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// Best Practices-Sorting

BP: Collect by service time
Reason: Allows better insight into contributions

Reason:  Automatic Attendance



// Best Practices-Sorting

BP: Sort by Loose cash / Loose checks /Envelopes
Reason: 



// Best Practices-Sorting

BP: Sort by fund, put splitstogether



// Best Practices-Sorting

Start ASAP



// Best Practices-Sorting

Create a standardbatch naming convention
Reason: 



// Best Practices- Sorting

BP: Run a 10key total before processing
Reason: Needed when creating Batches
Reason: First Check Point



BP: Document Your Contributions Process!
Reason: Increased Security
Reason: Creates Consistency, Repeatable
Reason: Business Process

// Best Practices-General



BP: Setup the processing area ergonomically
Reason: Less movement, Faster, Easier

// Best Practices-General



BP: Use Shortcut Keys
Ctrl + Letter access fields within the window
Alt +F, Alt + T, and Alt + H access top menu

// Best Practices-Processing



.tΥ 5ƻƴΩǘ ǳǎŜ ǘƘŜ ƳƻǳǎŜΣ Tabbetween fields and use 
the Enterkey whenever possible

Reason: Faster

// Best Practices-Processing



BP: Fix batch totals discrepancies immediately 

Reason: 2Possible causes
Å10Key amount is incorrect
ÅScanned amountis incorrect

// Best Practices-Processing



BP: Handle unmatched contributions later
Reason:  Keeps the scanners scanning

// Best Practices-Processing



Handling Unmatched Contributions

First Time Visitors





Attribute to Household / Individual  Pros

ÅHousehold
ÅSimpler generation of contribution statements

ÅIndividual
ÅCan generate individual contribution statements
ÅOnline contributions post to the individual



Attribute to Household / Individual  Cons

ÅHousehold
ÅHusband and wife get same statement
ÅOnline contributions post to individual

ÅIndividual
ÅExtra work to roll up to household



Encourage People to Give Online

Minimizes Human Factorduring processing



Encourage People to Give Online

Collection and processing are automatic



Encourage People to Give Online

More likely to increasebottom line giving





Encourage People to Give Online

Tim Stevens of Granger Community Church 
report s that 

Online Giving has increased from 2%to 13%
in two years time.

Source:  www.LeadingSmart.com
http://www.leadingsmart.com/leadingsmart/2007/

12/making-it-easie.html
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Encourage People to Give Online

Tim Stevens of Granger Community Church 
report s that 

cash/check giving increased by 15% and that 
Online Giving increased by 903%

Source:  www.LeadingSmart.com
www.leadingsmart.com/leadingsmart/2007/12/ma

king-it-easie.html 



BP: Refine Your Processes

5ƻƴΩǘ Řƻ ǘƘƛƴƎǎ ōŜŎŀǳǎŜ 
ǘƘŀǘΩǎ ǘƘŜ ǿŀȅ ȅƻǳΩǾŜ ŀƭǿŀȅǎ ŘƻƴŜ ƛǘ



Refine Your Processes

Mailing Pre-Printed Envelopes 
with Envelope Numbers

Are they still needed?



Refine Your Processes

Consider sending Contribution Statements 
in the 4th Quarter



For More Info
ωAnswer ID 8: Contributions Training Guide

ωAnswer ID 163: Contributions Check Scanning Shortcut Keys

ωIntroduction to Reports ςGiving Reports

ωExperience.FellowshipOne.com ςFinance & Contributions Forum

ωwww.leadingsmart.com/leadingsmart/2007/12/making-it-easie.html 



bvanderploeg@fellowshiptech.com



Please fill out session evaluation!
http://DynamicChurchConference.com/survey



Questions?



Thank you!
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