WEEKLY COUNTING PROCEDURES

Revised 2/15/2008

Note: This job must be performed by two unrelated people. If your partner is not available, please find another person capable of doing the job.

Fill out pledge page of weekly tally sheet with check and cash pledges from numbered envelopes. (Indicate on the envelopes the dollar amount and whether check or cash.) Please add

pledges without numbered envelopes, by listing full name of contributors.

Fill out page 1 with all other payments, including Altar Flowers, Rent, Organization Income. Remember to sign and date the tally sheet.

Any loose money from the collection plate should be placed in the Plate Collection row. On the first Sunday of the month, this amount goes in the Outreach Collection row, instead. 

Add both pages, combining check totals and the cash totals together into the Grand Total at the bottom of the second page.

Endorse all checks with "St. Paul Deposit Only" stamp.

List all checks on the bank Deposit Ticket in ink. Ensure Grand Total from Weekly Tally sheet equals the Total on the Bank Deposit Ticket.

Recheck the pledge envelopes with the Weekly Tally sheet to insure proper number is credited with correct pledge amount.

At the copier:

Make 2 copies of all checks

Make 1 copy of tally sheet

Make 2 copies of deposit ticket

Copy all Flower checks and put the copy in the Altar Flowers Box.

In treasurer’s box put:

1 copy of the weekly tally sheet

1 copy of the deposit ticket

1 copy of all checks

In Assistant Treasurer’s box put:

1 copy of the deposit ticket

Tally sheet original (stapled to deposit ticket)

1 copy of all checks

Place original Deposit Ticket, cash and checks into deposit envelope. Write the total amount to be deposited on the outside of the deposit envelope. Deposit into ATM using the ATM card found in Treasurer’s box. (Deposit into checking.)

Staple the ATM receipt to the materials in Treasurer's box; return ATM card to box.

Thank you!

