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“Tell those who are rich in this world’s goods not to be 
proud, and not to rely on so uncertain a thing 

as wealth.  Let them trust in the God who provides us 
richly with all things for our use.  Charge them to do good,  

to be rich in good works and generous, sharing what they have.” 
(1 Timothy 6:17-18). 

 
 

In the Fall of 1989, the Administrative Services Committee of the Presbyteral 

Council undertook a study of parish procedures in the handling of the Sunday 

collection.  A suggested procedure was presented to the Presbyteral Council at its 

meeting May 15, 1990.  The matter was discussed there, but the Presbyteral Council 

thought that any directives should come from the diocesan administration. 

 
Accordingly, the Finance and Accounting department presents this procedure for 

handling Sunday collections.  This procedure is intended to provide for the responsible 

handling of money and to protect the reputation of all who assist in this task.  Mass 

servers, children and any non-designated person should not have access to or handle  
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parish monies.  The pastor and associate pastor should not be expected to assume any of 

the roles listed in the procedure.  The bookkeeper should not assume any role in the 

procedure other than to record the figures. 

 

1. Obtain a sufficient number of keyed deposit bags with two master keys.  Separate 

bag(s) should be used and marked for each service.  The bank holds one master key.  

A designated person holds the other master key.  This person is not to have access to 

the filled money bags except when opening them in the presence of another person. 

 

2. The unlocked empty bags specified for a given service are given to the ushers (at 

least two) for that service. 

 

3. After the collection has been taken, the offerings are placed in the offertory basket 

and presented at the offertory.  The basket is placed before the altar. 

 

4. After Mass, two ushers transfer the money to the bag marked for that service and 

lock the bag.  The locked bag is delivered to a safe.  

 

 



 

5. At the time and in the place designated for counting the money, the person with the 

master key along with at least one other person receives the bags from the safe and 

opens them.  The money should be counted at the bank, provided there is a place that 

will insure privacy. 

 

6. Counters (always more than one) count the money, run a tape on all funds, record the 

amount given by each donor, and prepare a deposit slip in duplicate.  The counters 

return the money and place one deposit slip in a locked bag.  The other deposit slip, 

the tape on the funds, the names and the amounts given (the empty envelopes on 

which this information is recorded) are retained for the bookkeeper. 

 

7. Any person(s), other than the person with the master key, delivers the bag(s) to the 

bank.  That person remains with the teller of the bank to verify the accuracy of the 

deposit slip or to witness any discrepancy between monies delivered and monies 

recorded on the deposit slip.  Annotation of where the difference is should be 

recorded on the deposit slip and delivered to the bookkeeper. 

 
 
Diagram for Procedure for Handling Parish Collections on next page. 
 
 
 
 



 
 

PROCEDURE FOR THE HANDLING OF PARISH
COLLECTIONS

$ deposited

$ counted, tape run,
donors credited,

deposit slip filled in, &
$ put in locked bag

After Mass, $ is
transfered to a

locked bag.
Bag taken to bank/safe

Transfer to basket
&

placed before
altar

Collection
taken

Handled by more than one usher. 
Ushers must not be children. 

Person with master key  
& counter(s) 

Anyone other than bookkeeper & 
person with master key 

Bookkeeper receives tape, 
duplicate deposit slip, and empty 
envelopes. 

Differences noted on deposit slip. 
Deposit slip given to bookkeeper. 

NOTE:   The pastor should not assume any role.   
  The bookkeeper should not assume any role other than 
  recording the figures. 


