T4C Cash Handling Policy and Procedures
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These policies are to help hold T4C and its members be accountable to how the cash is handled in various situations in the church. God wants us to be good stewards of all He has given us, in both the little things and the big things; these policies, when followed, will help us to serve His church with faithfulness and integrity.

General Policies
1. All money collected shall be deposited in full. No money shall be taken out of the collected funds to cover other expenses. 

2. All money collected from the selling of items and group activity fees must be accurately recorded to account for the number of sold items or participants involved in the activity. Forms have been created to help you record this information. See next point.

3. Prepare all money to be deposited to the Treasurer by recording the Total amounts of checks and currency as well as noting the name of the person counting it. Three forms are available to record this information, as well as other necessary information according to the given situation.

a. Finance Request Form -  Fill out the Credit section for small deposits when the following forms do not apply

b. T4C Activity Fund Collection Form – This form is intended to be a template for Retreats, VBS, and other events where participants must pay a fee. The form provides a place for participant names, the amount they paid, and the total amount collected.

c. T4C Record of Sales Form – For any items sold, such as T-shirts, food, or books — this form will help record the items in stock, what was sold, price, and payment received. Several templates are available to be use as a guide. Actual names of individual purchasers need not be submitted, but it may be helpful for the sales process.

4. Deposit all money collected to the Treasurer or place the deposit in the secured collection site in the Church Office with the completed form, as soon as possible. Activity fees must be turned in within 30 days of the event’s conclusion.

Monetary Collection Procedure from Uncontrolled Sites (Honor system sites - YG drinks, library fines, classroom offering)

1. If a lock-box is in place, the Treasurer is to collect the lock-box on a weekly basis. The opening of the lock-box will follow the Offering Counting Procedure.

2. If no lock-box is in place, a fund collection location or receptacle must be established. Someone must be assigned to collect the money at the end of each day’s giving opportunity. The money is to be counted, the Credit section of the Finance Request form is to be completed, and all items turned into the Treasurer or secured collection site in the Church Office immediately. 

Monetary Collection Procedure from Controlled Sites (Money handed to a person for purchases or fees)

1. Set the time for the payment collection, (ie., Bookroom hours, 1-month Sunday School book sales)

2. If applicable, have an inventory of the items to be sold. Use the T4C Record of Sales Form or use it as a guide to provide the necessary information.

3. Record the necessary information with each payment received. Refer the General Policies section above (in points 2 and 3) for the type of information that must be provided with your deposit.

4. At the end the established time of payment collection, the record of participants/purchased items and money received should agree with actual amounts.

5. Turn in the completed Form with money to the Treasurer or secured collection site in the Church Office.

