 

maintained in the parish office. Parishes must utilize safes with limited access where the 

collections can be stored until counted. Access can be limited by either restricting access to the 

combination/ key or having a drop safe, where bags can be deposited without actually opening 

a safe. The collection or keys are not to be left unsecured in the possession of any one person. 

Safes must be stored in a secured and monitored location on the parish premises. 

2.) If second collections are held, the funds are to be segregated in a separate tamper proof bag. 

3.) Each parish shall establish a team of rotated counters who are responsible for the counting of 

the offertory collection. The group is to include a minimum of three unrelated individuals and no 

parish employees. The parish bookkeeper, and pastor / administrator is to have no part in the 

offertory counting process. In addition to counting the offertory collection, a volunteer shall 

complete the appropriate deposit slip and accompany the offertory to the bank for depositing. 

4.) The volunteer count team shall complete an offertory count sheet(s) which is to be used to 

account for each type of cash and determine the total collection received. This sheet shall be 

compared to the deposit ticket to insure completeness and signed by the members of the count 

team upon completion. 

5.) A copy of the signed count sheet and duplicate deposit slip sent to the bookkeeper before going 

to the bank. The parish bookkeeper shall be responsible for recording all receipts in the parish 

accounting records 

6.) The parish bookkeeper or another designated parish employee shall record contributions to the 

individual donor's account. 
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