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Handling Money

Policy

It is the policy of the Billy Foundation that all monies received by the organization will be 

handled in a manner that conforms to generally accepted accounting procedures.

Procedure

1. Only Board members or paid staff are authorized to open mail received by the 

organization.

2. Any checks received in the mail will be stamped for deposit and filed in 

preparation for deposit with any and all source documents on the same day in 

which the mail was opened. 

3. All gathering/registration information must be recorded into the database prior to 

making a deposit.

4. No cash may be received without the issuance of a numbered receipt.

5. At gatherings:

a. The registrar will be provided with appropriate documentation regarding 

money owed at gatherings.

b. The registrar may receive money on behalf of the organization provided 

appropriate documentation is maintained for each transaction.

c. The registrar will be provided with a numbered receipt book and may receive 

cash payments once he/she has issued a receipt for the cash.  A copy of the 

cash receipt must be maintained for the organization’s records.  In the event 

that a receipt book is not available, cash cannot be received.

d. Any coordinator of a fundraising event held at a gathering is responsible for 

receiving or for designating an individual(s) to receive money.  The 

individual(s) must provide receipts for any cash sales, document the purchaser 

of each item and for how much, reconcile the totals on the form provided, and 

turn the receipts over to the Treasurer or a designated Board member.

e. Any coordinator of merchandise sales (Billy Boutique, etc.) is authorized to 

receive money on behalf of the organization.  The individual must provide 

receipts for any cash sales, document the purchaser of each item and for how 

much, reconcile the totals on the form provided, and turn the receipts over to 

the Treasurer or a designated Board member on a daily basis. 

f. By the end of each day of the gathering, all checks, cash, and related 

documentation must be reconciled on forms provided and turned over to the 

Treasurer or designated Board member.

g. The Treasurer or designated Board member will make sure that the money and 

documentation is stored in a secure location.

h. All monies received at gatherings will be taken by the Treasurer or designated 

Board member to the office after the conclusion of the gathering for 

processing prior to the preparation of a bank deposit.
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