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DIOCESE OF SAN BERNARDINO 

 
Guidelines for Ushers 

 

Donations are freely given and our parishioners’ generosity should not be taken 
lightly.  Every effort should be made to protect these gifts.  Volunteers and staff are 
precious to the Church and they should not be put at risk by allowing them to 
practice unsafe and non-businesslike money handling methods. 
 
These guidelines for handling the Church’s collections are generally accepted 
accounting practices for handling of money – not just Diocesan Policy.  They have 
been established to protect the persons handling the funds as well as to protect the 
funds and the entity to which they are given. 
 
These are some general guidelines for collecting the donations after each mass. 
 

1. Collections will be taken at all weekend Masses. 
 

2. The head usher should assign a person to retrieve the tamper-proof bags and place 
the bags in the same designated location every week.  This is important to 
accommodate for vacations, new ushers, etc. 

 
3. If your parish presents the collection with the gifts, all of the ushers with collection 

baskets should immediately meet in the back of the church to empty all money into 
the pre-assigned tamper-proof bags.  The bags should be sealed and then either 
taken up to the altar with the gifts or placed in the parish safe. It is acceptable for 
the collection to be presented without the tamper proof bags, if time is an issue.  In 
this case the ushers must immediately take the collection from the altar after mass 
and place the collection in a tamper proof bag immediately. 

 
4. After bags are sealed the person who sealed the bag needs to fill out the tamper-

proof bag log.  (example attached) 
 

5. Money should stay intact and cash should never be removed from the collections 
for any reason.  This includes giving change for parish events, retreats, etc.  No 
money should be removed to make payments to vendors, musicians or purchase 
supplies. 

 
6. After each Mass at least 2 people should take the tamper-proof bags and place 

them into the parish office safe. 
 

7. After the last Mass of the day, the tamper-proof bag log should be brought into the 
office along with any unused bags. 

 
If you have any questions regarding these guidelines, please call our office.  We are here to 
assist you in your ministry. 
 

Parish Assistance 
(909) 475-5490 


