
COLLECTION POLICY 
 

St. Basil the Great – Charlotte, North Carolina                Holy Cross – Columbia, South Carolina 
 

Collection Procedure 

 

As soon as the collection has been taken, it is to be retrieved and combined by at least 

two ushers.  

 

The collection may be entrusted to the clergy or servers in the altar for the remainder of 

the liturgy, or they may be secured and locked away immediately. 

 

If the collection is given to the clergy or servers in the altar for the remainder of 

the liturgy, they should be removed from the altar immediately after the 

conclusion of the liturgy.  

 

Provision should be made to issue tamper evident bags. A master log of all tamper 

evident bags is to be maintained. Upon issuing the tamper evident bags, the bag 

numbers should be recorded on the master log.  

 

A sub-log should also be prepared for each liturgy, and for any special collections. The 

bag numbers issued for each liturgy should be recorded on the applicable sub-log, and 

the sub-log should be attached to the bags being issued. 

 

The seal tag should be removed from the bag, attached to the sub-log and recorded on 

the sub-log as used. The sub-log should be signed and dated by all ushers (as a rule, at 

least two ushers) handling the funds.  

 

The sub-log with seal tag attached, unused bags, and sealed used bags are to be 

transported by two ushers to a secured area, i.e., a safe or a locked fireproof filing 

cabinet in the sacristy. (The secured area should be one that cannot be picked up and 

moved by someone). 



The use of safes with hoppers is strongly encouraged. The bag can be dropped into the 

safe via the hopper. Only the pastor and business manager need access to the safe. 

 

The funds collected should remain completely intact until deposited at the bank. Cash, 

checks, and envelopes should never be removed from the collection for any purpose 

whatsoever. 

 

Counting Procedure 

 

The collection is to be counted and recorded by at least two designated, unrelated 

persons. 

 

If a designated counter is not available, then a substitute counter should be assigned. A 

list of substitute counters, with contact information, should be maintained. 

 

The parish/mission should establish a team of counters, which could be made up of 

three or more individuals, depending on the size of the community, and teams should 

be rotated monthly. 

 

The tamper evident bags are to be unsealed in the presence of the counters (at least 

two).  

 

Members of the count team not involved in sealing or transporting the bags should 

verify all the bag numbers used/unused by writing their initials next to each bag 

number, as it is opened, on the sub-log containing the bag numbers originally issued.  

 

If any bag is missing, or if there is evidence that any bag was tampered with, a report 

should be made to the pastor/administrator immediately. 

 

The sub-logs should be returned to the parish/mission office and the master log 

updated for bags used/unused.  



The office is to attach the sub-logs to the master log, ensuring all bags have been 

accounted for. 
 

After the last liturgy for the day, the funds are to be taken to the bank immediately for 

deposit (using the bank night depository if the bank is closed), or secured in a safe until 

they can be deposited the next day. No funds are to be left unsecured in the church 

overnight. 
 

Counting Procedure Step-By-Step 

 

The following supplies should be available before the count is started. 

1. Count Sheet  

2. Bank Deposit Slip 

3. Calculator  

4. Parishioner Listing 

 

The collection should be separated by the various accounts, as shown on the cash 

receipts count sheet. To simplify the count, one person could count the regular 

collection, and the other could count all of the miscellaneous donations and income. At 

least two people count all receipts, and a deposit slip is prepared which matches the 

cash receipts (less any in-kind donations). 

 

1. Separate church envelopes from loose checks and loose cash. Organize currency and 

coins by denomination. 

 

2. Count and record the cash, using the following procedures: 
 

a) Count and record the quantity of each denomination received (e.g. $20 bills: 6; 

$10 bills: 18, etc.). Multiply the denomination by the quantity and sum these 

amounts. Record the total. 

 

b) Count the currency and coins in the traditional manner. Record the total. 



 

c) Compare the totals in (a) and (b) above. Investigate any discrepancies. 

 

d) Record the total amount of currency and coins received on the deposit ticket. 

Checks which are not in an envelope should be kept separate and 

photocopied. 

 

e) If the census is handled manually, each check should be recorded during the 

count process. If the name is not on the official donor list, record the name 

and the amount on the list. 

 

f) If the census is handled by computer software, copies of loose checks should be 

bundled with opened envelopes. After the count has concluded, the envelopes 

and loose check copies should be entered into the census software program. If 

the name is not included in the donor data base, create a new record for the 

donor. 

 

3. Open all envelopes and check to see if the amount written on the outside of the 

envelope agrees with the enclosed amount. Circle the amount, if correct. If incorrect, 

mark and circle. 

 

a) If the census is handled manually, each envelope should be recorded on the 

donor list during the count process. Keep and attach all envelopes to the 

count sheet, and use it to update any pertinent information from the donor 

(i.e., address change, specific purpose of donation, etc.). 

 

b) If the census is handled by computer software, opened envelopes should be 

bundled with loose check copies, and then entered into the program. 

 

4. Endorse all checks, using the deposit stamp. 

 



5. Prepare two adding machine tapes of all the checks received. (Set the adding machine 

so that the number of entries is accumulated on the left side of the tape.) Ensure that 

the totals of the two tapes agree. 

 

6. Prepare an adding machine tape of the amounts recorded on the donor listing. (Set 

the adding machine so that the number of entries is accumulated on the left side of 

the tape.) 

 

7. Compare the totals from the two steps above. Investigate any discrepancies. 

 

8. Record the total amount of the checks on the deposit ticket and attach one of the 

adding machine tapes of the checks. Identify the adding machine tape by stamping 

with the deposit stamp. 

 

9. Record the totals on the cash receipts count sheet corresponding to each account or 

type of income/collection. All counters are to sign and date the cash receipts count 

sheet. Keep the deposit slip copy and send the original deposit slip to the bank. 

 

10. Place the deposit and the original deposit slip into a tamper evident bag, seal the bag 

and deposit it in the bank. The bank will process a receiving slip for the deposit and 

hold for pick-up or mail back to the parish/mission. The numbered bag seal should 

be removed and stapled to the count sheet and deposit slip copy. 

 

11. An entry to record the deposit should be made by reference to the completed cash 

receipts count sheet. 

 

12. Compare the receiving slip issued by the bank with the deposit slip copy and with 

the cash receipts count sheet. Investigate any changes or differences. 

 



13. Reconcile the total of loose checks and envelopes from the count sheet to the total of 

the weekly census (contribution) batch report. Any discrepancy should be 

investigated and resolved immediately. 

 

14. Receipts should be deposited as quickly as possible at the teller window or night 

deposit. Attach bank prepared receipt to the deposit log. 

 

15. The bank should possess a contact number in case of discrepancies. 


