Controls for Income and Receipts

Key: (P) Preventative control
(D) Detective control 
Services revenue – includes short courses, counselling fees, rent, facility hire, weddings etc. 
	Key control and process
	Commentary
	

	The GST treatment of all revenue is considered to ensure that it is correctly treated. (P)
	
	

	A receipt is issued for all amounts received. (P)
	
	

	In the case of rental income, ensure an up to date agreement is kept on file and money is deposited electronically. (P)
	· Electronic banking (direct deposit) will reduce the risk of misappropriation of money. 
	

	Ensure invoices/receipts are issued for all services provided by the church. (P)
	· Issuing an invoice provides an audit trail and ensures the fee charged to the customer can be matched to the money received. 
	

	Establish receipting procedures are in place for the church reception. (P)
	
	

	Have a standard publicised list of rates and services offered. Any deviation from the standard prices needs to be authorised and documented. (D)
	· Ensures discounts given are authorised, and standard fees can be matched to attendees. 
	

	Keep a list of attendees for any courses or events. (D)
	· This allows the number of attendees to be matched to fees charged to ensure it is accurate.
	 


