Controls for Income and Receipts

Key: (P) Preventative control
(D) Detective control

Tithes and Offerings
	Key control and process
	Commentary
	Implemented (Y/N)

	Tithes and offerings procedures are documented and those involved in the process are informed of the process and the importance of adherence to those policies and processes. (P)
	· Training and induction sessions 
· Awareness the policy and procedures
	

	A standard Count sheet is utilised to ensure consistency in documentation. (P)
	· Documented and standardised procedure 

· We have a count sheet template for your use <insert link>
	

	Tithes and offerings to be collected and counted by two people who are not related. (P)
	· Collusion required if money is to be stolen
· Reduces familiarity risk 
· Provides counters with second observer should a difference be found subsequently
	

	If collection is not going to be immediately counted, ensure it is locked in a safe in the interim.  Access to the safe is limited to authorised personnel only. (P)
	· Moneys are kept intact and in a secure location 

· Will ensure the security of collection
	

	Count sheet to be signed by two people. (P)
	· The process of having people sign their name to a document provides an audit trail but also highlights the importance of the procedure to those involved

· Evidence collection has been counted and checked
	

	Any changes to the count sheets are documented and signed by those making the changes. (P)
	
	

	Collections are banked in their entirety, and monies are not taken for other purposes. (P)
	
	

	Collection to be counted again prior to banking by a third person not involved with the initial count. (D)
	· Ensures the amount collected is the amount that will be banked.

· Consideration should also be given to banking procedures to protect those involved in handling cash.
	

	Collection to be banked promptly of being received by a person not involved with the initial count. (P)
	· Prompt banking reduces the risk of money being misappropriated
	

	The count sheets are reconciled to the banking and the process is documented on the Count sheet. (D)
	
	

	Collections to be entered into the accounting system by a person independent of the banking. (D)
	· These tasks are incompatible. If the same person performs them, it is possible to steal money and manipulate the accounting system to conceal the theft
	

	Count sheets to be stamped as processed into the accounting system. (P)
	· Ensures data is not entered twice
	

	Accounting system to have password restrictions. (P)
	· Reduces the risk of manipulation of accounting records
	

	Bank reconciliation to be performed regularly – at least monthly. (D)
	· Ensures the accounting records match the bank account, and any differences are noted and promptly followed up.

	

	Bank reconciliation to be reviewed by someone independent of the preparer. (D)
	· Ensures accountability and encourages accuracy. Reduces the risk of manipulation of accounting records
	

	Review of actual collections against budget. (D)
	· Top down control that may alert the leadership where actual collections are not meeting expectations
	


