COUNTING OFFERING MONEY

· COUNCIL MEMBERS WILL EACH TAKE A MONTH FOR COUNTING OFFERING.  A SIGN-UP SHEET FOR THIS WILL BE CIRCULATED AT THE FIRST COUNCIL MEETING OF THE YEAR.
· IF YOU ARE UNABLE TO BE PRESENT ON ONE OF THE SUNDAYS YOU ARE SIGNED UP FOR,  PLEASE FIND ANOTHER COUNCIL MEMBER TO DO IT FOR YOU.

After church take the offering plates from the altar and take to church office.  The book and information you need are in the bottom drawer of gray filing cabinet on the right. 
1. Sort into groups:
· Offering Envelopes
· Loose offering  (Checks and Cash)
· Sunday School
· Memorials
· Noisy Offering (only 3rd Sunday of month)

2. Open offering envelopes:
· Compare amount in envelope with amount written on front. 
· Enter dollar amount on envelope if not already written in.
	(It is not necessary to write the name if omitted.  The envelope 	number is what is used to record the offering by family)
· It may be helpful to put cash envelopes and check envelopes into
separate groups for comparison in case numbers don’t match. 
· Check zippered 1st United Bank bag in drawer for any offerings that may have come in during the week and include them .

3. Record amount for each category / fund on the worksheet
· Record total amount for loose offering and photocopy checks together
· Record total amount for special/misc funds and photocopy checks together
· Miscellaneous line is for building or other misc. fund 
(Note who check is from and what it is for)

4. When cash is given for a miscellaneous fund, please list on the worksheet the amount given, name of giver, and person in memory of if it is for a memorial

5. Total columns on worksheet

6. Use Endorsement Stamp - all checks for deposit (top drawer of counter)

7. Fill out a deposit slip and place all cash and checks with calculator tape of checks along with completed deposit slip in a church envelope, seal and place in bank night deposit.  

8. If it is Noisy Offering Sunday leave that in a bank bag in the drawer and church secretary will take care of having that counted and deposited.

9. Leave worksheet, photocopied checks, other notes on office desk
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