
Church Treasurer 

Training



Setting Up A System

Â Obtain a file box 
Â From Wal-Mart or Office Max, etc.

Â Find a shoebox size box for tithe 

envelopes.

Â Set up folders
Â 1 for each month (12 total) for receipts and invoices.

Â 1 for bank statements

Â 1 for budget

Â 1 for board minutes 

Â 1 for any savings accounts, CDs, or loans

Â 1 for any other paperwork pertaining to the church; for example, your 
Federal tax identification number, sales tax exemption certificate, and 
any other correspondence relating to the church books.



Â It is very important to 
deposit the money from the 
offerings in the bank EVERY  
WEEK, within two business 
days.  

Â Make sure the entire amount 
of the offering is deposited. 

Â Make sure that your funds are 
kept in a secure location until 
they are deposited.

Â Have two people count loose 
offerings when collected.
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Entering Envelopes

1. Have a tithe envelope for every offering.  It is a good 
idea to put your Sabbath School offerings and church 
offerings in separate tithe envelopes and label them.  

2. Run a calculator tape of all your envelopes.  Keep this 
tape.  

3. Enter your envelopes into  the computer. Make sure 
your computer total agrees with your deposit ticket.

4. File deposit ticket with envelopes.

5. Adventist Giving ð adventistgiving.org



Things to remember about offerings
Â You must enter the offerings into the computer exactly the way 

that they are recorded on the tithe envelope.  

Â Loose offerings for church should be collected according to the 
annual Offering Schedule put out by the conference.  

Â The loose offering on a World Budget Sabbath should always go 
to World Budget.

Â Sabbath School Missions and Sabbath School Expense offerings 
should be kept separate.

Â Non-tax deductible funds should be receipted into a non tax-
deductible account.  Examples are payments for health food or 
devotionals or pathfinder expenses, or donations specified for 
the benefit of a particular individual.

Â Offerings should be deposited intact.  No cash should be taken 
from the weekly offering for expenses or assistance.

Â Loose offerings should be counted by at least two people 
immediately after collection, or alternatively locked in a secure 
location until counting can be done.  



Donor Intent MUST be followed

ÂòWhen an offering is taken for worldwide missions or 

for any general or local enterprise, all money placed in 

the offering plate (unless otherwise indicated by the 

donor) shall be counted as part of that particular 

offering. All offerings and gifts contributed by 

individuals to the church for a specific fund or purpose 

be used for that purpose.  Neither the church treasurer 

nor the church board has the authority to divert any 

funds from the objective for which they were given.ó  

Church Manual p. 89



Sabbath School Missions and Expense 

Â òMany Sabbath Schools take offerings for Sabbath School 

expense. With the exception of that expense fund, all Sabbath 

School offerings are for the support of the mission fields and are 

to be passed on in their entirety by the treasurer to the 

conference. These funds include the regular weekly Sabbath 

School offering, the Thirteenth Sabbath Offering, Sabbath 

School Investment, and Birthday-Thank Offering. Each is to be 

identified as a separate fund in the financial system of the 

churché. No mission funds may be retained by the church or 

conference. The Sabbath School expense offering and the 

mission offering, where the calendar of offerings is being used,

shall not be taken as one offering and divided according to 

an agreed-upon formula or percentage.ó Church Manual Pg. 

106.



Offering Corrections

Â NSF checks: (Insufficient Funds/Returned Checks.) Call the individual 

to verify intent.

Â If the check is to be deposited a second time, or a replacement 

check is to be deposited, fill out a separate deposit slip for the 

check.  Do not enter anything on the computer.

Â If you need to reverse the NSF check in the current month, just 

delete the original entry in the Offering Detail Entry.  (The original 

deposit + the returned check notice are your backup for the 

deposit.)

Â If you need to reverse the NSF check in a month after the check was 

entered on the computer, do a ònegative tithe envelopeó on a non-

Sabbath date.  The returned check notice is your backup for the 

reversal.  This removes the donation from the donorõs receipt.

Â Other:  For other corrections, such as voiding a check, use the Asset 

Adjustment Entry option.



Online Giving Dates
ÅThe transfer CUTOFF date is the date you use to 

enter the donors. So, you will only have two entry 

dates each month for the donor entry dates- usually 

the 15th and the 30th (or 31st)

ÅSometimes the Transfer report is not generated until 

late in the day on the 30th or 31st. That means you 

cannot enter the last cutoff date until you get that 

report at the end of the month. 

Å  The money is not deposited to your bank account 

until a few days later. That is called the Deposit Date 

on the Transfer report. 



Other Donation FAQs
1. Can I give someone a tax deductible receipt 

for expenses that they pay or supplies that 

they purchase for the church? 

 - No.   The proper way to handle this is to 

write the church member a check reimbursing 

them for the expenses.   If they then choose to 

donate that money back to the church, that is 

their decision.



2. Someone donated a piano (example) to the 

church.  Can I give her a tax deductible 

receipt for that?

 - No.   You may write them a letter thanking 

them for the donation of a piano to your 

church, referencing the date of donation and a 

description of the donated item, but you should 

NOT assign a value to the piano.  It is up to 

the donor to assign an appropriate value when 

claiming it as a charitable deduction on her tax 

return.



3. One of our church members donated his 

time working on our new church building.  

Can I issue him a tax receipt for the value 

of his time?

 - NO.  The IRS has made it clear that donated 

services are NOT tax deductible.



4. One of our church members would like to 

support a certain student by donating 

tuition through the church.  Can they 

receive a tax deduction for that?

     - No.  Donations given for the benefit of a      

specific individual are never tax deductible, 

even when given through the church.  This 

includes tuition, special assistance, and 

pastoral appreciation gifts. 



RMC Pastorõs Giftõs

Â  Pastors cannot receive any financial 

compensation regardless of the amount, it must 

be run through payroll.

Â  If they are full time additional compensation 

can be a policy violation issue.



Pastors From Other Conferences 

Receiving Gifts
Â  If the pastor is from another conference, 

preaching at a church in RMC territory, it is a 

policy violation.

Â  The church can still offer to pay for 

travel/hotel expenses but no additional 

compensation beyond that. 



Pastors Outside of the Country 

Receiving Gifts 

Â  It is not allowed to gift pastors that are outside 

of the country gifts as it is in violation of Federal 

laws.

Â  The church can still offer to pay for 

travel/hotel expenses but no additional 

compensation beyond that. 


