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Policy for the Processing of Collections 
 
[ Owner: Office of Finance and Accounting ] 
 

1. After the collection is passed, two or more ushers or other volunteers or staff members 
place the collection into a bag which is secured. If possible, the bag should be brought 
immediately to the safe by these same two ushers/volunteers/staff members. 
1.1. If placing the collection immediately into the safe is impossible, it should be 

placed in a secure location and at no time be unattended.   
1.2. At least two persons must together take the money to the vault or safe. 
1.3. Every effort should be made to provide a vault in the sacristy or other secure 

location within the church building. 
1.4. Access to the safe or the key to the locked bag should be in the possession of the 

head money counter or bookkeeper who does not gain access to the collection 
until the time when he/she is accompanied by at least one other person. 

 
2. If practical, the collections should be placed in the night depository at the bank servicing 

the parish. If this procedure is not practical, the collection must be placed in the vault or 
safe which remains locked at all times. 
2.1. Should the collection be placed in the bank’s night depository, the money bags 

must be of the sort which lock without a key and the person transporting the 
locked bags from the bank to the parish cannot have the keys to the bags in their 
possession. 

2.2. Should the collection remain in the parish vault or safe limited access to the 
vault or safe must be maintained. 

 
3. After the collection is secured in the vault or safe, it remains untouched until the 

designated time for counting, when at least three (3) persons are present to prepare the 
cash receipt.  
3.1. A money counter or staff person should obtain the collection from the vault/safe 

while accompanied by another counter or staff person. 
3.2. The bag(s) must not be opened until such time as three (3) or more persons are 

available for sorting and counting.  
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4. Counting/Handling of the Collection: 
4.1. The contents of the first collection should be dumped out and sorted by 

envelopes and loose money.1 
4.2. If there are any checks in the loose part of the collection, the names/addresses 

and amounts should be written down for recording by the office staff and 
included with the envelope figures on the deposit sheet. 

4.2. The loose money should be counted and then verified by a second person.  The 
loose money figures should be recorded on the deposit sheet. 
4.3. The envelopes should be opened one at a time and the amount recorded on the 
front of each envelope (legibly and preferably in red ink).  The money/checks removed 
from the envelopes should be counted and verified by a second person.  The envelope 
money figures should be recorded on the deposit sheet. 
4.4. Deposit sheet for the first collection should be totaled and verified. 
4.5. If there is a second/special collection, repeat the above procedures and record 
on deposit sheet. 
4.6. The cashing of checks and removal of any monies from the collection is 
prohibited!  Cash withdrawals from the deposit are not allowed.  All monies in the 
collection must be deposited as received and the collection kept intact. 
4.7. All checks should be endorsed with a self-inking endorsement stamp.  A 
calculator tape of the checks should be attached to the checks and verified by a second 
person. 
4.8. If there are other items to deposit (such as candle money, baptisms, masses, 
etc.), the money should be counted and recorded on the “Other Items” section of the 
deposit sheet accordingly.  This section should be totaled and verified. 
4.9. Grand totals should be added and verified. 
4.10. The deposit ticket should be filled out and ready to go to the bank. 
4.11. When complete, the money/checks should be returned to the office along with 
the deposit sheet and deposit ticket for the bank..  The collection will be brought to the 
bank by office staff or money counters that same day (or at the latest - the next day).  
The bookkeeper also needs a copy of the deposit sheet for recording in the accounting 
software. 

                                                        
1 Loose money is cash/coins only. Loose checks should be included with envelopes. 
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4.12. All envelopes should be totaled by collection and given to office staff for 
recording in the computer program provided by the Office of Computer Operations.2 
4.13. Envelopes should not be combined or manipulated in any way.  The office needs to 
record each envelope accordingly.  No envelopes should be retained for a later date. 
Rather, they should be deposited each week. 
 

5. Ideally, each parish should have five teams of money counters (consisting of three or 
more members per team).  If five teams cannot be formed, there must be at least two.  
Husbands and wives should not be allowed on the same team.  The groups should be on 
a rotating schedule. 

                                                        
2  currently the “Offering” module within ParishSOFT 


