
Offering Protocol
· Provide envelopes for those making a donation. 
· Give the MC the sheet regarding the announcements to be made before offering is received (determine if debit/credit card machine is available prior to announcements being made). 

· Two people must be present when money is counted. 

· If cheques are placed in the offering without an envelope, please fill out an envelope with the correct information from the cheque.

· KEEP CASH / CHEQUES FROM ENVELOPES AND CASH FROM LOOSE OFFERINGS SEPARATE UNTIL TOTALS BALANCE.

· As the envelopes are opened, place a check mark beside the dollar value on the envelope confirming that the amount inside is correct.  If a dollar amount is not given on the envelope, write it in. 

· Record the Names and Amounts of individual envelope contents on the left hand side of Form OF01 Offering Record Sheet.  There are 4 sheets to record Envelope Listing for large numbers of donations.
· Add up envelope amounts and record in “Total All Envelopes (Receiptable)”.

· Count all loose cash placed in the offering but not in envelopes, and record in “Total Loose Offering (Non-receiptable)”.
· Add “Total All Envelopes” and “Total Loose Offering” and record in “TOTAL A”.

· Count individual coins and bills from both loose offering AND envelopes (still keeping them separate) and record in “All Cash” on the right hand side of the Offering Record Sheet. 

· Add all cash and record in “Total All Cash”.

· Total amounts of cheques only and record in “Total All Cheques”.
· Total amounts of Card transactions only and record in “Total All Cards”.
· Add “Total All Cash” and “Total All Cheques”, and “Total All Cards” and record in “TOTAL B”.

· “TOTAL A” and “TOTAL B” must be the same.  If not, check for errors and correct before combining the envelope cash and loose offering cash.

· Both Counters must sign the Offering Record Sheet.
· Enter EVENT, DATE, and OFFERING DESIGNATION information on the Offering Record Sheet.
· Place the money, along with the Offering Record Sheet, in a white security envelope.  Write the date and event on the outside of the envelope and seal.   Initial the envelope over the sealed flap.
· If there are late donations, fill out a new Form OF01 Offering Record Sheet and use the same procedure to calculate, balance, and record the offering.

Announcements Prior to Receiving an Offering
· State the purpose of the offering.  It must be clearly defined.  
· Cheques are to be made payable to [church/ministry].
· If you wish to receive a charitable receipt, be sure your name and address are legible on the envelope and all the information is filled in. 
· We will accept donations made by debit card and credit card.  
· IF THERE IS A PROCESSING TERMINAL ON-LOCATION:

· The processing device is located in the foyer.  Please fill out an envelope with your name and address and make your donations there.  The Point of Sale Terminal will be available throughout the evening until 10 p.m. tonight for your convenience.    
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