NDCBF- Deacon Cash Handling Procedures 

Cash Collection Procedures
· Uncounted donations and other cash receipts of any significant amount should never be in the sole possession of one individual.  At least two persons should be in uninterrupted custody of all uncounted donations. The principle of shared custody should be followed without exception.

· At least two counters should certify by virtue of their signatures the amount of each donations count.  Any subsequent change to an offering count should be authorized (evidenced by all counters’ initials in close proximity to any and all modifications).  Changes to donation count documents must be made in a manner so as not to obscure the original entries (i.e. a single line should be crossed through incorrect amounts).  The collection, counting, verification and signature approval of donations should be conducted using the Contribution Form (See Exhibit “A” )
· The completed Contribution Form should be submitted to the individual that is responsible for maintaining or verifying the Deacon Benevolent Fund Bank Statement. 
Cash Deposit Procedures
· The cash and checks should be included in the deposit and cash receipts and deposit slip should be placed in the bank’s cash bag.
· All cash and checks must be kept in a secure location until the deposit is made.
· All deposits should be made as soon as possible.
Cash Disbursements Procedures

· An individual responsible for the disbursement of church funds should not also be a custodian of uncounted offerings.  

· All disbursements of funds should be made by check.  No disbursements should be made directly from undeposited \receipts

· Only persons authorized by the Deacon Board should be authorized to make purchases on its behalf. Persons authorized shall be determined by the Deacon Board.  No unauthorized purchases will be reimbursed by the Deacon Board..
There should be 4 people who are authorized to sign checks but only 2 signatures will be required on any check.
· The authority for the disbursement funds comes from the Deacon Board.   No person has authority to disburse funds except at the direction of the Deacon Board.  The Deacon Board shall authorize disbursements by approving disbursement requests (Exhibit “B”).  

· All disbursements will be made by pre-numbered checks 

· Reimbursements requests must be submitted for payment within 60 days of the expense 

· A Disbursement Request Form must include the name of the person, address and phone number of the person making the request, the date the check is needed, name of payee if different than the person making the request, a payment description (reason for check) and a receipt(s).   
· No checks written to “cash” or “bearer”.
· Blank checks will not be signed.
· Treasurer will print reports to include Available Cash Balances report and Summary of Revenues and Expenses at a minimum of once per quarter.
· The Deacon Board will review the reports prior to presenting the reports to the Deacon body.
Financial Reporting

· Monthly Financial Reports are prepared by the Treasurer and submitted to the Deacon Board for review.

· Detailed Financial Reports are provided to the Deacon Board and Deacons at each monthly meeting.

·        Audits will be conducted at the approval of the Deacon Board.
