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Ingathering United Thank Offering Funds: Best Practice 
• Funds are ingathered on behalf of the United Thank Offering, a ministry of the Episcopal Church.   
• Episcopal Church organizations fall under both IRS regulations and Episcopal Church Canons. 
• Once the UTO Ingathering is announced all of the ingathered funds are considered designated and then 

transferred to the UTO account with the Domestic and Foreign Missionary Society (The Episcopal Church) 
DFMS lockbox, P.O. Box 958983 St. Louis, MO 63195-8983.  

• No administrative expense can be taken from the Ingathering; administrative expenses are budgeted 
separately. 

•  UTO Ingathering funds are handled differently from diocese to diocese; the most common practices are: 
o The UTO diocesan coordinator has a checking account; funds are deposited, recorded, accounted 

for and sent to the DFMS lockbox. 
o The UTO coordinator uses the ECW checking account to deposit Ingathering funds, which are held 

in a restricted fund, and then sent to the DFMS lockbox. 
o The Ingathering funds are sent directly to the diocese and held there in a restricted fund for UTO; 

then the diocesan Treasurer sends the funds to the DFMS lockbox. 

No matter who is overseeing the Ingathering these practices should be put in place: 

1. Counting: Once the offering is taken up it should be counted by two unrelated persons. 
2. Recording/Reporting: The money is recorded, listing checks and cash separately by donor.  If anonymous 

cash is given it is recorded as one total figure. 
a. For cash of any amount when the donor is known, a receipt is generally given, but always when 

requested.  
b. For personal checks, the check is enough for tax purposes unless the check is for $250.00 or more, in 

which case the donor will need a letter to substantiate the contribution for tax purposes; this can be 
issued routinely as part of a “thank you”, or issued upon request. Specific wording is required. (See IRS 
Publication 177:  Charitable Contributions Substantiation and Disclosure Requirements; relevant 
sections highlighted.) 

i. Parish coordinators may suggest to parishioners that they include their name and/or pledge 
number for the gift to be acknowledged on their pledge/giving statement; the procedure 
should be worked out with your treasurer/vestry so everyone is on the same page.  

ii. Diocesan coordinators usually send acknowledgements for UTO gifts. Churches only need a 
“thank you”; any personal checks should be acknowledged using a standard 
acknowledgement letter. (See IRS Publication 1771: Charitable Contributions Substantiation 
and Disclosure Requirements.) 

c.  Records should be kept reporting the number of individual offerings and the amount of each, along 
with the total amount sent to the diocese or the DFMS lock box.   

d. Although not required, photocopying checks is an option, but if done they need to be secured and 
shredded when no longer needed, usually at year end, or after acknowledgement letters are mailed.  
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3. Deposit Accounts:  

a. Tax ID Numbers: What tax ID number is the account opened under? The entity that holds the tax ID# 
will have oversight of the funds, and will be responsible for best practice and for audits.  The Domestic 
and Foreign Missionary Society is a non-profit, tax-exempt corporation in the state of New York, and 
holds a group ruling for all “approved” subordinate organizations, which normally includes all parishes, 
missions, affiliated organizations, and integrated auxiliaries. (See IRS Publication: Tax Guide for 
Churches and Religious Organizations.) 

b. Accounts: The funds should be deposited immediately in an authorized account: of the parish, the 
diocese, the diocesan ECW /UTO, the Province, or the Province ECW/ UTO.  A check is then cut from 
that account and sent to the diocese or the DFMS lockbox, whichever practice your diocese uses.  (See 
Manual of Business Methods in Church Affairs. Chapter III: Bookkeeping p.2-3) 

c. Parish Coordinators: 
i.  If the account is a separate account, like a UTO account or ECW account, it should use the 

parish tax ID number, and it should be listed as an account of the parish; then the treasurer 
will account for the funds on the parish parochial report and the account will be included in 
the parish audit. (See Manual of Business Methods in Church Affairs: Chapter III 
Bookkeeping p.11 and Chapter VI: Audit Guidelines for Congregations p. 8.) 

ii. If the funds go directly into the parish checking account the treasurer should set up a 
restricted “Fund” for UTO and all Ingathering monies received are sent to the diocese or 
DFMS as your diocese recommends. (See Manual of Business Methods in Church Affairs 
Chapter II: Internal Controls p. 15 and Chapter III: Bookkeeping p.3.) 

d. Diocesan Coordinators:  Some dioceses have a separate UTO account; some deposit the funds with a 
diocesan ECW; and some deposit directly with the diocese. Whatever method is used the funds are 
held in a restricted account and paid out to the DFMS lockbox on a regular basis, at least twice a year if 
there are funds to disburse.  Best practice is to ensure that the account is listed under the group ruling 
and the account is audited annually.  

e. Existing Accounts:  If your parish or diocese has an existing system that is working there is no reason to 
change it.  However, check to be sure best practice is in place. Unless the bank requests additional 
information, existing accounts are not a problem.  When changes are made to accounts, for instance 
the officers or signers, many banks are requiring supporting documentation about the tax entity if it is 
not on file, or is in question.  
If a UTO coordinator in the parish or diocese wants to set up a new account, it must carry the tax ID 
number for the organization. This is something the coordinator will need to work out with the parish or 
the diocese, as United Thank Offering accounts must be an account of the parish, the diocese, or in 
some cases the Diocesan/Provincial ECW.  The UTO Board does not have a transferable Tax ID #.   
 

 


