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[bookmark: _Toc163564169]Message from the
United Thank Offering Board President
[bookmark: _Toc68617386][bookmark: _Toc163564170]United Thank Offering Prayer
Gracious God, we come before you in the knowledge that although we are varied in our gifts, we are united as laborers of your harvest. With grateful hearts, we give thanks for the blessings and challenges that inspire the work of the United Thank Offering. May the offerings given to UTO as an expression of gratitude go on to address the needs of our ever-changing world. All this we ask through Jesus Christ, whose life is a blueprint we strive to follow. Amen.

Questions? Contact UTO Staff Officer, The Rev. Canon Heather Melton: hmelton@episcopalchurch.org.

Click here to return to the Table of Contents.

[bookmark: _Toc163564171]Roles in the United Thank Offering Structure
The United Thank Offering (UTO) was founded as a grassroots network to teach the practice of using thank offerings to deepen our individual awareness of the blessings that God bestows on us each day and to fund innovative ministries throughout the church. Our mission and structure remain the same as when first founded, and we are grateful to have you be a part of this wonderful spiritual discipline and mission-funding ministry.

[bookmark: _Toc163564172]The Blue Box
The Blue Box was created as a receptacle for coins to remind the user to give thanks daily and for all things. A Blue Box placed anywhere can serve as a visual reminder to offer blessings large and small. It represents the heart of the United Thank Offering ministry and is a pathway between our prayers and the mission of The Episcopal Church. It is a symbol that allows us, during the week, to be linked to our Christian tradition of praying, recognizing that blessings come from God (and in this case making a thank offering when we encounter those blessings), and being present to Christ in the world by helping others in need. For many, the size of the box is a reminder that all blessings, big or small, are gifts from God and that all offerings, big or small, are used for the glory of God and the building of God’s Kingdom. Many people now use their UTO Blue Boxes to hold notes of gratitude and then donate via check or online.

[bookmark: _Toc68617387][bookmark: _Toc163564173]United Thank Offering Blue Box Prayer
Almighty God, I give you praise
for blessing me in many ways.
Create in me a grateful heart
and with this gift a blessing start. Amen.

[bookmark: _Toc163564174]Every Episcopalian Belongs in the United Thank Offering
The United Thank Offering gives an opportunity to contribute in a meaningful way to mission through daily prayers of thanks for all the good things that we have and can recognize in our lives. Membership in UTO is open to everyone, regardless of gender, thanks to an act of General Convention in the 1970s. In giving thanks with a coin, not only do we offer a gift to someone else, but we also honor the blessing that we are remembering. Giving in small ways teaches us to give in larger ways as we grow. The Blue Box is a reminder that coins and bills can go a long way toward helping someone else in great need. As people benefit from those gifts, they in turn can help others. The United Thank Offering could be described as a pay-it-forward ministry – we help others who in turn help others, most often in life-changing ways. It is a ministry that is particularly instrumental in teaching children about the Christian way of giving thanks and helping someone else. 
Click here to return to the Table of Contents.

[bookmark: _Toc163564175]The United Thank Offering Board
The United Thank Offering Board is comprised of 16 members. Nine members are elected to represent each Province. Three officers are elected from the ranks of the Board. The other members are appointed: two young adult Board members appointed by the Board President, two members appointed at-large by a consensus of the Presiding Bishop, the President of the House of Deputies, and the President of the United Thank Offering Board. The 17th person is an appointee of the Presiding Bishop and the President of the House of Deputies as a liaison between the United Thank Offering Board and the Executive Council of the Domestic Foreign Missionary Society (DFMS), the governing body of the church. This person has voice but no vote on the United Thank Offering Board. They report regularly to Executive Council about Board activities. 

[bookmark: _Toc163564176]The United Thank Offering Staff
The United Thank Offering is served by one DFMS staff member. The Staff Officer for the United Thank Offering supports the work of the Board while also promoting participation in the United Thank Offering. She is available to help anyone making inquiries or needing support to carry out the ministry of the United Thank Offering. 

[bookmark: _Toc163564177]Domestic and Foreign Missionary Society (DFMS)
[bookmark: _Int_KhLgXTMM]Early English settlers established the Church of England in the original colonies of the United States. In 1789, after the American Revolution, an assembly met in Philadelphia to unify all Anglicans in the United States into a single national church. The full legal name of The Episcopal Church is the Domestic and Foreign Missionary Society of the Protestant Episcopal Church in the United States of America. (When the church was incorporated, it was located only in the United States, but today it is an international church.) When Diocesan UTO Leaders or individuals send their offerings to DFMS, they are submitting designated funds to The Episcopal Church to be held in the United Thank Offering account. The Ingathering money earns thousands of dollars in interest each year and is granted for approved projects by the United Thank Offering Board the following year. The United Thank Offering Board and Staff have worked in and with the Mission Department of the Presiding Bishop’s Staff (or its equivalent) for over 140 years.
Click here to return to the Table of Contents.
[bookmark: _Toc163564178]
Information for Parish UTO Leaders

UTO Parish UTO Leaders:
· Encourage each person in the congregation to adopt a personal practice of grateful living with UTO, through reminders in parish communications and by making sure resources from UTO are available for your congregation to use.
· Teach ways to practice gratitude as a way to increase personal health and a way to fulfill our baptismal covenant by utilizing UTO materials that promote gratitude in a variety of ways.
· Celebrate all the blessings (and challenges that lead to blessings) of the parish by working with the rector on establishing an all-parish special “grateful giving day”/ingathering and by making sure that gratitude is a part of the life of the congregation, from recognizing volunteers, to sharing a word of gratitude at meetings, to the prayers of the people.

[bookmark: _Toc163564179]Basic Overview of Tasks for Parish UTO Leaders
Encourage
· Learn the United Thank Offering story and share it. “Preach what you practice” through social media posts and conversations when you experience the blessings of gratitude. Notice the good things that happen each day and give thanks to God for your blessing. 
· Invite those gathered at church meetings to share one thing they are grateful for prior to beginning the meeting and then share one word about what they are grateful for from the meeting to close. 
· Speak to your congregational leaders about utilizing UTO resources (stewardship programs, faith formation, Autumn and Lenten materials, etcetera) to help incorporate gratitude practices throughout the ministries of your congregation. People love to be thanked, and UTO has resources to help you do just that.
· Participate in (or watch later) trainings and/or webinars to the extent you are able, so you are up to date on the latest UTO offerings.

Teach
· Make sure that your parish is registered as participating in UTO via this link. Each summer, you’ll receive an order form so that you can decide what materials your congregation needs for the current program year. UTO ships materials for free, once in August for Fall Ingatherings and once in January for Spring Ingatherings. UTO also offers a kit of materials that can be used at any time of the year.
· Forgot to order materials and need them right away? No problem, everything can be downloaded and printed locally, including Blue Boxes. You can access them here in English and Spanish.
· Go to www.episcopalchurch.org/uto, scroll down and click on “Videos” for free United Thank Offering videos you can download and show. Many give the story of a ministry that received a UTO grant or a person who was served by the ministry. Seeing the actual ministry in action and hearing the stories can be very powerful. The United Thank Offering 2014 Blue Box video is also available and continues to be popular.
· Use articles from the E-Newsletters for your parish newsletter or bulletin. Remember, you can copy anything from these resources and use them as you see fit to encourage each household in the congregation to drop money (or slips of paper to do an online donation later) in the Blue Box daily as an outward and visible sign of thanks to God. 
· Make sure that you’ve subscribed to the UTO Leaders newsletter. This edition is only available to those who lead UTO and includes grant site stories only shared with leaders so you can share a new story with your congregation.
· Introduce the United Thank Offering to children and families. We offer a full set (from generosity to Vacation Bible School) of free resources to support children and families developing a gratitude practice. 

Celebrate
· With your rector, establish a yearly day of gratitude for the parish to celebrate as a congregation. This could be a “party” with liturgy, food, and fellowship. This is the day that ingathering/grateful giving is counted/recognized. 
· Because people want to know where the money goes, create a display with information on grants awarded each year. Maybe invite recipients of a grant to speak or take a field trip to visit a grant site near you. For additional information regarding grants, contact the United Thank Offering staff at hmelton@episcopalchurch.org for a list of grant sites in your diocese. UTO’s Facebook page also has a wealth of photos and information about grant sites.
· Help your congregation to see practicing gratitude as a part of your community ethos. Make sure people feel seen for the good things they are doing and celebrated. These outward celebrations are a great way to model how to practice gratitude at home, work, school or simply in the community.
[bookmark: _Toc163564180]How to Get Started:
If your parish does not currently have UTO, please speak to your clergy or vestry about starting UTO. You will need the support of the offering counting team, church treasurer, or similar since you will need their help with processing the Ingathering funds. We strongly recommend beginning with a gratitude experience as a part of worship. Be sure to order one of the UTO kits as they come with resources to get you started. Pass out UTO information and Blue Boxes and let them know when you’ll collect the Boxes (or online donation receipts), but mostly encourage them to notice the good things that God is doing in their life and let them know you’ll keep sharing examples of gratitude and ideas on how to practice gratitude throughout the year. It is also important to share that folks can use their Blue Boxes to hold notes of gratitude and then give via check or online donation later.
[bookmark: _Toc163564181]How to Organize a Parish Ingathering:
When planning your Parish Ingathering, we suggest considering the following four steps. 
1. Coordinate the Ingathering date well in advance so you can plan out your year, or better yet, get the congregation to have it as an annual occurrence that people can look forward to. The most important part of the Ingathering is teaching about giving in gratitude, then gathering the Blue Boxes and envelopes together. Ingatherings are generally held in the spring to represent new growth, and in the fall to represent harvest times. The traditional date for the Spring Ingathering is the Sunday closest to Ascension, and for the Fall Ingathering is the Sunday closest to All Saints’ Day. However, it is more important that you pick a date that works for your congregation. Some churches do UTO during Lent and utilize the Lenten resources, others in November, utilizing the UTO November Gratitude Challenge and to center Thanksgiving on gratitude. Whatever works best for your church is the best date for an Ingathering.
2. Plan a special worship service, coffee hour or other event for the Ingathering date.
· Use the sample prayers, songs, scripture references, and service materials provided online or in the Liturgies handbook to connect the United Thank Offering and a theology of thankfulness to the experience of worship. This helps make the Ingathering special. (Remember, you are celebrating prayers and blessings so this is a big deal!)
· Some congregations provide United Thank Offering envelopes for paper money and checks. If you are using envelopes, make them readily available in the pews, inserted in bulletins, or handed out at the door the day of the Ingathering.
· [bookmark: _Int_eOYiNixq]Other congregations include the Text to Give information (Text INGATHER to 41444.) so people can donate online with a credit card and encourage individuals to simply put the email receipt in the plate or a note that says they gave online. You can download a Text to Give graphic and an “I gave online” card on the Coordinators Resource page on the blog.
3. Working alongside the systems within your parish for handling donations, process the Ingathering funds.
· Combine monies received from Blue Boxes and envelopes utilizing the accounting procedures of your congregation. It is not your job to count the money! If someone has checked boxes on the envelope or used it to do a credit card donation, please send those envelopes along with your Ingathering funds so our staff can follow up on those requests.
· [bookmark: _Int_97I0D3sf]For tax purposes, identifiable cash and checks should appear on pledge records as a special offering, but your parish treasurer should know how to do this. This allows people to have their charitable donations to the parish in one place for tax purposes.
· Send your total amount to the following address within a month of the Ingathering:  United Thank Offering, DFMS—Protestant Episcopal Church US, P.O. Box 958983, St. Louis, MO 63195-8983. Mark your check or include a piece of paper with the following information: Parish Name, Town, Diocese Name. This allows the finance department to properly track your donation.
4. Respond with Gratitude
· Thank people for participating! Write a thank you note in the parish newsletter and say something at the announcements. Tell them how much you raised and share something like, "If every nickel we collected represented one blessing we experienced in the last year, this congregation experienced a total of 100,000 blessings!" Remember, gratitude generates generosity.
· If you would like individuals to be thanked for giving to the Ingathering, please email a list to the UTO staff or include a list with your Ingathering check as noted above and we will send a card to everyone on the list. This can include cards for thanking the children who put slips of paper in a Blue Box at Sunday School. We will thank whomever you ask us to thank. (If it is for kids let us know, because we have a special thank you note for children that they can color.)

Other Things
· We strongly encourage you to look at the UTO Grant list to find every grant awarded to your diocese since 1883. Then we hope you’ll visit some of the sites in your area. Visiting UTO grant sites can be inspiring and is a wonderful way to help promote giving to UTO by telling local stories.
· Encourage your parish to proudly list UTO on the website. You can even ask them to simply link to www.unitedthankoffering.org where those seeking information about gratitude can easily find it.
· Once UTO has become a part of the life of the congregation, it is good to explain the importance of the Memorial Trust Fund and encourage gifts to honor or remember someone. People can also name this trust in their will to continue the work of building up gratitude for generations to come. 
· Encourage your congregation to submit grant applications for funding and explain how it works. 
· When leaving the Parish UTO Leaders position, update the form found here: https://www.episcopalchurch.org/uto/united-thank-offering-contact-update/ and we will notify your diocese of the change and make sure the new person is receiving UTO communications.

Click here to return to the Table of Contents.

[bookmark: _Toc163564182]Diocesan UTO Leaders
Connect, Promote, Inspire

Diocesan UTO Leaders:
· Connect UTO with your diocese, through monthly newsletters and to the UTO Grant Process. It is especially helpful if you share the focus for the following year with congregations when it is released early in the year, this helps Parish UTO Leaders encourage giving.
· Promote UTO by supporting Parish UTO Leaders, encouraging congregations who are not yet participating in UTO to consider it, and having a booth at your diocesan convention to promote UTO. (Note: UTO now offers a special kit of materials to stock your booth. You can order them in July or January of each year.)
· Inspire Episcopalians within your diocese to adopt intentional gratitude practices.

[bookmark: _Toc163564183]Basic Overview of Tasks Associated 
with Being a Diocesan UTO Leader
Connect
· Find out when the deadline is to submit materials to your Diocesan newsletter so that you can make sure to share items regularly with the whole Diocese.
· Sign up for the monthly UTO Coordinators e-newsletter. This is a great way to get timely information about UTO, ideas for promoting gratitude, and updates on grant sites. You can also encourage Parish Coordinators to do the same, so you know that everyone is getting the same information at the same time.
· [bookmark: _Int_hXfAJf2e]Participate in (or watch later) trainings and/or webinars to the extent you are able, so you are up to date on the latest United Thank Offering processes.
· Let us know about the great work you are doing to promote UTO by submitting information with pictures or videos for the UTO Facebook page or the monthly e-newsletter.
· Submit a description of UTO activity in your Diocese to your Diocesan office for inclusion in the Diocese's Annual Report. You can ask the UTO Staff to provide you with Ingathering totals for your diocese and information from the UTO annual report.

Promote
· Share with congregations in your diocese about the free resources offered to them from UTO. You can do this by simply making sure the newest materials are promoted in your Diocesan newsletter.
· Meet with the diocesan bishop (or staff appointed to support UTO) to ensure that it is an integral part of the life of the diocese. We encourage you to discuss the following with them:
· Is the Ingathering held at a prominent time and place in the diocese's life? If your diocese does not have an Ingathering, this would be a good goal for your diocese and help is available from the UTO staff.
· Is your diocese following best financial practices for handling the Ingathering funds?
· Does the diocese send all offerings received semi-annually at least 3 full weeks before the close of the calendar year, December 31, so they can be counted in that year’s Ingathering total? (Remember that you are entrusted in good faith to send to DFMS any money given to the United Thank Offering by people in your diocese. Money should not be held, since it is a designated gift.)
· Does the diocese acknowledge each gift directly upon receipt? If not, do they empower UTO staff to do so?
· Since the Bishop has the final authority on endorsing the UTO applications to submit to the Board for review, we recommend that you ask the bishop to appoint a United Thank Offering Grant Screening Committee if there isn’t one currently. (See the section on Granting in this handbook for more information.)

Inspire
· Write articles about the United Thank Offering for diocesan newspaper(s) and other publications. Share sample articles and announcements that are available on our blog with your Parish Coordinators.
· Connect with non-traditional opportunities to talk about gratitude. Can you present UTO to the Camp and see if there is a way for them to incorporate a gratitude practice for campers like a gratitude scavenger hunt, or invite committees to practice gratitude at their meetings?
· Organize visits to United Thank Offering grant sites for your Parish UTO Leaders.
· Have fun and share how gratitude or UTO grants have inspired you. When people see you having fun, they will want to join in.
· Make sure you lead by example, and practice gratitude for and with Parish UTO Leaders.

Other Things
· We strongly encourage you to look at the UTO Grant list to find every grant awarded to your diocese since 1883. Then we hope you’ll visit some of the sites in your area. Visiting UTO grant sites can be inspiring and is a wonderful way to help promote giving to UTO by telling local stories about how a UTO grant helped a congregation, ministry, or mission.
· Encourage your diocese to proudly list UTO on the website. You can even ask them to simply link to www.unitedthankoffering.org where those seeking information about gratitude can easily find it. Or UTO can provide a list of all past UTO grants to the diocese.
· Once UTO has become a part of the life of the diocese, it is good to explain the importance of the Memorial Trust Fund and encourage gifts to honor or remember someone. People can also name this trust in their will to continue the work of building up gratitude for generations to come. To learn more about the Memorial Trust Fund, we have created a brochure in English and Spanish for download or from the distribution center.
· Encourage your congregations to submit grant applications for funding and explain how it works. Help them with applications if requested. 
· When leaving the Diocesan UTO Leaders position, update this form and we will make sure the new person is receiving UTO communications.
Click here to return to the Table of Contents.

[bookmark: _Toc163564184]Diocesan Staff Leading/Supporting UTO
In many dioceses, the work of UTO at a Diocesan level is distributed among the staff of the bishop. When this is the case, we typically see the following distribution of duties:

[bookmark: _Toc163564185]Diocesan Finance Officer: This person ensures that any checks for UTO that come through the diocese are forwarded onto the UTO bank in Saint Louis. Sometimes, UTO checks are simply collected by the diocese and then sent on to UTO for acknowledgements to be sent. UTO Ingathering reports are then requested by this person from the UTO staff to share with the diocese.

[bookmark: _Toc163564186]Diocesan Communications Director: This person ensures that UTO information is available from the UTO newsletter for the Diocesan newsletter. UTO Staff provides highlights of the newsletter that is sent before the month ends to those that are preparing their newsletter locally. Please email UTO staff to be included in this list.

[bookmark: _Toc163564187]Canon to the Ordinary or Bishops Executive Assistant: This person is often the point of contact for the UTO grant process. They ensure that the diocese is notified of when grant applications are available and work with applicants to ensure that their materials are endorsed by the bishop in time for the deadline.

Click here to return to the Table of Contents.


[bookmark: _Toc163564188]Diocesan UTO Leader:
Responsibilities for the Granting Process
Annually, the call for United Thank Offering grant applications is released by the Public Affairs Office of DFMS while appearing in the UTO E-Newsletter. Typically, application materials and resources for the Annual Grant Process are available in early summer and due the first Friday of March. It is the Diocesan Leader’s responsibility to let people in the diocese know well in advance when the process is open and what the deadlines are. (Please note that these are not firm dates, because in a General Convention year the materials will be due earlier.)

Some dioceses have a deadline for grant applications to be submitted so they can be reviewed by a Screening Committee or Bishop before the deadline for grant applications. Every congregation must be informed of this date. We recommend not only notifying the Parish UTO Leaders but also asking the Diocesan Communications Officer to send out an email specifically about the grant process (with a reminder that the funding for these grants comes from Blue Boxes) to every clergy person and to the contact list the diocese regularly utilizes. It also is a good idea to ask the Diocesan Communications Officer to put this information on the diocesan social media sites. The more places that people can hear about the UTO application, the better.

The United Thank Offering grant process requires every application to be endorsed by the diocesan bishop. Each diocese has a different system for reviewing grant applications. Beginning with the 2025 grant cycle, Diocesan UTO Leaders will have the opportunity to participate in training to better support applicants within your diocese. Please be sure to attend the annual training day for this training. During the entire grant process, the staff and Board are available to answer questions and provide technical assistance. Our goal is to help dioceses submit applications eligible for funding, so please do not hesitate to ask for help.

Click here to return to the Table of Contents.

[bookmark: _Toc163564189]Diocesan UTO Grant Screening Committee Overview
The following are ideas for structuring your Diocesan Grant Screening Committee and come from a variety of dioceses to help you determine what is best in your context.

Members of the Diocesan Grant Screening Committee:
· Serve three (3) year terms (staggered to preserve experience);
· receive all the information as soon as it is available;
· know the dates of the meetings well in advance; and
· are made aware of the granting deadlines.
When planning how many to invite to serve on the committee, consider the following:
· Number of convocations or deaneries in your diocese;
· number of churches in your diocese; and 
· diversity of the committee: age groups, ethnicity, clergy/lay.
Grant applicants should be invited to the Diocesan Grant Screening Committee meetings to present their applications and to answer questions.

1. Connect with the Diocese:
As you begin, make sure you know who your contact person is at the diocese for the grant process and go over the schedule with them early on to ensure that you won’t run into any issues with getting the Bishop’s Endorsement Form. Also work with the Communications person to find out when the deadlines are for submitting information on granting, Ingatherings, etcetera. Find out what the word limits are, if you can use images, and so forth. 

2. Create a Team:
A team with diverse talents and backgrounds who can view the grant request from different perspectives is a blessing. It is key to have someone detail oriented who will take notes and who likes reading budgets and is willing to be the lead on checking the budget against the criteria. It is important to remind the committee that they can always recuse themselves from evaluating a particular application if it is something they cannot be impartial about. The goal of the committee is to read each application with fresh eyes and an unattached heart to ensure that the selected application is the best possible fit to the focus and the criteria. Team members need to actively listen and communicate in a respectful and caring manner as you get into the details of the grant.  Mutual affirmation is also useful. (This is also a great committee to invite someone to from a parish you would like to be more involved in UTO, to join as it showcases the important work the Ingathering funds.)

It is important to have team members experienced in using telephone/computer technology. If you need help setting up Zoom (or similar for the meeting) the diocese or Heather can help.

[bookmark: _Int_IXfCZLOU]Advance preparation is essential to the team’s success. By attending webinars and asking questions, the team leader can inform members of important considerations when reviewing the applications. Make sure the team has time to review the applications before meeting.

Appoint a secretary to take notes that can be used to respond to applicants and to formulate the screening committee letter. One team member can write the committee recommendation letter for the application. 

You can also invite UTO Board members or staff to sit in during your screening committee meeting to help answer questions you might have as you review the applications, however, do this well in advance of the submission deadlines.


Some things to consider as you form the committee:
· Make clear in the invitation to serve what the term is on the committee. Make sure that you stagger the terms to preserve experience. 
· Number of convocations or deaneries in your diocese;
· Number of churches in your diocese; and 
· Diversity of the committee: age groups, ethnicity, clergy/lay

3. After you’ve decided
Open dialogue should be maintained with the grant writer. Make suggestions based on questions the screening committee has. Application modifications ensure the grant language conforms to the grant criteria and focus. Set deadlines to ensure that the process of revising doesn’t delay submitting the application well in advance of the deadline.

The committee can write thank you notes to all the applicants, sharing the strengths from their application. If you know of possible alternative funding sources, offer those connections.

4. Things to consider as you write your letter from the screening committee:
· Make sure you identify how your committee saw the project fulfilling the focus and criteria for the year. 
· Add any additional data or information regarding the project that would help explain the need in your area that the application was unable to cover.
5. Bishops Endorsement Form and Submission Process
Check in with the Diocese and make sure the Bishop’s Endorsement form demonstrates strong supporting reasons for funding. Confirm they know how to submit the final application per the instructions on the website. Once they have submitted it, Formstack will send them a “received receipt” and they will also receive an email when it has been processed for review. Ask that the diocese forward you these emails for your file.

Click here to return to the Table of Contents.

[bookmark: _Toc163564190]Finances
[bookmark: _Toc163564191]United Thank Offering Ingathering Funds: Best Practices

[bookmark: _Toc163564192]For Parish Ingatherings
[bookmark: _Int_Uo7lrrZ8]Please note: this website is updated regularly with information for parish Ingatherings and includes links to resources to help you promote online giving, or present UTO to your parish. We strongly recommend reviewing this page annually.

1. As all Ingathering funds are fully granted, thank you to all the parishes and sponsoring organizations who carry any administrative cost of participating in UTO. 
2. [bookmark: _Int_JLefmFIq]Make sure to give plenty of notice regarding the date of the Ingathering, and give time after the Ingathering for anyone who might have missed that Sunday to be able to contribute.
3. Follow parish procedures for safeguarding the Ingathering from theft or loss.
4. We strongly recommend having the Ingathering funds counted and processed according to the financial practices currently in place in your parish. If this is not available, please engage two unrelated people to count and record the Ingathering. 
5. Make sure your treasurer records the UTO Ingathering in a separate general ledger account for transmittal and reporting. 
6. Please ask your treasurer to mail the Ingathering funds immediately to the UTO/DFMS bank address in St. Louis. There are two options for sending checks:
· send all the checks collected (make sure they are made out to UTO and not the parish) and a check from the parish for any cash received, or
· send one check for all the funds.
Make sure to include a list of all donors to be acknowledged with their name and address. The staff will send each person a card, and if an amount is included, a receipt they can use for their taxes. See the section below regarding acknowledgements.
7. Share the total amount with your parish and thank them in multiple places for participating.

Click here to return to the Table of Contents.

[bookmark: _Toc163564193]UTO Ingatherings Held at Diocesan Convention
· Thank you for how you shepherd the process of holding an Ingathering at Diocesan Convention. We know that it is a lot of work and a lot to organize.
· To safeguard the offering, and lower the risk of a collection taken off-site, we strongly recommend that parish offerings be sent directly from the parish to the Saint Louis address. When parishes send their checks in directly, we recommend a ceremonial Ingathering at Diocesan Convention. In this case, a card is deposited as a symbol of what was sent it, it can even include the amount received by the deadline you provided to the parishes. Sample, blank Ingathering cards are available here.
· Follow-up with a report of contributing parishes in your Diocesan newsletter.  
· The UTO Office will supply a bi-annual report of parish and individual donations for a Diocese upon request to designated Diocesan representatives.

[bookmark: _Toc163564194]Basic Reminders about UTO Donations
1. Funds are ingathered on behalf of the United Thank Offering, a ministry of The Episcopal Church.
2. Please send in your donation as soon as possible, because the interest gathered on the Ingathering is also granted and sometimes amounts to enough to fully fund one grant.
3. Episcopal Church organizations fall under both IRS regulations and Episcopal Church canons.
4. No administrative expense can be taken from the Ingathering. Administrative expenses are to be paid by the local parish, or diocese, and are budgeted separately.
5. Once the United Thank Offering Ingathering is announced, all the ingathered funds are considered designated and then transferred to the United Thank Offering account with the Domestic and Foreign Missionary Society (The Episcopal Church):
a. [bookmark: _Int_Ucv48xbU]Make the check out to UTO
b. Send it to: United Thank Offering DFMS Protestant Episcopal Church US, P.O. Box 958983 St. Louis, MO 63195-8983
c. Include a note with the diocese/parish/list of donors.

[bookmark: _Toc163564195]Handling “Out of the Ordinary” Donations
Sometimes you will receive donations out of the ordinary. Here are some tips for handling these situations.
1. If it is a check, ask that it is made out to UTO and send it in to the lockbox as described above. If the check comes from someone visiting, include the note to state you want it credited to your diocese/parish.
2. If it is cash, place it in an envelope, seal it and have them sign the seal. If an envelope is not available use a piece of paper and have two people sign it to confirm the amount. Then give it to your parish to process as a UTO donation.
3. If they want to use a credit card, have them text INGATHER to 41444 to access the online donation system that can process cards or visit: www.unitedthankoffering/give. 

[bookmark: _Toc163564196]Regarding Acknowledgements for UTO Offerings
Because the United Thank Offering is a gratitude ministry, we feel strongly that every intentional act of gratitude with a UTO Blue Box should be acknowledged. There are a variety of ways that this can happen, but below is the way we recommend if you do not want to acknowledge each gift individually.

1. Parish Ingatherings: When sending one check to the St. Louis address, include a list of all of those who need to be thanked as well as their addresses. This can include the amount (which is helpful for those that want to take it as a tax deduction) or the staff can simply send a thank you for participating in UTO card to each person on the list. If you have children participating in UTO, either with coins or simply putting slips of paper in a Blue Box as a part of Sunday School, we will also send each child a thank you note. Be sure to get the parents’ permission to share their name and address with us (it will not be used for any purpose other than sending a thank you card) before you send the list to us. You can also email this list and reference the parish and diocese and the check number that it goes with so we can connect them later.

2. Diocesan Ingatherings: If you receive checks at the Diocesan Level, please send us a list of parishes that contributed and their addresses so we can send acknowledgement cards to them. You can also email this list and reference the diocese and the check number that it goes with so we can connect them.

[bookmark: _Memorial_Trust_Fund][bookmark: _Toc163564197]UTO Resources List
· Subscribe to the UTO E-newsletter, https://www.episcopalchurch.org/ministries/united-thank-offering/e-newsletter-sign-up/  a monthly resource with timely UTO information that can be cut and pasted or adapted for use in your diocesan or parish e-newsletters. We also offer a monthly UTO Leaders E-newsletter for parish and/or diocesan leaders that you can sign up for by emailing Heather.
· Check out our website for the most current items from UTO. www.episcopalchurch.org/uto Updated items will always be on the main page, with less current but still applicable materials on the resources tab: https://www.episcopalchurch.org/ministries/united-thank-offering/resources/ Videos can also be found at https://www.episcopalchurch.org/ministries/united-thank-offering/video/. 
· Our blog is a wealth of resources (www.unitedthankoffering.org) for those seeking information about gratitude, with a special page for UTO Leaders and historical archives.
· "Like" our Facebook page: https://www.facebook.com/pages/United-Thank-Offering/ 

[bookmark: _Toc163564198]Customizable Resources for UTO Leaders
Our website is full of resources to help you lead UTO. If you don’t see something here (or on the blog) that would be useful to you, please let our staff know so the Board can generate the resource. Did you create a great resource that is not listed here? Please share it with our community so we can learn from you! 

[bookmark: TOC]Click here to return to the Table of Contents.
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