
CHURCH RECEIPTING

Southeastern California Conference 
Treasurer’s Workshop



Treasurer
Counter/Assistant

“It is suggested that two or more 
persons who are scheduled on a 

rotation basis perform the following 
procedures.”  (to provide internal 

cash control and reduce the 
opportunities for loss or accusation 

of embezzlement) 



Loose Offering Envelope

 The loose offering envelope should be 
made SEPARATE and include:

1.  Church name
2.  Date of Sabbath 
3.  Offering with its code



Loose 
Offering
Envelope



REMEMBER: 
Code 
each 

Offering



Envelope Codes

 Make sure each separate offering is 
coded.  

 Codes 1-69 are Conference codes. 
 Codes 70-126 are local codes.  
 Code 116 Local Misc. for all 

contributions that have no codes. 
 No decimal codes in submissions.





NON TAX DEDUCTIBLE CODE

 All churches should have a non-tax 
deductible code.
 If not indicated by treasurer, CR can 

assign a code.
What is not considered tax 

deductible?



If name is illegible,

 Please PRINT NAME above donor’s 
name. 

 Helpful if you could check for other 
information such as: 
– Sr/Jr - Mr/Mrs
– Separate envelopes for married couples?
– New address etc.

 Please PRINT NAME above donor’s 
name. 

 Helpful if you could check for other 
information such as: 
– Sr/Jr - Mr/Mrs
– Separate envelopes for married couples?
– New address etc.



Illegible 
Envelope



PREPARATION
AND

SUBMISSION



After envelopes have been          
opened, verified and 
alphabetized:
Run a tape for all envelopes 
(including “Loose Offering 
Envelope”). 
Tape total should equal the 
total amount of your deposit. 



Tape & 
Deposit 
Slip





Adventist Giving Submission  
Guidelines

 STARTING APRIL 2013, SECC will print 
Adventist Giving Reports and give to 
Church Receipting.

 CR will return full report for your records.
 Do not send Adv. Giving Reports or Adv. 

Giving envelopes.
 Always send original envelopes (or 

approved alternative) for weekly donations.



Deposits

 Should be made by the first 
business day following weekend 
services.

 Send a copy of deposit slip with 
weekly batch of envelopes (or 
approved alternative).



Send to Conference
Church Receipting

1. All tithe envelopes (or report)
2. Tape of envelopes
3. Copy of the deposit slip for each 

separate deposit made (i.e. Credit 
Card deposits)

4. Special Events/Projects should be 
made in a separate deposit.

5. If convenient, use drop box at SECC 
or bring to treasury department.



Submitting by email
 Email envelopes and reports to churchreceipting@seccsda.org
 Include Church name and Sabbath date(s) in the subject 

line of the email.
 Separate weeks by attachment and include a separate 

report for each week.
 Scan envelopes, tape & deposit slip or send a report 

from the software you are using, including offering 
codes and deposit total. Please include tape and deposit 
slip.

 The offering code can be included in the Jewel report in 
“account description” field or you can write the code on 
the report.

 Reports will not be accepted if codes are missing.



Reports

When tithe envelopes and weekly 
reports are returned to you, please 
do the following:
– Check each original envelope against 

the SECC report.  
– Verify that the name, distribution and 

total contribution is accurate.



If a discrepancy is found:

 Make a correction envelope specifying the 
EXACT correction to be made. All corrections 
must have supporting documentation.

 Write CORRECTION on the TOP of the 
envelope.
– Include Donor’s name
– Original date recorded 
– Change you want made (FROM and TO)



Correction
Envelope



 NSF must be accompanied by a copy of 
the cancelled check or bank statement.

 You may send these corrections along 
with the next tithe envelope submission. 
Not in the same report. Do Not send all 
original envelopes back with corrections.  
Only correction envelope(s).

 Do Not include the corrections in the 
week’s totals. Keep separate.

 All NSF/Corrections must be submitted 
before end of year.  Submit as soon as 
you know.



Correction by Weekly Report

 When making a correction on a weekly 
report you have received from Church 
Receipting, specify the EXACT 
correction to be made. 

 All corrections must have supporting 
documentation. Include a copy of the 
donor’s original envelope.



Tithe & Offering 
Remittance Report.
 Two copies are enclosed with the tithe 

envelopes and weekly report for the last 
Sabbath of each month.  

 Save one for your files. 
 The other return to conference with your 

remittance check in Pink Envelope.
 Due to conference by the 10th of the 

following month.





Year-End Procedures

 Submit all corrections, NSF, Adventist 
Giving reports, address updates etc., 
as early as you can. 

 Make sure all donations for December 
are clearly marked.  Do not combine 
with January deposit or it will not be 
receipted for the correct year.



Year-End Receipts

 All Receipts generated by SECC will be 
mailed to each church. 

 It is the Church Treasurer’s responsibility to 
distribute all receipts in a timely manner. 

 CD will be given to each church with receipt 
information.  

 To maintain confidentiality, it is the 
treasurer’s responsibility to generate any 
additional receipts requested by the donor. 



CHURCH RECEIPTING

 churchreceipting@seccsda.org

 (951) 509-2305


