
____________________Parish 

USHER OFFERTORY COLLECTION PROCEDURES 

The ushers for each Mass are to be documented, i.e., a roster or a written schedule for the ushers indicating 

the Mass date, Mass time and the names of the ushers.  Where possible the ushers are to be rotated 
periodically to different Mass times and rotated between groups. the same exact group of ushers should not 
serve the same Mass times for more than a year. The rotation of at least one usher from each group on an 
annual basis is recommended. Alternatively the number of ushers available for each Mass could be 
increased through new recruitment to allow for a different mix of ushers to serve the same Mass (e.g. six 
ushers assigned to one Mass with only four serving on a rotating basis.)

1. Before Mass the head usher (captain/co-captain) updates the Bag Control List for each bag to be used. 
Peel the edges of the white/yellowish strip from the adhesive plastic (but do not remove strip yet) to 
make it easier to remove during/after Mass. For parishes with multiple sites, the head usher is to write 
the date and Mass time on the strip and also write on the bag in permanent marker the Mass time, date, 
head usher name and home telephone number. If more than one bag is used for a Mass please write 
“1of 2”, “2 of 2”, etc. on the bags.

2. The ushers take up the collection by passing the offertory baskets.  The ushers are to be in plain view at 
all times.

3. In the back of the church, but in plain view, the smaller offertory baskets are emptied into one or 

more tamper-evident plastic bags that are sealed (to properly seal the bags the white/yellowish strip 

covering the plastic must be removed PLEASE DO NOT REMOVE THE PLASTIC STRIP 

and DO NOT ATTEMPT TO OPEN THE BAG ONCE THE SEALING IS STARTED) and 

the air in the bag kept to a minimum. Other collection receipts such as second collections, votive 

light candles, etc. may be appropriately segregated in normal bags placed inside the tamper-evident 

bag or in separate tamper-evident bags.  The collection is then taken up to the altar or to the sacristy or 
the money counting room.

Note: If the collection is taken directly to the altar during Mass then after Mass, the offertory collection is 
to be taken to the counting room by at least two ushers. If the collection is not counted immediately the 
offertory tamper-evident bags are to be locked in the safe. The head usher is to update the Bag Control List 
for each bag used. At all times the offertory is to be in the presence of at least two persons.

4.     After Mass some contributions may be received after the bag(s) are sealed. These 

additional contributions may be given to the priest to be placed loose with the bag(s), given to the 

ushers for the following Mass (except Saturday evening and the last Sunday Mass) to be placed in the next 

collection bag. 

5.      The head usher is to keep the detachable pre-numbered strip (with date and Mass time written on it) 

from the bag for verification purposes if later contacted by the money counters. If the money counters 

do not contact the head usher within one week the strips may be discarded. If the money counters contact 

the head usher and there is a discrepancy, the strips are to be turned over to a Finance Council member, 
or Audit Committee Member.
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