
 

AC 3.29.22 
 

 

DIOCESE OF SAN BERNARDINO 

Office of Parish Assistance  

GUIDELINES FOR MONEY COLLECTION FOR MINISTRY GROUPS  

 ST. ANTHONY PARISH 

 Tamper-proof bags will be pre-assigned by the parish office PRIOR to the event and will be placed on the black safe in 

the pantry clearly marked for the ministry. Please call Lindsey at 985-2803 xtn 250.  

All money collected must be turned in to the office intact. This means no reimbursements are made from the collections 

and no money can be kept for miscellaneous use. The money must be turned in by placing the tamer proof bag in the 

black safe in the pantry. Money should NEVER be taken home. For better record keeping by the ministry leader, a 

verified copy of the income statement can be issued when the money is turned in to the parish office.  

Procedures  

1) Contact parish office to request pre-assigned tamper proof bags, receipt book (if needed), cash box/bag, QR code for 

credit card intake and income sheet. (Hospitality will have a tamper-proof bag for each mass).  

2) All monies collected (cash and/or checks) should be handled by at least two individuals at any one time. Deposits 

should be accompanied by Income sheet form and filled out completely, with signatures.  

3) All money collected must be secured in tamper proof cash bags by two or three individuals.  

4) The tamper-proof bag(s) should be deposited into the black safe located in the kitchen pantry. The bag should be 

labeled with the name of the ministry and date of the event/gathering.  

5) Receipts should be issued when proof of purchase is needed, for example retreat registrations and large book orders, 

wreath orders, event ticket purchases. (white copy to customer, pink copy for office, yellow copy for ministry). 

*QR code payments should be confirmed by seeing the “Thank you, your payment has been submitted” message on 

the customer’s phone.  

6) At the end of an event, where money is collected, receipts should be separated by cash/check payment and QR 

code/credit card payments. Cash/check receipts should balance with the money and checks collected. Discrepancies 

should be addressed immediately with the proper ministry leads and reported to Business Manager.  

7) Inform office when money bag is deposited.  

Should you have any questions please call the Business Manager at 909-985-2803 xtn 211. 

Thank you, 

 

Fr. Gerald Vidad, Pastor 

St. Anthony Parish 


