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DIOCESE OF SAN BERNARDINO 
Parish Assistance Office 

 
SCRIP PROCEDURES  

(SCHOOLS) 
 
 
1. Set up bank account in Chart of Accounts (1030) 
 
2. Set up bank account in Utility Set Up 
 
3. Establish Chart of Accounts as needed for each vendor: 
 

 Inventory Accounts: 
 

1080.01 Ralphs/Food 4 Less 
1080.02 Staters 
1080.03 Arco 

 
4. The 1st step is to purchase scrip one of two ways: 

 
A. Direct purchase from vendors by writing check from scrip checking account 

(1030): 
 

  Debit 1080.XX Scrip Inventory (The amount you pay for the scrip will be 
less than face value) 

  Credit 1030 Scrip Checking (Amount paid for scrip) 
 

B. Automatic Deduction from bank account for scrip purchase would be a non 
cash transaction to be entered by Journal Entry and recorded as: 
 

  Debit 1080.XX Scrip Inventory  
  Debit 1080.XX Scrip Inventory 
  Debit 5631 Scrip Expenses (Shipping/Freight) 
  Credit 1030 Scrip Checking  

 
5. The 2nd step is to sell the scrip.  This is recorded as: 

 
 Debit 1030 Scrip Checking (Full amount collected from customer) 

Credit 1080.XX Scrip Inventory (Original purchase cost of the scrip 
certificates) 

 Credit 4631 Scrip Income (Difference between what you paid for the 
certificate and the face value, or how much you sold the 
certificate for.  This is your profit.) 
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6. At all times, the amount of actual scrip certificates (physical inventory) and the total 

of the various 1080.XX inventory accounts on the Balance Sheet should be the 
same. 
 

7. The bookkeeper will need the following from the scrip volunteers to make the above 
mentioned journal entries: 

 
A. A breakdown, by vendor, of all purchases (or copy of National Scrip 

Center’s purchase order sheets) 
 

B. A breakdown, by vendor and amount, of all sales 
 

C. End of accounting (monthly) of an actual count of scrip certificates on 
hand.  When the physical count has been made it will be necessary to 
translate that count into the original purchase cost. 
 

D. After obtaining the value of the scrip on hand, compare to the financial 
records.  Research any variances immediately. 
 

 
See attached recommended forms.  You may also download these forms from our 
website at www.sbdiocese.org/parish-assistance.htm. 
 
 
 
Please note – It is inappropriate to put all scrip sales into 4631 Scrip Income and all 
scrip purchases into 5631 Scrip Expenses.  By doing this you are overstating your 
income and expenses on your Income Statement.  Also, you lose control over how 
much is in inventory, leaving room for theft, misplacement and errors.   
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DIOCESE OF SAN BERNARDINO 
Parish Assistance Office 

 
SCRIP PROCEDURES (CHURCH) 

 
 
1. Set up bank account in Chart of Accounts (1030) 
 
2. Set up bank account in Utility Set Up 
 
3. Establish Chart of Accounts as needed for each vendor: 
 

 Inventory Accounts: 
 

1080.04 Ralphs/Food 4 Less 
1080.05 Staters 
1080.06 Arco 

 
4. The 1st step is to purchase scrip one of two ways: 

 
C. Direct purchase from vendors by writing check from scrip checking account 

(1030): 
 

  Debit 1080.XX Scrip Inventory (The amount you pay for the scrip will be 
less than face value) 

  Credit 1030 Scrip Checking (Amount paid for scrip) 
 

D. Automatic Deduction from bank account for scrip purchase would be a non 
cash transaction to be entered by Journal Entry and recorded as: 
 

  Debit 1080.XX Scrip Inventory  
  Debit 1080.XX Scrip Inventory 
  Debit 7731 Scrip Expenses (Shipping/Freight) 
  Credit 1030 Scrip Checking  

 
5. The 2nd step is to sell the scrip.  This is recorded as: 

 
 Debit 1030 Scrip Checking (Full amount collected from customer) 

Credit 1080.XX Scrip Inventory (Original purchase cost of the scrip 
certificates) 

 Credit 4561 Scrip Income (Difference between what you paid for the 
certificate and the face value, or how much you sold the 
certificate for.  This is your profit.) 
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6. At all times, the amount of actual scrip certificates (physical inventory) and the total 

of the various 1080.XX inventory accounts on the Balance Sheet should be the 
same. 
 

7. The bookkeeper will need the following from the scrip volunteers to make the above 
mentioned journal entries: 

 
E. A breakdown, by vendor, of all purchases (or copy of National Scrip 

Center’s purchase order sheets) 
 

F. A breakdown, by vendor and amount, of all sales 
 

G. End of accounting (monthly) of an actual count of scrip certificates on 
hand.  When the physical count has been made it will be necessary to 
translate that count into the original purchase cost. 
 

H. After obtaining the value of the scrip on hand, compare to the financial 
records.  Research any variances immediately. 
 

 
See attached recommended forms.  You may also download these forms from our 
website at www.sbdiocese.org/parish-assistance.htm. 
 
 
 
Please note – It is inappropriate to put all scrip sales into 4561 Scrip Income and all 
scrip purchases into 7731 Scrip Expenses.  By doing this you are overstating your 
income and expenses on your Income Statement.  Also, you lose control over how 
much is in inventory, leaving room for theft, misplacement and errors.   
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JOB DESCRIPTION FOR VOLUNTEER SCRIP CHAIRPERSON 
(revised 4/02) 

 
 
 
Position Summary: The scrip chairperson, under the supervision of the principal or 
pastor, is a volunteer position responsible for the operation of the school’s/church’s 
scrip program. 
 
Major Responsibilities and Duties: The scrip chairperson works with the 
principal/pastor and business manager to determine selling needs, recruit sellers, order 
scrip, prepare deposits, assist with scrip bookkeeping matters, and collaborates with the 
principal/pastor and school board/finance council to market the program. 
 
General Responsibilities:   
 
1. Chairperson assumes position as an unpaid volunteer for a term of one year, July 1st 

to June 30th.  In the event that a chairperson starts his/her term after July 1st, the 
term shall be only for the remainder of the year ending June 30th. 

 
2. Chairperson shall meet with principal/pastor to determine the number of sellers 

needed each year, the time and places where scrip will be sold, and to obtain final 
approval for the list of scrip sellers.   

 
3. Chairperson is responsible for recruiting sellers from the school’s family/church list 

by using notes, newsletter advertising, and personal phone calls.  Chairperson 
invites potential sellers to fill out a “Scrip Sellers” form and read the job description. 
 

4. Chairperson is generally responsible for weekly ordering of scrip, arrange for pick-up 
and payment.  Chairperson works with school business manager to determine 
ordering levels and purchasing arrangements. 

 
5. Chairperson is responsible to assist the business manager in the preparation of 

deposits, the handling of forms and paperwork as needed. 
 
6. Chairperson should generally make time available to work at the school in the 

mornings for about 30-45 minutes each day or at the church before and after 
masses.  Exact schedules may be arranged with business manager. 
 

7. Chairperson should work with principal/pastor to secure a marketing person and/or a 
school board/finance council representative.  Chairperson helps with ads, school 
newsletter announcements and parish advertising. 
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SCRIP SELLER AGREEMENT 
 
 

NAME:  SCHOOL FAMILY:  
 
HOME ADDRESS: PARISH:  
 
HOME PHONE:  WORK PHONE:  
 
 
PROPOSED SALES LOCATION:   
 
PROPOSED SALES TIMES:   
 
 
AS A SCRIP SELLER, I REALIZE AND AGREE TO THE FOLLOWING: 
 
1. I will receive a copy of the scrip seller job description and I will follow those 

guidelines and accept responsibility for the position. 
 

2. I will be responsible for all scrip in my care. 
 

3. I must report any shortages, losses or overages to the school immediately upon 
becoming aware that the situation exists. 
 

4. I must handle scrip sales as business transactions; logging, writing receipts, and 
balancing all purchases in a responsible, reliable manner. 
 

 
Signed:  Date:  
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JOB DESCRIPTION FOR VOLUNTEER SCRIP SELLER 
(revised 4/02) 

 
 
 
Position Summary: The scrip seller, under the supervision of the scrip chairperson, is 
a volunteer position responsible for the selling of scrip, balancing and tallying the 
information concerned with sales. 
 
Major Responsibilities and Duties: The scrip seller sells scrip to school parents and 
the community and logs sales. 
 
General Responsibilities:   
 
1. Seller assumes position as an unpaid volunteer for a term of one year, July 1st to 

June 30th.  In the event that a chairperson starts his/her term after July 1st, the term 
shall be only for the remainder of the year ending June 30th. 

 
2. Seller shall maintain accurate records of sales by logging all sales in the prescribed 

forms. 
 

3. Seller shall sell on dates agreed upon with the chairperson and notify chairperson 
ahead of time if possible, if he/she will not be available on scheduled time. 
 

4. Sell must attend annual in-service for volunteers, to instruct and update sellers on 
proper procedures.  Seller should make every effort to attend any additional 
meetings as may be called to discuss scrip situations. 
 

5. Seller must report any shortages, losses or overages to school in a timely manner.  
Consideration for a shortage or loss may be given by the school principal depending 
on the circumstances. 
 

6. Seller must handle scrip sales, at all times, in a responsible, reliable manner.  Scrip 
must be given as careful handling as cash. 
 


