Appendix B1
Cash Handling Procedures

These notes are intended to provide guidance to Treasurers regarding the recording and controlling of
financial transactions.

There are four main reasons for having sound financial procedures and controls:
e To protect the funds given to the church;
e To protect the Treasurer, all the Trustees, and other cash handlers from unfounded allegations
of malpractice;
e To protect the Treasurer, all the Trustees, and other cash handlers from temptation; and
e To provide simple and effective audit trails.

Handling the cash and cheques received
Recommendations:
Collections: (loose cash and envelopes)

The collection, having been blessed, should remain in the place where the service is taking
place until the end of the service. In other words, one person should not take it out to a
vestry during the service.

Two people (ideally not involving the Treasurer) should be involved in counting the
collection.

A ‘Collection Record Sheet’ (see attached) should be completed and signed (not initialled) by
those counting.

The total figure should be entered in the Register of Services, and initialled by the two
people.

Banking

For best financial practice, all receipts should be banked intact. Expenses should be paid by
BACS/cheque and not deducted from receipts prior to banking.

If there is a requirement for cash payments, a separate cash float should be used. It is
recommended that this be operated on an imprest basis (in other words, the total of cash
plus receipts always equals the same figure).

Bankings should be done as soon as possible, normally on a weekly basis.

o The personal security of church officers handling money must always be considered:
e.g. People counting cash at a large event and ensuring that no individual takes cash
to the bank unaccompanied.

Ensure that counterfoil paying in books are used, as a means of confirming that all receipts
reach the bank.

Cheques

All cheques must bear at least two signatures.

There should normally be a minimum of four signatures, one of whom may be the Minister.
The Payee should never be one of those signing the cheque.

Blank cheques must never be signed in advance of their use.

Invoices and supporting documentation should be initialled when the cheque is signed.
Cheques should not normally be signed where there is no supporting documentation.

Online Banking

Where online banking is used to make payments, it is recommended that parishes only use
software that provides the facility for dual authorisation prior to the payment being made.
Each parish will need to ensure that it has appropriate approval arrangements in place.
Any email receipts for cashless donations or those received online e.g. PGS, website
donation buttons, QR codes, direct donations, etc. should be reconciled to the bank
statement to ensure that none are missing.
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