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Cash Handling Policy

PURPOSE
To define and state the policy of St Andrews church (and if applicable, St Agnes centre) regarding the receipt, handling and banking of church funds. In order to safeguard those people who handle church funds it is of the utmost importance that the terms of this policy are adhered to. 
DEFINITIONS
Monies – means cash and/or cheques denominated in Sterling and/or any foreign currency exchangeable at a UK bank for Sterling.
Church funds – monies received from any source for the following:-                                                                       a) the exclusive use by the church, whether restricted funds (given a specific purpose or appeal and expendable only in line with the donors wishes) or unrestricted funds (given with no restrictions as to the use to which the funds are put to).                                                                                                        b) Special Collections (funds are collected for a specific, usually ‘one off’, purpose over a short period of time (e.g after a particular church service/event or the total of service collections over a one or two week period).
AUTHORITY AND COMPLIANCE
Any form of fund raising or appeal for funds must be approved by the Parochial Church Council (PCC) before commencing the fund raising or appeal and incurring any expenses in relation to that fund raising or appeal.
Any person who is handles church monies must comply with this policy, and a copy shall be made available for their perusal.
This policy has the approval of the PCC and superceeds all previous versions.
The PCC treasurer should be contacted in the event of any clarification or interpretation being required.
The Treasurer will, in the first instance, be responsible for initiating any changes to this Policy. Alterations to this policy shall only come into force following approval by the PCC. Following such approval a new version of the Policy will then come into force and be made available for perusal.  


PROCEDURE
· Counting
Church services -                                                                                                                                                  Monies should be counted by one person in the presence of one witness.  Any envelopes under the Planned Giving Scheme should be opened and a note of the contents written on the face of the envelope (a note of the number of envelopes be made in the record book) (For church service collections enter details of the total cash/cheque value and the number of envelopes into the register). The cash/cheques/envelopes should then be bagged, with the record book, put in the safe/secure cupboard ready for banking.                                               Other amounts-
Monies should be counted and details of the amount collected and the purpose of the funds received should be entered into the record book and placed in the safe/secure cupboard ready for banking.

· Banking
Monies received should be deposited at the PCC bankers (currently HSBC plc, High Street, Windsor) as soon as possible following collection.  Any person who regularly banks monies should not follow a pattern of always banking on a specific day and time. Where there is a large amount of cash (in excess of £1000), a second person should be called on to act as on escort. 

· Advice to Treasurer
Details of the amounts banked should be passed to the Treasurer without delay in order that funds deposited can be accounted for correctly in the Church financial accounts. Any Gift Aid forms should also be passed to the Gift Aid recorder in order that the church can maximise the tax reclaim from HMRC.

Points to note – 
Personal bank accounts must not, under any circumstances, be used for depositing church funds.
Church funds must not be used for the cashing of personal cheques. Church funds must not be borrowed for personal used prior to being deposited with a bank. Any expenses incurred must not be taken form collected monies. Any request for reimbursement of expenses incurred must be put in writing to the PCC treasurer and be accompanied with appropriate receipts evidencing the value of expenditure claimed.
 Please contact the Treasurer for information and guidance regarding the Gift Aid scheme.
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