
 

 

 
 

Scrip Policy for Parishes/Schools and School Systems - DRAFT 
 

 Since the National Scrip Center introduced the Scrip program to the Diocese of Green Bay in 

the mid ‘90s, parishes and schools have earned millions of dollars.  The sale of Scrip certificates is 

recognized as a beneficial source of additional income.  At present, Great Lakes Scrip, Green Bay 

Scrip, St. Bernard’s Scrip and local merchants are the primary sources of Scrip certificates.  Great 

Lakes provides program manuals and software. However, the integrity of any Scrip program rests 

with the accountable individuals and fiduciary procedures within each parish/school program. 

 If you are planning to begin a Scrip program in your parish and/or school, it is important to 

get information guides from a primary Scrip provider, e.g., Great Lakes Scrip and be familiar with 

their suggestions.  Read and study the information carefully; talk with program coordinators in 

other parishes or schools as well. When you are ready to design your program, be certain to consult 

the information in this policy in addition to the following companion guidelines and policies of the 

Diocese of Green Bay: 

 Parish Budget Process Policies 

 Policy for Handling Parish Collections 

 Consolidation of Parish Checkbooks 

 Parish Finance Council Policy 

 Financial System Checklist 

 Parish Administrator’s Reference Guide 

 Policy – Budgets 

 Policy – Check Signing 

 Policy – Parish Collections 

 

These diocesan guidelines and policies are intended to help parishes and schools implement a Scrip 

program and to serve as a standard for established programs in the Diocese of Green Bay.  

However, this handbook cannot anticipate every situation or question regarding Scrip.  Those 

involved with Scrip are encouraged to contact the Finance Office of the Diocese of Green Bay for

Specific questions at (920) 272-8223. 
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Planning and Oversight 

Planning is critical to the success of a Scrip program, as well as any other funding ventures; 

therefore, a Scrip Committee accountable to the Finance Council must be established.  A Scrip 

Committee is charged with designing the Scrip program, establishing the goals, and setting and 

reviewing practices and procedures. The Scrip Committee will oversee the volunteers including the 

Scrip coordinator.  The committee presents the program to the finance council or to the Board of 

Trustees for a Catholic School System, monitors the activities of the program, and offers 

encouragement and support to Scrip workers and participants. The actual distribution of profit 

would be the responsibility of the committee and the benefactors would be determined by the 

Pastor or Pastoral Leader in consultation with the Finance Council or the Board of Trustees of a 

Catholic school system.  
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Internal Controls 

As a parish/school program, Scrip activity is subject to the same accounting procedures as 

those that are used in the parish, i.e., use of the Uniform Chart of Accounts.  This includes 

recording all transactions on the parish/school system books.  Scrip certificates/cards are the 

equivalent of cash.  A system must be in place to assure that certificate inventory is counted on a 

regular basis (at least monthly) and that certificates are protected from theft. Without an adequate 

internal control system in place, it may be difficult or impossible to prove a loss for an insurance 

claim. Key areas of Scrip internal control include: 

Safeguard Assets 

1. Use one separate checking account for Scrip activity.   

 Each check requires two signatures.  

 The pastor/administrator/pastoral leader with the advice of the parish trustees, 

appoints the two check signers 

 For Catholic school systems the President and Board of Trustees determine check 

signers. 

 ACH payments require the same signatures as a check. 

 

2. The Scrip certificates/cards must be kept in a secured location on the parish/school premises.  

 Certificates are to be sold on the parish/school premises. 

 Allowing Scrip to be stored in an individual’s home creates risk both to the 

parish/school and the individual. 

 

3. Parishioners participating in the program should pick up Scrip at the parish/school in a 

centralized location.  Scrip can be sent home from school with an individual’s son or 

daughter if the person signs a waiver allowing the parish/school permission to do so (sample 

attached). 

 

4. A reasonable dollar limit must be set for scrip inventory and monitored periodically. Since 

Scrip is cash, keeping inventory low reduces theft exposure.  Parishes/School should only 

order the amount of Scrip that has been requested by program participants.  When necessary, 

Scrip can be received from Scrip clearinghouses in one day by airmail.   

 

5. When selling Scrip, two or more adults must be present.  Family members selling together 

are considered one person. 

 

Segregation of Duties 

 

1. The individual(s) selling Scrip or filling Scrip orders may not be the same person that is 

preparing the bank deposit. 
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2. The individual ordering Scrip from the Scrip provider may not have checking signing authority. 

 

3. The individual reconciling the Scrip bank account and Scrip inventory may not have access to 

the Scrip inventory, check signing authority, or make bank deposits. 

 

Accuracy and Reliability of Accounting Records 

1. Scrip bank account needs to be reconciled on a monthly basis. 

2. Scrip inventory should be reconciled on a weekly basis (no less than monthly). 

3. Forms - use forms to expedite record keeping: 

a. Customer Order Form, the weekly form used to order Scrip 

b. Inventory Form, a form listing all certificates in inventory used for sales, tracking and 

accounting 

c. Sales Tracking Form, this form allows for recording customers, items, and quantities 

d. Envelope, an order-taking/delivery system used primarily by schools 

e. Vendor List, provided by the Scrip distributor; presented/modified on/for order forms 

f. Scrip Provider Order Form, use provider’s form to order program certificates 

 

Internal parish/school forms may contain: 

Customer Order Form 

 Name of Vendor   

 Rebate Percentage 

 Certificate Denomination 

 Quantity of Each Item Purchased 

 Total Purchase/Amount Paid 

 Customer Identification Number and Name 

 Signature & Date 

 Scrip Seller Initials 

Inventory Form 

 Date 

 Beginning Inventory Numbers for:  Name of Vendor, 

Amount, and Number of Certificates 

 Post Sale Inventory Numbers for:  Name of Vendor, 

Amount, and Number of Certificates 

 Certificate Identification Numbers 

Sales Tracking Form 

 Date 

 Purchaser’s Name 

 Name of Vendor 

 Quantity of Denomination Purchased 

 Certificate Identification Numbers 

 Total Sale (Check # if applicable) 

 Name of Person Selling 

Envelope 

 Date 

 Name 

 

 

 

 

** Consider making the Customer Order Form and Sales Tracking Form a carbonless form that 

includes – date, amount received, check # or cash, and initials of scrip seller.  These forms can then 

also serve as the cash receipt form. 
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Staffing 

The ideal Scrip worker is both honest and accurate. Volunteers and paid employees handle 

large amounts of cash and Scrip certificates/cards.  Typically, cash is transferred electronically to 

pay for Scrip inventory purchases. The integrity of a Scrip program rests with the quality and 

integrity of the people involved with it.   

The Scrip program staff can be employees and/or volunteers. Designing a workforce of 85% 

or more volunteer time will eliminate the need to file a tax return with the Internal Revenue Service 

and pay taxes.   

Each volunteer and paid worker needs to have a job description.  See suggestions below.  

There are several categories of tasks within a Scrip program.  Some tasks may be combined.  

However, the person who receipts monies may not complete the deposit slip and deposit the funds.  

Likewise, the person who completes the record of receipts/expenditures may not reconcile the 

account.  Suggested roles and tasks: 

Scrip Program Coordinator 

 Recruits program volunteers 

 Defines the workers’ tasks 

 Oversees all workers 

 Updates forms 

 Attends all Scrip meetings 

 Responsible for advertising/marketing 

 Reports to parish/school board 
 

Scrip Sellers 

 Be familiar with the sales procedures 

 Un/relock the inventory 

 Pull the certificates from inventory 

 Record the sale with required information on 

appropriate form(s) 

 Accept cash, COD, or prepaid oders 

 

Order Person 

 Pick up, assemble and check customer unfilled 

prepaid orders 

 Consolidate orders per vendor 

 Place order with vendor(s) 

Count Teams 

 Receives orders and money from Scrip Sellers or 

Order Person 

 Prepares bank deposit 
 

Order Fillers 

 Verify incoming Scrip with order 

 Record certificate number sequence for 
inventory 

 Prepare customer order for pick up  

Scrip Pick-up Person 

 Goes to regional and local vendors to pick up 

preordered Scrip certificates 

 Deliver certificates to Order Fillers for 

verification 

 May be reimbursed for mileage 

Record keeper (Reconciler) 

 Use a separate Scrip account; two signatures are 
required for disbursements 

 Tally certificates sold, cash received, inventory, 

deposits 

 Keep files 

 

 Reconcile bank statement and Scrip 
inventory 

 Prepare a statement of transactions 

 Prepare a comprehensive monthly report 
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Marketing and Promotion 

The marketing and sales of Scrip are to keep with the mission and philosophy of the 

sponsoring parish/school.  It is important to remember that Scrip purchases are not tax deductible 

as charitable contributions. To maximize participation of the parish/school members in the Scrip 

program, effective marketing and promotion is essential.  Items of concern are:  

1. While it is important to make the sale of Scrip convenient for the customer, sale of Scrip 

certificates must be on parish/school property. 

 

2. According to information received from the Internal Revenue Service in May 2003, parents, 

grandparents, and other individuals who purchase Scrip from a school sponsored program 

for their own personal use may designate who is to receive any applicable school tuition 

credits/rebates without any income or gift tax consequences.   

 

The IRS also noted that when grandparents and other individuals purchase Scrip and then apply 

any credits/rebates towards religious education program tuition, gift tax consequences could 

result.  However, currently gifts totaling $14,000 per donee per calendar year are exempt from 

gift tax so in most cases taxes will not apply. 

 

Please note that the IRS did caution that income tax issues could arise in the following 

situations: 

 

1. Parents, grandparents and other individuals purchase Scrip from the sponsoring 

organization and then resell the Scrip to others. 

2. A business purchases Scrip from the sponsoring organization and will be deducting the 

purchase as a business expense. 

 

In these instances, the exact income tax and withholding tax requirements will depend on the 

specific facts and circumstances.  In both cases there would be significant additional 

recordkeeping and reporting requirements, and any profit on these sales would be offset by the 

cost of the additional requirements.  Therefore, the Diocese of Green Bay’s policy is that Scrip 

only be sold to private individuals for their personal use and not be sold to businesses. 
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Ordering and Selling Scrip 
Establish a working relationship with Scrip vendors (Great Lakes, Green Bay Scrip, St. 

Bernard Scrip, local).  Follow their guidelines for purchasing Scrip certificates. Establish a Scrip 

checking account and an ACH relationship (electronic transfer of funds) with your bank. Upon 

receipt of your Scrip, ALWAYS check certificates against the order.  Items of concern are: 

Selling Scrip 

1. There are two primary sales methods used by parishes/schools. (1) One-to-One sales where 

the scrip is sold at assigned times (before/after school or mass) from the organizations scrip 

inventory and (2) Prepaid sales where participants complete order forms and then the Scrip is 

picked up at the parish/school at a later time.  The Prepaid sale method is the preferred 

method as it allows the parish/school to carry minimal or no Scrip inventory.  The 

availability of online ordering, ACH payment and next day delivery by many Scrip providers 

has greatly improved the Prepaid sale method.  

 

2. Sales teams may not be given all of the inventory when they sell. A sales assortment “kit” 

can be provided for most sales instances. It can be easily replenished and facilitate an 

inventory count after each sales team is done. 

 

3. One-to-One sales and filling prepaid sale orders should be done in teams of 2 or more 

unrelated adults. 

 

4. Triplicate pre-numbered cash receipt forms should be issued for cash payments.  The 

original form should be given to the customer. One duplicate form should be retained by the 

scrip program and the third copy remains in the book. The cash receipt form can be 

combined with a numbered carbonless order form. 

 

5. Inventory count sheets should be completed after each selling team has finished selling. 

Physical counts must be compared to the perpetual inventory records.  Two individuals must 

be present during inventory counts.  Both counters should sign and date the inventory count 

sheet.  

 

6. Any inventory adjustments should be fully documented in writing and signed by the 

volunteer(s) making the adjustment.  All inventory adjustments should also be signed by the 

Scrip coordinator to document approval for the adjustment.  

 

7. Keep a copy of the record of the inventory in a different building than the Scrip certificates.  
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Ordering Scrip 

1. Scrip order forms should be reviewed and approved by the Program Coordinator. 

2. When a parish/school receives an order of Scrip, serial numbers are to be recorded.  In the 

event that Scrip is lost or stolen, the parish/school can quickly determine which Scrip 

certificates are missing.  Serial numbers are needed for insurance reimbursement. 

 

 

Accounting and Reporting 

Accounting and reporting systems assure that financial activities of a program are proper and 

that information is communicated to all that participate in the program.  Below are key items that 

will help to create a system that meets the individual needs of each parish/school.  

  

1. All Scrip transactions should be recorded on the parish/school general ledger using the 

Uniform Chart of Accounts.  The parish/school is required to report Scrip activity to the 

diocese each year.  Using the same accounting system for Scrip will greatly facilitate this 

requirement.  Items that can be kept in separate records may include lists of purchasers, 

volume of sales per customer, inventories, etc. 

 

2. Scrip records should not be stored with the Scrip, but in a separate area (building). 

 

3. Use only one Scrip checking account.  Two signers are needed for each check.  This 

requirement is similar to the diocesan rules on parish checking accounts.   

 

4. The person who reconciles the checking account or the inventory may NOT be a person who 

is also involved with selling/ordering/filling orders.  The parish/school bookkeeper may 

reconcile these accounts as paid staff time. 

 

5. The Scrip Committee should review Scrip activity monthly.  This review should include a 

review of the revenue, expenditure documentation, profit margin, inventory count sheets, 

and bank statements and reconciliations.  This review is to be documented by 

initialing/dating the financial reports and by notation in the finance council meeting minutes. 

 

6. Reports should be made monthly to the finance council or Board of Trustees and annually to 

parishioners. 

 

7. A computer with a Scrip software program can greatly help in organizing Scrip information.  

For larger Scrip programs such a program is highly recommended. 

 

8. The IRS considers Scrip fundraising activities a trade or business.  The profits made 

from the activity are exempt from corporate income tax when the number of volunteer hours 

is at least 85% of the total number of hours it takes to run the program.  In a letter dated 
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December 3, 1998, the IRS stated on this matter, “It is the responsibility of each 

participating parish or school to maintain any records necessary to show that this is in fact 

the case.” 

 

All Scrip programs must maintain a record of the hours compiled for each volunteer and paid 

employee.  At a minimum, a sign in/sign out sheet with dates, times and hours worked 

should be maintained. At the end of the fiscal year, June 30, a calculation must be made to 

see if the program meets the “85% test”.  If the paid hours exceed 15% of the total hours, a 

federal form 990T must be prepared and tax paid on the profits.  Filing this tax return is a 

significant burden, but can be avoided with proper planning. 

 

Online Scrip and Similar Programs 

 
 In recent years companies have begun offering different types of online scrip programs 

where a percent of parishioner/parent online purchases are donated to a charity of the purchaser’s 

choosing.  The following are some online programs that are currently available followed by a brief 

description. 

Percent of Online Purchases Donated to Specified Nonprofit  

An individual makes a purchase online from a company like Amazon.com (Amazon Smile 

program) or iGive.com and a percentage of the purchase is donated to a nonprofit specified by the 

donor.  The recipient organization (nonprofit) must register with the seller and provide bank 

information in order to receive any donations via ACH transfer.   

 

Percent of Credit/Debit Card Purchases are Donated to Specified Nonprofit 

An individual registers their credit card, debit card or other store discount card with an organization 

like eScrip and a percentage of any purchases on the registered cards are donated to a nonprofit 

specified by the donor.  The recipient organization (nonprofit) must register with online Scrip 

company and provide bank information in order to receive any donations via ACH transfer. 

 

 Programs like these contain an even higher level of risk than the traditional scrip programs.  

Therefore, the following precautions should be taken prior to beginning any of these types of 

programs: 

1. Thoroughly research the program; making sure to understand how the program works and 

any fees associated with the program compared to what you may potentially receive in 

donations.   

 

2. Talk to organizations currently using the program to see how satisfied they are with the 

program and how frequently they are seeing donations being deposited into their account. 

 

3. Be very cautious about giving out bank account information to online companies.  Consider 

consulting with your bank prior to entering into any such arrangement. 
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4. In order to minimize any potential loss, scrip bank account balances should be kept as low as 

possible and bank activity should be reviewed online daily for unusual activity. 

 

5. NEVER give out personal information (names, addresses, social security numbers, credit 

card numbers) of your parish members or school families. 

 
As stated previously, those involved with Scrip are encouraged to contact the Finance Office of the 

Diocese of Green Bay for specific questions at 920-272-8223. 
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ATTACHMENT 

 
 
 

PERMISSION FOR CHILD/WARD DELIVERY OF SCRIP 
AND WAIVER OF CLAIM 

 
I, _______________________________________________, give permission to  

(Parent/Guardian)  
 

_________________________________________ to deliver Scrip, which I have  
(Parish/School)  

ordered from the Parish/School, to my child/ward, ________________________.  
(Child/Ward)  
 
 

I understand that my child/ward will be responsible for the safe transport of the Scrip from school to my 

home and certify that I have discussed the responsibilities associated with the transport of the Scrip with 

my child/ward. I further understand that I have the option of personally picking up my Scrip orders from 

the Parish/School rather than having my child/ward transport it.  

 
I agree that once the Parish/School delivers the Scrip to my child/ward that the Parish/School is not 

responsible for any Scrip that is lost, stolen or misplaced. I hereby waive any right of recovery that I may 

have against the Parish/School for Scrip which is lost, stolen or misplaced after it is given to my 

child/ward.  

 

This agreement is effective for the _____________ school year.  
(Year) 
  

____________________________________________________  
(Parent/Guardian Signature)  
 

__________________________  
(Date)  



 

 

Please note that the IRS did caution that income tax issues could arise in the following 

situations: 

1. Parents, grandparents and other individuals purchase Scrip from the sponsoring 

organization and then resell the Scrip to others. 

2. A business purchases Scrip from the sponsoring organization and will be 

deducting the purchase as a business expense. 

In these instances, the exact income tax and withholding tax requirements will depend 

on the specific facts and circumstances.  In both cases there would be significant 

additional recordkeeping and reporting requirements, and any profit on these sales 

would be offset by the cost of the additional requirements.  Therefore, the Diocese of 

Green Bay’s policy is that Scrip only be sold to private individuals for their personal 

use and not be sold to businesses. 

 


