TRINITY PRESBYTERIAN CHURCH
SPECIAL COLLECTION (GIVING) FORM

God bless you for collecting a donation for missions beyond Trinity Presbyterian Church (TPC). Please note in accordance with TPC gift giving and financial guidelines the following must be done prior to asking Trinity to issue a check to the party involved.  

1.  Please fill out the information below concerning what the donation is being collected for, to what charitable organization the donation is going, and information concerning where the final donation from TPC should be sent.  This will ensure that church financial clerks are able to pay the receiving parties in a timely manner.   
________________________________________________________________________         ​​​​​​​​​​​​​​​​

Reason for Donation Fund  (ex:  to collect relief money for victims of recent earthquake in country X)                             

_________________________________________________________

Name of Organization fund money will be sent to (that is, who is the check to be made out to)
_________________________________________________________             
Address of Organization  (including city, state, and zip code)                                         
_______________________      ______________________            
Fund Request by (your name)                  Your Phone Number
2.  Obtain approval for collecting this special donation for a party outside of TPC from session.
_________________________________              _______________________________
Approval Signature 



         Session Position  
3.    Inform the following people with copies of this form (please place in their boxes or contact directly):

a. Treasurer (currently Lori Johnston):  So that she can set up the appropriate coding in the budget (this is especially important for non-budgeted items)
b. Financial Clerk (currently Bob White):  So that he can get the appropriate coding for incoming monies from Lori and properly record amounts given on individual’s church giving summaries for the year.

c. Accounts Payable Clerk (currently the church administrator Laurie Tweit):  So that she can send the final check to the appropriate party AND include information concerning the collection for the Sunday Bulletin and other church communication sources (such as the person leading the Sunday Service so that they can make an announcement to the congregation).  
