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Diocese of Knoxville 
 

 
 

 

Diocesan Policy on Cash Collections 
 

Introduction 
 
Many of our parishes have highly trusted individuals or groups of people who have faithfully dealt with counting and 
recording the weekly collection for years. They are true parish treasures. However, it is clear that in many instances 
these same generous individuals would be exposed to embarrassing scrutiny if an irregularity in parish finances were to 
occur. Because of the lack of standardized safeguards and procedures, we put them at unnecessary and unjust risk. 
Additionally, it is clear to everyone that we owe the faithful of each parish our very best efforts in safeguarding their 
sacrificial offering to God.  
 
There is the concern, especially within smaller parishes, that adding additional volunteers to count the collection will 
jeopardize the confidential contribution records of other parishioners. Simply put - many church members do not want 
other parishioners knowing how much they contribute to the Church. It is very important that every volunteer 
understands the confidential nature of their task and commits to maintaining that confidentiality in the strictest terms. 
No information gained while counting the collection is to ever be spoken of, under any circumstances, except in cases of 
suspected wrongdoing. 
 
A concerted effort has been made to develop procedures that will be consistent throughout the diocese but flexible 
enough to accommodate every parish. Most parishes have long standing procedures for dealing with the offertory 
collection. Changing these practices to comply with a universal diocesan policy will be difficult. However, given the age 
in which we live, it is essential that we take these steps. This policy applies to all parishes of the diocese. It may be 
supplemented with additional controls if such is deemed advisable. 
 
The principles upon which the policy is based are straight forward. 
 

 To secure the collection immediately. 

 To account for the money by promptly counting and recording the amounts in a process that does not involve 
those who will otherwise keep records or write checks. 

 Provide a means of verifying that all the money is immediately deposited properly in the bank. 
 
These procedures will help safeguard the parish’s assets, protect those who deal directly with parish money, 
demonstrate responsible stewardship, and create a consistent practice throughout the diocese. 
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Care has been taken to devise a policy that will not hamper the bookkeeper or others responsible for posting 
contributions. Those responsible for recording contributions will do so from the data contained on the offertory 
envelopes and from posting information sheets. Safeguards will be in place to insure the accuracy of this information. 
 
This policy in its present configuration deals only with the offertory collection until it is deposited in the bank and the 
individual contributions are recorded.  Future iterations may incorporate procedures dealing with other aspects of 
money handling. The data forms mentioned here (Appendices A-1, A-2, A-3) are to be found at the conclusion of this 
document. These forms may be modified to accommodate the needs of each parish. You will also find a Detail of 
Procedures which lists the collection counting procedures in the order in which they occur. These pages may be 
photocopied and posted for easy reference as an aid to the Counting Teams. 
 
The structure and organization of the Count Teams found in this policy is intended to provide essential oversight and 
accountability. Each parish may adopt a structure that best suits the individual parish's needs as long as the oversight 
and accountability remain intact. 
 
 

Overview of Procedures 
 
 
Secure depository 
Every parish must have a locked, secure place to store the collection until it can be deposited. 
 

 A heavy safe or strong lockbox secured to the wall or floor, with an adequate fire rating, is ideal.  

 Only a strictly limited number of people should have the key or combination allowing access.  
 
Collection bags 
Every parish must use collection bags that can be sealed or locked. 
 

 After taking the collection, the ushers (always more than one) will proceed to the back of the church where they 
will place the money into a collection bag and lock or seal it immediately. (The bag should have a serial number 
or other means of identification to prevent substitution.  Also, the bag should have a means of identifying the 
collection contained within it.)  

 The sealed/locked bag may then be brought to the altar with the gifts. (The bag may be taken immediately to 
the safe if that is the current practice of the parish.) The idea here is to insure that there can be no access to the 
money until the bag is opened for counting. 

 When Mass has concluded, the sealed collection bag is to be taken to the safe or lockbox immediately. 

 Some parishes have adopted the practice (at the Spanish language Mass) of placing the collection basket at the 
altar so that the faithful may bring their offering forward. In this circumstance, someone must seal the collection 
bag immediately after the collection is complete. This may be done at the altar. Otherwise, it is always to be 
done with at least one witness. 

 
Commercial collection bags that are sealable, numbered, and tamper-proof are available from several sources, including, 
perhaps, your local bank. If the cost or use of such bags is unreasonable for a small parish, a locked bank bag may be 
substituted. 
 
An organizational structure involving Count Teams, (who do the actual counting and verifying of information) Count 
Team Captains, (who leads a collection Count Team) and a Count Teams Supervisor (who oversees the entire collection 
counting process) is suggested below. The pastor may organize the process as is appropriate for each parish. 
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Some parishes will choose to count the collection from each Mass separately. Others will group all the Masses together 
for one count. Either practice is acceptable. The explanation of procedures found here presumes the later. 
 
Count teams  
A number of individuals (as many as necessary to count the collections) are to be assembled by the pastor to serve on 
one or more Count Teams. 
 

 They are to form teams with rotating membership so that the composition of each team changes regularly.  

 If possible, the number of volunteers should be adequate to allow for each volunteer to be purposefully absent 
from the counting process periodically. 

 Under no circumstances may only one person be responsible for counting the collection. For small parishes, a 
minimum of three members would be required. This would allow a count team of two members with a third to 
provide rotation. 

 Those directly involved with handling parish money; pastor, bookkeeper, etc. should not be on a counting team.  

 It is important that volunteers not be solicited from the parish at large but the pastor should select individuals of 
proven trustworthiness.  

 The pastor is to stress to each volunteer the need for strict confidentiality. 

 A copy of this policy is to be given to each volunteer. The pastor is responsible for making sure each volunteer 
has read, understands, and agrees to observe the policy.  

 A credit check and criminal background check for each individual is required and easily accomplished through 
the procedures already in place within every parish. 

 
Count Teams Supervisor 
The pastor may appoint one or more supervisors to coordinate the count teams. Only the supervisor should have access 
to the safe/lockbox. The supervisor will make sure there are enough count team members available and that procedures 
are followed. (The following steps presume several teams are counting the collection. If there is only one counting team, 
these steps may be simplified.) 
 

 The supervisor is responsible for taking the sealed collection bags out of the safe and giving them to the Count 
Team Captain. (See a description of the responsibilities of the Count Team Captain below.) 

 After all the teams have finished counting, the supervisor gathers the counted money with the opened 
collection bags and prepares the money for deposit.  

 The money (with completed deposit slip and calculator tape) is placed in a locked/sealed deposit bag and 
returned to the safe until it can be taken to the bank or placed in the bank's night depository. 

 The supervisor gathers the Offertory Collection Record sheets (Appendix A-1) from the team captains and 
completes the Summation Page (Appendix A-2) after each weekend counting session.  

 The supervisor photocopies the original Offertory Collection Record sheets and Summation Page and includes 
the copies with the empty envelopes and Loose-Check Information Sheets. (Appendix A-3) These are to be 
placed in a secure location until the contributions are posted. 

 The supervisor secures the original documents (and the empty collection bags) against tampering for later 
review by the Parish Finance Board.  
 

Count Team Captain 
Each Count Team chooses a captain. 
 

 The captain is responsible for getting the sealed collection bags from the supervisor. 

 The captain insures that the counting and recording is done accurately by the team. 

 The captain completes and signs the Offertory Collection Record sheet and returns the counted money, bags 
and documentation to the supervisor. 
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Counting Procedures 
It is understood that counting the collection and recording or posting the contributions are separate operations. Empty 
envelopes and data sheets are to be used for posting. The procedures followed by the count teams should in no way 
hamper the bookkeeper in recording the contributions. 
 

 The counting of the collection is to take place as soon as is possible.  

 After each count team is assembled, the collection bags are opened and the money counted. 

 Count teams may be divided according to function such as sorting, counting, recording, etc. 

 Loose cash and loose checks are counted and recorded first.  

 Envelopes are to be opened and the contents inspected to insure that the information on the envelope is 
correct.  

 Errant information on the envelope (from the donor) is to be corrected and missing information is to be added 
to the envelope.  

 All checks are restrictively endorsed with a stamp; for example, “For Deposit Only Account #001234500, St. 
Mary Church”. 

 The counting is to be divided among the count team members. A second counting by different team members 
will verify accuracy. 

 Offertory Collection Record (Appendix A-1) is to be completed and signed. 

 Money, empty offertory envelopes, completed Loose-Check Information sheets, and the Offertory Collection 
Record are to be given to the Count Teams Supervisor. 

 
Posting 
Posting of contributions is to be done from data provided by the Count Teams. This will include: 
 

 Photocopies of the Offertory Collection Record sheets (Appendix A-1) and Summation Page (Appendix A-2). 

 Empty offertory envelopes. 

 Loose Check Posting Information sheets or photocopies of loose checks. 
 
When posting is completed, a report (such as Quick Posting of Payments/Donations in the PDS software) is to be 
generated showing contribution information. This document will be retained with the other records for seven (7) years. 
 
Reconciliation by Parish Finance Board 
The Parish Finance Board is to reconcile the deposit information from the Summation Page with the bank statement on 
a regular basis. This is to take place at least quarterly. If the empty collection bags have been retained, they may then be 
discarded after this final reconciliation. 

 
Retention of Financial Records 
In general, most financial records are to be retained for seven (7) years. 

 The following documents may be retained at least until the contribution statements are sent to parishioners in 
January: Offertory envelopes, Loose-Check Information sheets. 

 The following documents are to be retained for seven (7) years: Offertory Collection Records, Summation Pages, 
bank deposit slip copies, printout of contributions generated after posting. 
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Detail of Procedures 
(Diocesan Policy on Cash Collections) 

 
 
(This is the chronological order of procedures for counting and recording the offertory collections. These pages may be 
photocopied and displayed for easy reference. It is presumed here that the collections from all weekend masses will be 
counted at the same time.) 
 
1.  Count Teams Supervisor opens the safe/lockbox and gives the collection bags to the Count Team Captain. 
 
2.  With witnesses, the Captain opens the collection bag. 
 
 Loose: 
 

 Loose cash is collected, counted and bundled according to denomination. The amount is recorded on the 
Offertory Collection Record. (Appendix A-1) Loose cash is kept separate until the final reconciliation. 

 Loose checks should be recorded on the Loose Check Posting Information sheet (Appendix A-3) with name, 
address and phone number, amount of check, check number, contribution type (fund,) and memo information. 
(If preferred, a photocopy of the loose checks may be made.) The total of all loose checks is recorded in the 
Offertory Collection Record. (Appendix A-1) Loose checks are to be kept separate until the final reconciliation. 

 All checks must be restrictively endorsed with a stamp. 
 

 Envelopes: 
 

 Envelopes are opened and the contents inspected to insure that the information on the envelope is correct. 
o Each envelope must bear the identification of the contributor.  
o The amount of cash is marked on the envelope and identified as “cash.” 
o The amount of the check and check number is marked on the envelope and identified as “check.”  
o The various funds (ASA, Building Fund, etc.) are recorded on the envelope with the amount for each. 
o Memo or other information found on the check is copied to the envelope. (If the information originally 

written on the envelope by the contributor does not match the actual contents, a notation must be made 
on the envelope explaining the discrepancy. If necessary, the supervisor may contact the donor to verify 
information. A notation about the confusion is to be made on the envelope and initialed by the count 
team member.) 

 All checks are restrictively endorsed with a stamp. 

 Cash from envelopes is counted. The total amount is recorded on the Offertory Collection Record.  
(Appendix A-1) 

 Checks from envelopes are counted. The total amount is recorded on the Offertory Collection Record.  
(Appendix A-1)  
 

3.  A second counting, by different team members, is done to insure accuracy. The calculator tapes are to be retained. 
One tape may be included with the bank deposit. The second tape is to be kept with the financial records. 

 
4.  All cash and coins are to be bound as required by the bank. 
 
5.  The Team Captain completes (in ink) and signs the Offertory Collection Record. (Appendix A-1) 
 
6.  The Team Captain delivers the money, empty envelopes, Loose Check Posting Information sheets, and the completed 

Offertory Collection Record to the Count Teams Supervisor. 
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7.  The Count Teams Supervisor completes the Summation Page (Appendix A-2) which tabulates the total revenues for 
the weekend. 

 
8.  The Count Teams Supervisor, with a witness, prepares the money for deposit. 
 

 Completes a deposit slip, signs it and makes two (2) copies. 

 Places money, calculator tape, and original deposit slip in a bank deposit bag and locks it. 

 Places the deposit bag into the locked safe until it can be taken to the bank at the earliest opportunity. If 
possible, it is advisable to immediately take the locked bag to the bank and drop it in the night depository. 
 

9.  The Count Teams Supervisor prepares all the information needed for posting and review by the Parish Finance Board. 
 

 The Count Teams Supervisor photocopies the original Offertory Collection Record sheets (Appendix A-1) and 
Summation Page (Appendix A-2). He or she then places the copies with the empty offertory envelopes, Loose 
Check Posting Information sheets, (Appendix A-3) the second calculator tape and a copy of the deposit slip, in a 
secure place for later posting. 

 The Count Teams Supervisor secures the original Offertory Collection Record sheets (Appendix A-1) and 
Summation Page, (Appendix A-2) along with a copy of the deposit slip for review by the Parish Finance Board. 
 

10.  Those responsible for posting the individual contributions to parish records will take care to insure that the totals 
agree with the Summation Page (Appendix A-2) and the bank deposit slip. 

 

 If a discrepancy is discovered, the Count Teams Supervisor is to be consulted immediately. 

 If an error is found in the data sheets, a correction is to be made and initialed by the Count Teams Supervisor. 

 If an error has led to an incorrect deposit slip a notation is to be made on the deposit slip copy and initialed by 
the Count Teams Supervisor. The bank is contacted concerning the correction if necessary. 
 

11.  The Parish Finance Board is to reconcile the deposit information from the Summation Page (Appendix A-2) and bank 
deposit slip with the bank statement on a regular basis. 

 
12.  All financial records are to be retained per above instructions. 
 
 
 
    Promulgated By: _____________________________ __________ 
       Most Reverend Richard F. Stika  Date 
       Bishop of Knoxville 
 
 
 
 
 
    Attested By: ______________________________ __________ 
      Deacon Sean K. Smith   Date 
      Chancellor 
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Appendix A-1 
 

Offertory Collection Record 
To be completed by the Team Captain for each collection (i.e. regular, second, etc.) 

This document may be modified as needed. 
 
Today's Date  ______ / ______ / _______   Parish Name ___________________________________  

 

Mass Date  ______ / ______ / _______    Mass Time  ____________  (If each Mass is counted separately.)   

 
 Regular Collection 
                                                                                                         

 Second Collection  _____________________________ 
                                                                                                         (DESCRIPTION) 

 Special Collection  _____________________________ 
                                                                                                        (DESCRIPTION) 

 Other Collection  _____________________________ 
                                                                                                         (DESCRIPTION) 

 

Total Loose Cash  $ ________ . _____ 

Total Cash in Envelopes  $ ________ . _____ 

Total Checks in Envelopes  $ ________ . _____ 

Total Loose Checks  $ ________ . _____ 

 $ ________ . _____  TOTAL for this collection  

 (Total is also recorded on the Summation Page - Appendix A-2) 

Comment:  
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 

Names of all count team members for this collection: 

_______________________ 

_______________________ 

_______________________ 

_______________________ 

_______________________ 

_______________________ 

_______________________ 

_______________________ 

_______________________ 

 
Signature of Count Team Captain  ______________________________ 

 

Page  _____  of  _____  pages (Including Summation Page) 
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Appendix A-2 
 

Summation Page 
Summation of all Offertory Collection Record sheets 

 (To be completed by Supervisor. This document may be modified as needed.) 
 
Today's Date  ______ / ______ / _______   Parish Name ___________________________________ 

Mass date ____ / ____ / ____ 

Offertory Collections 

Regular Collections   $ ________ . _____  Total from Offertory Collection Record (Appendix A-1) 

Second Collections   $ ________ . _____  Total from Offertory Collection Record (Appendix A-1) 

Special Collections   $ ________ . _____  Total from Offertory Collection Record (Appendix A-1) 

Other   $ ________ . _____  Total from Offertory Collection Record (Appendix A-1) 

Other   $ ________ . _____  Total from Offertory Collection Record (Appendix A-1) 

                             [#1] $  ________ . _____  TOTAL (from all collections) 
 

Other Revenues 

 $ ________ . _____  Votive Candles 

 $ ________ . _____  Literature 

 $ ________ . _____  Reimbursements _______________________ 

 $ ________ . _____  Other ______________________ 

 $ ________ . _____  Other ______________________ 

 $ ________ . _____  Other ______________________ 

 $ ________ . _____  Other ______________________ 

                             [#2] $ ________ . _____  TOTAL (other revenues) 

 

GRAND TOTAL $ ________ . _____  (add collections [#1] and other revenues [#2]) 

       (Grand Total should match deposit slip amount.) 
 

Signature of Supervisor  ______________________________________ 
Comments: 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

Page ____ of ____ pages (Including Offertory Collection Record) 
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Appendix A-3 

Loose/Split Check Posting Information Sheet 
(This document may be modified as needed. If preferred, photocopies may be made of all checks.) 

 

Today's date:  ______ / ______ / _______ 
           
Name  _____________________________________________      
     
Address   _____________________________________________      
     
Phone  __ __ __ - __ __ __ __ - __ __ __ __ 
          
Donor's offertory envelope number if known  #_________       

  

Check Amount   $________ . _____           

Check Number   #_________          

Date of Check   ______ / ______ / _______        

Check made out to ___________________________________________   

 

Fund Designation: 

Offertory - - - - - - - - - - - - - - - - - - - - - - Amount  $ ________ . _____      

ASA - - - - - - - - - - - - - - - - - - - - - - - - - -  Amount  $ ________ . _____      

Building fund - - - - - - - - - - - - - - - - - - - Amount  $ ________ . _____      

Other ____________________________   Amount  $ ________ . _____    

Other ____________________________   Amount  $ ________ . _____   

Other ____________________________   Amount  $ ________ . _____      

 
Total should match check amount above.  TOTAL: $ ________ . _____   
                                                              
Check memo information:           
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 
 
Team member comments:           
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

Team member initial  _______________ 


