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Ministry Description: Group/Ministry Leaders



Although as a Group and/or Ministry Leader you have many important roles pertaining to the leadership and execution of your ministry, the job description below will focus only on your role in the collection and handling of donations and contributions. Our goal is to maintain a uniform collection and recording process for the safekeeping and accuracy of all donor contributions.  Your role as a group or ministry leader is vital to our church and requires strong character and integrity.

YOUR SIGNATURE OR INITIALS ON ANY DOCUMENT INDICATES YOU HAVE REVIEWED IT AND APPROVE OF IT.

Essential Job Functions:

Keep the contributions in a secure location until the function has ended.
Examples of contributions you may receive are:
· Voluntary donations
· Fundraising income
· Sales of food or drinks, etc.

Immediately after the function has ended, count the contributions and complete the Usher/Counter Offering Report, in ink.  It is preferable (although it might not be possible) to have two people involved in the counting and Usher/Counter Offering Report preparation.
Provide the contributions and Usher/Counter Offering Report to the Bookkeeper
.




Your signature below indicates you have read and understand the requirements of the position and agree to faithfully execute the requirements to the best of your ability.

Signed:								Date:					
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