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 Included in the audit notification letter

 Complete, sign and return with audit records.





Set up online access to church’s 
bank accounts

Record receipts weekly and 
consistently/verify to bank 

deposit

Record 
payments/checks/electronic/  

Zelle at least bi-weekly

Organize and file supporting 
documentation for EACH 

payment

Monthly closing/Make sure all 
financial activity is entered

Prepare the bank reconciliation 

Print and save the monthly 
financial reports in PDF format

Outstanding items both in 
deposits/receipts and 

check/payments should be 
reviewed each month and 

cleared as appropriate



Procedure for Change over of 
Church Treasurer

 All church treasurer 
records

 Final financial statement 
with bank reconciliation 

 Board action to change 
signature on bank 
accounts



 “The church treasurer is the custodian of all church 
funds.  These funds are (1) conference funds, (2) 
local church funds, and (3) funds belonging to the 
auxiliary organizations of the local church.”

SDA Church Manual, 21st Edition, revised 2025, page 91



Local funds

Auxiliary organizations funds

Conference funds



Receiving Funds

Depositing

Payments

Accounting

Reporting to Church Board



 Teams of Counters

 Assistant treasurer/s

 Separation of duties



 Filing System

 Jewel 
accounting 
system



1. Monthly financial 
statements

2. Cash Receipts Journal

3. Cash Disbursements 
Journal

4. Bank Statements

5. Bank Reconciliations

6. SECC Weekly/Monthly 
Reports

7. Disbursement Voucher 
File (D-2’s)

8. Church Board Minutes



 Safe and secure environment for counting of funds

 Assign counting teams/at least 2 unrelated 
persons

 Establish procedures in writing

 Count loose offering immediately after collection

 Prepare tithe envelope for loose offering/other 
miscellaneous income (rental income, etc.)

 Differentiate tax deductible/non-tax deductible 
(write “no name” or assign a non-tax deductible 
code)



 CashApp, Tithely, Pushpay, Zelle

 Entering these donations can be more complex 
than using Adventist Giving (can be uploaded 
to Jewel)

 Need written information from donor as to 
how funds are to be applied

 Use a different date than regular weekly 
offering 

 Enter these routinely and timely 



 For checks received 
from Conference, make 
an offering envelope 
and label it “SECC”

 Total income reported 
should agree to bank 
deposit and SECC 
weekly summary



 Deposit funds intact on a timely basis (3-4 days)

 NO cash should be withdrawn for any reason 

 Post your total weekly receipts – this amount 
should agree with deposit report in total and 
also in the allocations of funds



 Do not receive funds for SDA 
independent ministries, other 501c3 
entities, or non-profits

 For SDA entities, follow policy in 
handling such funds as outlined in 
“Donations received for Overseas and 
Non-SDA organizations”.   



 Donor designated donations are 
non-tax deductible.

 For example, tuition payments and 
donations to benefit a specific 
individual (see IRS Pub. 526).

 Do not accept these donations.



“…..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.” SDA Church Manual, pg. 84









 Checks

 Electronic payments/Zelle

 Debit/Credit card purchases



 Online/Electronic payments  - assign a number 
to each payment 

 Record that number on the supporting 
statement/vendor invoice, along with date 
paid, purpose, and account to be charged

 File in numerical order in Online disbursement 
voucher file



 Establish a policy 
(who, $ limit)

 No personal 
charges

 Used only for 
church operating  
purchases



 Establish a written policy (purpose, criteria, who 
is responsible, identify amounts).

 Establish a benevolent fund (e.g. Needy Fund).

 Have documentation to support each transaction.



 These gifts/honorariums are 
considered taxable income and must 
be reported to Conference payroll.



Date: _____________

Requested by: _____________________________

Pay to: ____________________________________

Amount: $ ________

Purpose: ___________________________________

Charge to: _________________________________

Approved: (1) Church Board   Date ____________

(2) Name: ___________________(print)

________________Signature





 Record all payments –
checks,  electronic  and 
credit card payments, 

 All bank charges/NSF 
checks

 Agree in total and 
posted correctly

 All checks entered  
including voided and 
cancelled checks



 Each payment (check/electronic/Zelle) made must 
be supported by proper documentation – one of 
the following:

 Vendor invoices/cash register receipts

 Check Request form signed by appropriate department 
head/pastor (example enclosed)

 Reference to church board action (help to needy, 
honorarium, etc.) or other document  in file

 NO checks payable to “Cash” and no self-issued 
checks



 File paid 
invoices/cash 
register receipts 
in check/ 
electronic 
number order in 
a folder or 
binder.



 Unsupported payments made to 
individuals of a reimbursement 
nature, are viewed as taxable income 
by the IRS.









 Make sure all income and 
expenses for month entered

 Last check is usually the 
conference remittance check



 BANK RECONCILIATIONS 

 PRINT MONTHLY REPORTS 



 Monthly

 At minimum should have beginning balances, 
income, expense and ending balances of each local 
fund

 List of checks written

 Balances of bank and investment accounts that 
agree to the fund balances with bank reconciliation



 Enter all information relative to 
contributions and expenses for the fiscal 
year

 Clear cut-off 

 Close nominal accounts 

 Year-end report

 Issue 1099-NEC forms by January 31



 Policy – every 2 years

 Written request

 Allow approximately 3 weeks for 
records to be provided or audit 
scheduled







 Affidavit – List of Church’s bank, investment and loan accounts
 Internal Control Questionnaire 
 Cash receipts and Disbursements journals
 Detail General Ledger
 Financial statements including Balance Sheet
 All bank statements for all accounts
 Copies of cleared checks
 Investments
 Loans and Debts
 Disbursement file (D-2’s) – Paid invoices and vouchers
 Check register
 Church Board minutes and Finance Committee minutes
 SECC Monthly & Weekly Receipts Summary, Offering envelopes
 1096 Annual Summary, 1099-NEC forms, Copies of W-9 forms

Records/documents needed



 Bank reconciliations
 Board minutes 
 Financial statements 
 Receipts
 Disbursements
 Remittance to Conference
 School Subsidy
 Payroll & 1099
 Overspent department funds
 Inactive local church funds



Audit notification 
letter

Audit 
scheduled/Records 

Received
Audit conducted

Draft to church 
treasurer/Auditor’s 
opinion/Significant 

Findings

Response from church 
treasurer/No 

Response

Full distribution to 
board 

chair/pastor/head 
elder/treasurer/SECC 

VP/SECC Treasurer

Response from church 
board/confirmation 
board has reviewed 

the audit report



 Draft to treasurer and opportunity to 
respond to findings.

 After treasurer’s response is 
received or due date passed, then 
full distribution.



 If no treasurer’s response, unsatisfactory 
response or incomplete response, the 
church board is required to respond to 
the audit findings.

 Final audit report distribution to church 
board chair/pastor/head elder/ 
treasurer/Conference administration.



 Answer questions and provide 
assistance before audit

 Assist treasurers in safeguarding 
credibility



The following can be found on the 
Conference website 

seccadventist.org/treasury/resources:

 Treasurer’s Manual

 Jewel training video



 (352) 326-0093 – English

 (352) 535-0093 – Spanish

 support@jewelsda.com

Pacific time 6 am – 9 pm
(Please do not call during Sabbath hours.)



Faith Whitter Faith.Whitter@seccsda.org

(951) 509-2373

Gin Mung  Gin.Mung@seccsda.org

(951) 509-2370

Gidion Tambunan  Gidion.Tambunan@seccsda.org

(951) 509-2371 

Nilsa Padilla Nilsa.Padilla@seccsda.org

(951) 509-2374 

mailto:Faith.Whitter@seccsda.org
mailto:Gin.Mung@seccsda.org
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