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Please insert your Divisional Headquarters contact details here:

Name:
…………………………………………………………………….


Phone:
…………………………………………………………………….
Address:
…………………………………………………………………….


…………………………………………………………………….

1 Important Timelines
	Altar Service Sunday


	
	1st April 2012

	Donations (including regular deduction authorities) received AT the Altar Service Sunday
*Refer to section 2 for separate instructions on CASH donations
	Corps within South Queensland Division and ACT & South NSW Division is to send to your Divisional Headquarters for processing and receipting.
All other Corps is to send to THQ, CPR, Donor Services Team for processing and receipting.


	By no later than

two weeks after Altar Service



	Donations (including regular deduction authorities) received AFTER the Altar Service Sunday

*Refer to section 2 for separate instructions on CASH donations
	Corps within South Queensland Division and ACT & South NSW Division is to send to your Divisional Headquarters for processing and receipting.

All other Corps is to send to THQ, CPR, Donor Services Team for processing and receipting.


	On a weekly basis.

	Deposit Books for 

Self Denial Account

	Corps within South Queensland Division and ACT & South NSW Division is to send to your Divisional Headquarters.

All other Corps is to send to THQ, CPR, Donor Services Team.

For auditing and reconciling.
	By no later than 

end of May

	Finance 1 transfer of journal funds 
	Journal form to be completed and forwarded to

Corps within South Queensland Division and ACT & South NSW Division is to send to your Divisional Headquarters.

All other Corps is to send to THQ, CPR, Donor Services Team.


	By no later than 

end of May

	Receipting
	THQ CPR Donor Services will commence the receipting process.
	On a daily basis commencing the 1st day after the Altar Service.

	Progressive reports
	THQ CPR Donor Services will provide Divisional Headquarters and THQ Executive with Corps progress report.
	On a weekly basis commencing the 2nd Wednesday after the Altar Service

	Final Report results
	THQ CPR Donor Services will provide Divisional Headquarters and THQ Executive with Corps final report.
	By no later than 1st week in August


2
Cash Donations
These are the only donations that Corps are to Bank directly into the Self Denial Account using the Bank Deposit book provided.
The reason being is that it is illegal to send cash via Australia Post mail.
No Cheque, Money Order or Credit Card donations are to be deposited by the Corps directly into the Bank account. Please refer to separate instructions in Section 3.
· Bank weekly all cash donations by using the provided Self Denial Appeal Deposit Book.
· Complete the “Cash Donations Only” form for all cash donations banked for the deposit. See the form on next page. 
· Make sure all personal details, Corps name and amount are clearly noted.

· Make sure that amount has been correctly recorded under TAX (Development) and/or NON-TAX (Evangelical) columns
· Any anonymous cash donations are to be recorded as “Anonymous” on the “Cash Donations Only” form.
· “Cash Donations Only” form must balance with what has been deposited. Please reconcile before forwarding the form in.
· Make sure the Date Deposited is completed on the “Cash Donations Only” form.
· Send the “Cash Donations Only” form together with the coupons/envelopes to your allocated processing area for processing.
· Processing and receipting will commence as soon as details are received from the Corps and that confirmation of the deposit has been made to the Self Denial Appeal Bank Account. 
	SELF DENIAL APPEAL  - CASH DONATIONS ONLY

	
	
	
	
	
	

	
	
	Corps Name: ____________________________________
	
	
	

	
	
	Date: _______________________________
	
	
	

	CASH DONATIONS ONLY
	
	
	
	

	
	
	
	
	
	

	Donor Number 
(DHQ/THQ USE ONLY)
	Name
	Address
	Tax  (DEVELOPMENT)
	Non-Tax (EVANGELISTIC)
	Total Donation

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	Excel version of the 

Cash Donations Only Form 

can be obtained from

http://selfdenial.info/downloads/
Please refer to the “Downloads” Tab 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	TOTAL:  $
	 
	 
	 

	
	
	
	
	
	

	
	
	DATE DEPOSITED INTO BANK ACCOUNT
	   /         /   
	
	


3
Cheque, Money Order, Direct Debit and Credit Card 

These are to be sent directly to your allocated processing area for processing and banking to ensure that receipt is issued in a timely and accurate manner.

This will ensure that the relevant details are recorded against the donors to meet both internal and external audit requirements.
DO NOT BANK any of these by using the deposit book provided to you which is for the sole purpose of “Cash Donations Only.”
· Coupon and donation are to be attached to each other. Do not separate.

· Make sure all personal donor details (eg: address etc), Corps name and amount are clearly noted.

· Make sure that amount has been clearly recorded as TAX (Development) and/or NON-TAX (Evangelical).
· Group all CHEQUE donations (with the coupons still attached) together. Raise a tally of these donations, complete and include the proforma (refer next page) to the front and secure together.
· Group all MONEY ORDER donations (with the coupons still attached) together. Raise a tally of these donations, complete and include the proforma (refer next page) to the front and secure together.
· Group all CREDIT CARD donations / coupons together. Raise a tally of these donations, complete and include the proforma (refer subsequent page) to the front and secure together.
· Group all DIRECT DEBIT donations / coupons together. Raise a tally of these donations, complete and include the proforma (refer subsequent page) to the front and secure together.
· Send to your allocated processing area for processing and banking. 
Self Denial Appeal Donations

CORPS _____________________
Date_____/____/____
CHEQUE 
DONATIONS

Number of donations___  Totalling: $______________
Self Denial Appeal Donations

CORPS _____________________
Date_____/____/____

MONEY ORDER 
DONATIONS

Number of donations___  Totalling: $______________

Self Denial Appeal Donations

CORPS _____________________
Date_____/____/____

CREDIT CARD 
DONATIONS

Number of donations___  Totalling: $______________

Self Denial Appeal Donations

CORPS _____________________
Date_____/____/____

DIRECT DEBIT 
DONATIONS

Number of donations___  Totalling: $______________
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Automatic Regular Donations
ALL Automatic Regular Donation authorities are to be sent directly to Territorial Headquarters CPR Donor Services Team on a weekly basis.
Send to : 
The Salvation Army




Donor Services – Self Denial Appeal



PO Box A229



Sydney South NSW 1232

Ensure that the proforma below is completed and attached to the coupon / envelope together with the Regular Direct Debit Authority Form.
THQ CPR Donor Services will issue a Confirmation Letter to the donor confirming these arrangements.

Note: 
Donors who have requested this form of donation activity MUST BE HANDED the “Direct Debit Request Service Agreement” form. (Refer pages 10 & 11)
These donations are set up for processing in terms of the Regular Direct Debit Agreement.

Self Denial Appeal Donations

CORPS _____________________
Date_____/____/____

AUTOMATIC REGULAR 

DONATIONS

COPY of the 
Regular Direct Debit Authority 
can be obtained from
http://selfdenial.info/downloads/
Please refer to the “Downloads” Tab

5 Finance One Transfers
These donations from Corps Sections will be processed as Evangelical (Non-Tax) and a non tax deductible receipt will issue to the Cost Centre (Supporter) at the address currently on our system.
Complete the standard Finance One “General Journal No GST Adjustments” form. (see next page).
All details need to be completed and sent to your allocated processing area for actioning and on forwarding to THQ CPR Donor Services by the end of May. THQ CPR Donor Services need to have these forms in no later than 31st May.
All General Journal forms will be processed in the 1st week in June and Finance Department will attend to the transfers by debiting the Corps Cost Centre by no later than 2nd week in June.

Things you need to know:

· Narrative (1) Reason for Journal must be:   










SELF DENIAL APPEAL TRANSFER

· Record your full 15 digit Cost Centre number

· Record the amount in the Debit column only (no credits are to be recorded at all on the form)

· Narrative (2) Details by Account must include the name of the Cost Centre (eg; Home League etc….)

· Total Debit column

· Ensure it is signed and dated.

· Any incomplete forms will be returned for your further attention.

COPY of the 
General Journal NO GST Adjustments

can be obtained from

http://selfdenial.info/downloads/
Please refer to the “Downloads” Tab
Or from

Lotus Notes – AUE Forms

SSG

THQ Finance

SSG006 – General Journal No GST Adjustments

6 Receipting of Donations
Receipting of all Self Denial donations will issue directly from Territorial Headquarters CPR Donor Services Team.

Receipts will issue daily and mailed directly to the donors mailing address commencing the 1st day after the Altar Service and until further notice.
Annual Receipts for our Automatic Regular Donations will issue during the 2nd week in July for the previous fiscal year.

Requests for duplicate receipts can be made via your allocated processing area or by making direct contact to the THQ Donor Services Team by email to donations@aue.salvationarmy.org
7 Self Denial Deposit Books

These are to be returned no later than end of May for auditing and reconciling.

For Corps within South Queensland Division and ACT & Sth NSW Division these deposit books are to be returned to your Divisional Office.
For Corps within all other Divisions these deposit books are to be returned to THQ Donor Services, PO Box A229, Sydney South NSW 1232.

Thank you.
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