
 
 
 
 
 
 

RECEIPTING 



CHURCH RECEIPTING 
 

Contact Information 
 

 
 
Contact Person:  Yolanda Perez 

Email Address:  yolanda.perez@seccsda.org 

Phone:   (951) 509-2304 

Fax:    (951) 509-2393 

 
 
 
Contact Person:  Raquel Rosete 

Email Address:  raquel.rosete@seccsda.org 

Phone:   (951) 509-2305 

Fax:    (951) 509-2393 

 
 
 
Instructions: 
Please send envelopes or envelope reports weekly to: 
 
Email:   churchreceipting@seccsda.org 
 
Mail:  SECC 

Church Receipting 
P.O. Box 79990 
Riverside, CA 92513-1990 

 
Fax:  (951) 509-2393 
 
 
• Do not do more than one action for each week. 
• Do not send more than one week in each email. 
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SUGGESTED PROCEDURES FOR PROCESSING 
OFFERINGS AND REPORTS 

 
Counters: 
When not being processed, the tithe envelopes and loose offerings should be stored in a safe 
and secure place, preferably at the church in a safe or vault. Access to the funds where they are 
stored should be limited to authorized individuals by key or lock combination. 
 

• The tithe envelopes should be separated from the loose offerings. 
 

• The loose offering is counted and totaled. Two or more persons who are scheduled on a 
rotation basis should do the counting. This provides internal cash control and reduces 
opportunities for loss or misuse of funds. The offerings should be documented on a form 
to provide a record for fluctuations. This form should be used for each offering. 
 

• Place one copy of the completed Control for Church Offerings form for each offering in 
the money bag for the related offering; the other copy is to be kept as the counter’s 
record. The Sabbath School offerings are to be handled in the same manner. 

 
Treasurer and Counters/Assistants: 
It is suggested that two or more persons who are scheduled on a rotation basis (to provide 
internal cash control and reduce the opportunities for loss or accusation of embezzlement) 
perform the following procedures: 
 

• Verify all loose offerings with the counter’s copy. List all loose offerings for that Sabbath 
on one tithe envelope. 
 

• Place all the tithe envelopes in alphabetical order. This will help you in locating a 
member’s envelope if there is a question. 
 

• Open each tithe envelope and on the back of the tithe envelope write the total amount of 
money; if cash, write CASH; if check, write the check number. 
 

• Verify the contents in the envelope with the total on the face of the envelope. If the total 
on the face of the envelope is blank, write in the total according to the contents in the 
tithe envelope. If there is a discrepancy, write the correct total on the face of the 
envelope, preferably in red. 
 

• Make sure each separate offering on the tithe envelope has an offering number. See 
Church Contribution Categories report. 
 

• If name is illegible PRINT NAME above donor’s name, preferably in red. 
 

• After the envelopes have been alphabetized, opened, and verified, run an adding 
machine tape for all envelopes. This total should equal the total amount of the deposit. 
(Have credit card donations in a separate batch.) 
 

• Deposit monies (check, coin and currency) in the bank, preferably by the first business 
day following weekend services. This reduces the accessibility of funds and opportunity 
for theft. 
 

• Send in the tithe envelopes with the adding machine tape and a copy of the deposit to 
the Conference office each week, preferably on the first business day following weekend 
services. (Provide a separate batch for credit card donations that includes the tithe 
envelopes with an adding machine tape.) 
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SUGGESTED PROCEDURES FOR PROCESSING 
OFFERINGS AND REPORTS - Continued 

 
 
Reports: 
When the tithe envelopes and the weekly report is returned to you, please do the following: 
 

• Check each envelope against the report. Verify that the name, distribution and total 
contribution is accurate. 
 

• If discrepancy is found:  Make a correction envelope specifying the exact corrections 
to be made, preferably in red ink. 
 

• Send in these corrections with the next week’s tithe envelopes to SECC. 
 

• DO NOT include the corrections in the week’s totals. It should be separate. 
 

• Enclosed with the tithe envelopes and weekly report for the last Sabbath of each 
month are 2 copies of the Tithe & Offering Remittance Report. Save one for your 
files, the other is to be included with the monthly remittance check that is to be 
received by the Conference by the 10th of the following month. 
 

• Twice a year you will receive a Contributor Address List by Name report. Please 
verify the information for correct name and address. 
 

• The confidentiality of a member’s receipt is protected; therefore, communication 
regarding member receipts can only be with the church treasurer. 
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ADVENTIST GIVING 
“Online Giving” 

 
 
Benefits of using Adventist Giving 

• No fees charged to your church or to members for usage 
• Easy to use 
• Reports are in a submission ready format 
• Connection linked onto your church’s website 
• Great way for shut-in members to continue with their giving program 
• Beneficial for members who don’t use a checkbook anymore 
• Accessible anytime 

 
Some disadvantages of use 

• Southeastern CA Conference pays the fees that are charged for this access/usage 
• Does not allow non tax-deductible contributions 

 
Getting Started 

• Go to: Adventistgiving.org  in order to begin the signup process to enroll your church in 
Adventist Giving. After you locate your church on the list and provide the information 
requested, they will send you an “Adventist Giving-Church Enrollment Agreement” for 
completion.  Send the completed form along with a voided check for the bank account that you 
will be using to receive the electronic deposits, to SECC Treasury Department. 

• SECC Treasurer will complete the remaining parts of the form and then will send the information 
to Adventist Giving to complete the enrollment application process. 

• Once the form is received and processed Adventist Giving will work with you to get the link 
established for your church on your website. 

• All of your tax-deductible local offering codes will need to be setup in the Adventist Giving site 
once you get a treasurer login.  While you are setting these up, you will need to decide which 
codes will show on your electronic envelope and in what priority they will show (i.e. which one 
comes first, second, third on the envelope). 

 
Account Maintenance 

• You are able to change or adjust the information on your account whenever you need to do so. 
• If you have a personnel change or bank information change, use the “Adventist Giving – 

Add/Change Information Form”. 
• If you need to discontinue/add/change a local offering code, you can do that from within the 

website with the treasurer’s login.  You can also change what appears on the envelope and what 
order it shows at any time. 

 
Monthly Treasurer Duties 

• At the first of each month, login and from the main “Generate Reports” page, select the most 
recent report under “Official Deposit Reports”.  For example, on the first of February, there is a 
report shown with the date 20180206.  When you select this report, it will open a list of 
transactions that occurred since the last deposit.  Print this report and record this information in 
your records the same as you do for a weekly collection of envelopes. There will be two reports 
per month if any donations occurred in those periods. 
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• Please do not submit the report to SECC.  SECC has the ability to print out this report and will do 
so, in order to timely record the online giving.  SECC will record this information and you will see 
it on your monthly report as part of the Sabbath of the month it is relating to.  For example, if 
the report is for the last half of February online giving, then SECC will record it as part of the last 
Sabbath in February.  You will receive a report from SECC with the printout, similar to what you 
get for envelopes. 

• You do not need to do anything else to this report.  There is no need to make envelopes for it or 
anything else.  It is ready to be used as printed. 

 
Other Items 

• If someone submits a payment stub from the online system into the offering plate, disregard 
that item in your weekly counting.  It is for the individual’s benefit and does not affect your 
weekly cash counting. 
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SECC TITHE ENVELOPE FUNDAMENTALS 
 

First Grouping 
 
 

1. The term “tithe” may not be used for any other giving category. 

2. Terms and phrases that imply salaries for pastors must fall under the Tithe grouping 
only.  Church hired staff must be under another grouping or category and clearly 
identified as church hires or auxiliary workers. 
 

3. The tithe category line item needs to be clear and bold. 

Second Grouping 

1. Local Church Giving may appear first of the second grouping followed by conference 
and “world” offering categories. 
 

2. All secondary giving categories need to be equally represented. 

3. All second grouping categories need to have at least two open undesignated line items 

per category. 

Descriptions 

1. All tithe and offering category descriptions on the tithe/offering envelope need to clearly 
and accurately reflect the designated use of the respective fund categories.   
 

2. Abbreviated or omitted descriptions that result in misinformation may not be used. 

Other Considerations 

1. The conference data entries all tithe envelopes for SECC Churches.*   Conformity of 
envelope size, style, and code numbers listed, all help with data entry efficiency. 
 

2. The conference prints,  at conference expense, tithe and offering envelopes for its 
churches.  Churches desiring to print their own custom envelopes may do so at their 
own expense with the conference blessing,  provided the conference commitment 
department is consulted first and all the above criteria are followed. 
 

3. The conference issues the official church members’ charitable contribution receipt 
annually for all SECC churches.*   Churches, however, may issue other “gift” 
recognitions such as a gift-in-kind acknowledgement. 
 

4. Should you have any questions, contact the conference commitment department. 
 

*Except for Loma Linda University Church 
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CHURCH RECEIPTING 
 
 

INDEX OF SAMPLES 
 

 
Sample Item                                Page # 

Bank Deposit Ticket and Tape of Envelopes……………………………………...…………………54 

Contribution Categories, Alphabetical…………………………………………………………..……55 

Contribution Categories, Numerical…………………………………………………….……………56 

Contributions Report Correction, Weekly………………………………………..…………………..58 

Contributions Report, Weekly ……………………………………………………………..………….57 

Contributor Address List by Name………………………………………………………..………….60 

Correction Envelope………………………………………………………………………..………….52 

Loose Offering Envelope………………………………………………………………………..…….53 

Offering Envelope, English………………………………………………………………….………..50 

Offering Envelope, Spanish………………………………………………………………….……….51 

Tithe & Offering Remittance Report, Monthly……………………………………………….………59 
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OFFERING ENVELOPE, ENGLISH 
 

SAMPLE 
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OFFERING ENVELOPE, SPANISH 
 

SAMPLE 
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CORRECTION ENVELOPE 
 

SAMPLE 
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LOOSE OFFERING 
 

SAMPLE 
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BANK DEPOSIT TICKET AND TAPE OF ENVELOPES 
 

SAMPLE 
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CONTRIBUTION CATEGORIES, ALPHABETICAL 
 

SAMPLE 

55



CONTRIBUTION CATEGORIES, NUMERICAL 
 

SAMPLE 

56



CONTRIBUTIONS REPORT, WEEKLY 
 

SAMPLE 

57



CONTRIBUTIONS REPORT CORRECTION, WEEKLY 
 

SAMPLE 
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TITHE & OFFERING REMITTANCE REPORT, MONTHLY 
 

SAMPLE 
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CONTRIBUTOR ADDRESS LIST BY NAME 
 

SAMPLE 
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