Report Date: 29 Apr 2012

Summary Report for Individual Task
805D-208-1007
Process Offerings for Chaplain Tithes and Offerings Fund (CTOF)
Status: Approved

DISTRIBUTION RESTRICTION: Approved for public release; distribution is unlimited.

DESTRUCTION NOTICE: None
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Condition: Given atactical or non-tactical environment, collection plates/ basket, offering control sheet, one rubber stamp with
name of fund, one rubber stamp with FOR DEPOSIT ONLY/, bank bag, Army-approved combination-lock safe, or bank night
depository, general office supplies and coordinating instructions. This task should not be trained in MOPP.

Standard: Receive the offering in correct manner. Fill out the offering control sheet without error. Secure offering in authorized
manner.

Special Condition: None

Special Standards: None

Special Equipment: None

MOPP: Never

Task Statements

Cue: None

DANGER

WARNING

None

CAUTION

None

Remarks: None

Notes: None
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Performance Steps

1. Regulations governing Chapel Tithe and Offerings Fund require a complete chain of responsibility for the collecting,
safeguarding, depositing, and recording of offerings received. This procedure is documented and controlled throughout
the handling process. Typically, the people involved in this process are as follows: two counters from the congregation, a
verifier (which is normally the on-duty chaplain assistant or other staff member), and the officiating chaplain or other
supervisory staff personnel.

2. Select and brief the counters.

a. Select two non-related individuals over the age of 18 from the congregation, one of whom may be a member of the
unit ministry team (UMT) staff, to collect and count the offering.

b. Brief the counters on their critical duties and responsibilities in the collecting, counting, and safeguarding process
as described in the following three paragraphs.

3. Ensure the offering is properly collected by having the counter --

a. Pass the collection plates or baskets through the congregation.

b. Carry the total offering to the altar area and place it on or near the altar in full view of the congregation.
4. Ensure the offering is properly transported, secured, and counted immediately following the service.

a. After the service, both counters carry the offering in plain view from the altar area to the counting room, or to the
counting area if you are in a field or combat environment.

b. The chaplain assistant/verifier remains in the counting room or counting area and observes the counters as they
count the offering. One of the following individuals should also be in the counting room or counting area during this
process: senior chaplain, officiating chaplain, chaplain assistant supervisor, or senior chaplain assistant.

c. The counters complete SECTION | of the Offering Control Sheet in triplicate. If the chaplain assistant completes
this information before the service, then only the attendance will have to be recorded.
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CONTROL NUMBER
CHAPLAINS' FUND OFFERING CONTROL SHEET {An offering control sheet must be submitted
For use of this form, see DA PAM 165-18; the proponent agency is CCH if & service is scheduled.]
03-0438
SECTION | - ADMINISTRATIVE DATA
1. DATE (vvyymmo) [ 2. SUBACCOUNT | 3. LOCATION 4. TIME 5. DENOMINATION
2008/09/14 01-02 Post Chapel 1100 General Protestant
6. ATTENDANCE | 7. COMMUNICANTS 8. SERVICE CONDUCTED BY
211 CH (MAI) Jakes
9. DESIGNATED OFFERING FOR (Designated offerings must be announced to the congregation | 10. AUTHORITY
before collection. Attach copies of printed announcement to this sheet.)
A// 4 AR 165-1
ECTION Il - OFFERING CONTROL RECORD
11a. U.S. DOLLARS - CHECKS 11b. U.S. DOLLARS - COIN 11c. FOREIGN CURRENCY
CHECK NO.
NAME / AMOUNT DENOM | QTy AMOUNT DENOM | QTY AMOUNT
1 1212 Jones 2000 s .01 —* © 2
2 769 Parcell 3000] s .05 2 0i10
3 515 Reese 10000| 8 10| ~—BT—————6:664
4 610 Farrell 5000] s .25 2 0150 /
5 215 Jackson 40/00| s .50 ) 6-00
6 __191 Barch 25:00| s 1.00] —@ /
7 I —— [ TotALcON 0160 7/
: 11d. U.S. DOLLARS - CURRENCY | — //
10 s 1.00 78 78[00 /
1 $ 200 —0] © /
12 $ 5.00 10 50/00 B
13 $ 10.00 4 4000 /
14 / s 20.00 6 120[00 ]
15 $_50.00 | ——OF————0180 /
16 $100.00 1 100[00 /
17 TOTAL /
18 CURRENCY 388100 ya
;2 11e. U.S. DOLLARS TOTALS
21 COIN 0[60
22 CURRENCY 338[00] £L—— I —
CHECKS 17500 11h. TOTAL
- .
" cheexs 17500) 116. TOTAL UsS. se3jgo|  FomElen -
DOLLARS CURRENCY
SECTION Il - AUTHENTICATION
a. Y (priaed nat ignagpre) 12b. _Cl (Printge and signature)
: o
2 T
@ T Parcel
13, \ED AND/SECURED BY (Printed name and signature) | 13b. ACCEPTED FOR DEPOSIT BY (Printed name and signature)
P i [o Night Deposit
14. CERTIFICATION BY CHAPLAIN. This certifies that the approptiate management controls were followed.
X a ssnwc; CONDUCTED b. SERVICE NOT CONDUCTED
X |, OFFERING RECEIVED d. OFFERING NOT RECEIVED
15. PRIITER NAME AND SIGNATURE OF CHAPLAIN IN CHARGE
CH( s

DX FORM 7396, SEP 1999

USAPA V1.00

1007

Completed Offering Control Sheet

d. The counters will then do the following:

(1) Separate offering coins and currency by denomination and foreign currency and checks, if any.

(2) Count and record, in the NUMBER column of SECTION Il of the Offering Control Sheet, the quantity of coins

and currency by denomination.

(3) Multiply each of the recorded quantities by the value of the corresponding currency (Example: 14 nickels x

$.05 = $.70). Record each result in the AMOUNT column.

(4) Individually record the last name, check number, and the amount of each check of the offering on the

appropriate lines.

(5) Stamp the name of the fund on the PAY TO THE ORDER line of any check that has that line blank. Stamp the

back of all checks with "FOR DEPOSIT ONLY".

Note: This stamp should also include the name of the chaplains' fund and its account number.

(6) Add all figures in the AMOUNT columns. Record resulting total currency, total coin, and total check amounts in

SECTION Il and again in SECTION III on the appropriate lines.
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(7) Add all figures in the U.S. and FOREIGN columns. Record resulting total amounts in SECTION Il on the
appropriate line.

(8) Sign their names on COUNTED BY lines in Section IV.
e. The counters wait in the counting room or counting area while the offering is verified by the chaplain assistant.
5. Verify the count of the offering IN THE PRESENCE OF THE COUNTERS.

a. Repeat the steps in 4d above BUT record the amounts on a separate Offering Control Sheet.

Note: This procedure keeps you from being influenced by the counters' figures while double-checking their
computations.

b. Compare each of your numbers with the counters' numbers.

c. IF the numbers are all the same, sign on the VERIFIED AND SECURED BY line in SECTION IV of the original
sheet and accept the offering for safeguarding.

d. IF the numbers do not agree, recheck YOUR steps. If YOU made the error and your figures now agree with the
counters', sign on the VERIFIED AND SECURED BY line in SECTION IV of the original sheet and accept the offering for
safeguarding.

e. If your recheck shows the counters made an error, have them recount the offering. Ensure They draw a SINGLE
line through the incorrect figures, enter the correct figures next to it, and have BOTH counters initial next to the
corrections. Sign on the VERIFIED AND SECURED BY line in SECTION |V of the original sheet and accept the offering
for safeguarding. (Remember that any additions or corrections to the offering control sheet must be made by the two
counters. Once the chain of receipts and responsibility for the offering passes from the counters, no further alterations
can be made to the sheet. If necessary, prepare and attach a new offering control sheet and inform supervisory
personnel. [see paragraph 8 of this Training Information Outline]).

6. Ensure the following actions are taken immediately after verifying the offering count:

a. Place the total offering and the original and first copy of the verified Offering Control Sheet into a bank bag or
offering envelope.

b. File the second copy of the verified Offering Control Sheet in your office files.

c. Secure the offering in an Army-approved combination lock safe until the offering can be either transported to the
fund personnel or deposited into the bank's night depository.

Note: If no Army-approved combination lock safe is available, you should secure the offering on your person until
the offering can be transported, as soon as possible, to the fund personnel or deposited into the bank's night depository.

7. Ensure that one of the following actions is taken immediately after the steps in paragraph 6 are completed:
a. Transport the offering to the fund clerk or manager who will check the accuracy of the Offering Control Sheet.

b. Transport the offering to the bank and ensure the offering is dropped into the bank's night depository. Either the
fund clerk or the fund manager will pick up the offering the next banking day and check the accuracy of the Offering
Control Sheet, following the procedures outlined in the next paragraph.

8. Either the fund clerk or the fund manager will check the accuracy of the Offering Control Sheet in your presence. IF
there are no errors, one of them will sign the ACCEPTED FOR DEPOSIT BY line of SECTION IV and return the first
copy of the Offering Control Sheet to you for filing in your office files. IF there is an error, a new Offering Control Sheet
will be completed in duplicate. After it is verified by your supervisory personnel, it will be signed by both you and your
supervisor or by you, the fund clerk, and the fund clerk's supervisor. This sheet will be attached to the original Offering
Control Sheet which was signed by the two original counters. A copy of the original Offering Control Sheet and the new
Offering Control Sheet will be filed in your office files.
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Note: You should ensure the amount of the collected offering is reported in the chapel's next worship service bulletin
as an additional security measure.

(Asterisks indicates a leader performance step.)

Evaluation Preparation:

PERFORMANCE MEASURES GO NO-GO N/A
1. Selects and briefs two counters.
2. Ensures offering is collected and correctly transported to the counting room or
counting area.
3. Observes counters during the offering count.
4. Verifies the count of the offering.
5. Secures the offering after offering count verification.
6. Transports offering to Fund Personnel or bank's night depository.
7. Checks offering and offering control sheet with fund personnel.
8. Files signed offering control sheet in officer.
Supporting Reference(s):
Step Number Reference ID Reference Name Required Primary
AR 165-1 Army Chaplain Corps Activities Yes No
DA PAM 165-18 Chaplaincy Resources Management No No
DA PAM 165-3 Chaplain Training Strategy No No
FM 1-05 RELIGIOUS SUPPORT Yes No
JOINT PUB 1-05 |Religious Affairs in Joint Operations Yes No

Environment: Environmental protection is a continual process. Always be alert to ways to protect our environment and

reduce waste.

Safety: In a training environment, leaders must perform a risk assessment in accordance with FM 5-19, Composite Risk
Management. Leaders will complete a DA Form 7566 COMPOSITE RISK MANAGEMENT WORKSHEET during the
planning and completion of each task and sub-task by assessing mission, enemy, terrain and weather, troops and support
available-time available and civil considerations, (METT-TC). Note: During MOPP training, leaders must ensure personnel
are monitored for potential heat injury. Local policies and procedures must be followed during times of increased heat
category in order to avoid heat related injury. Consider the MOPP work/rest cycles and water replacement guidelines
IAW FM 3-11.4, NBC Protection, FM 3-11.5, CBRN Decontamination. Everyone is responsible for safety. A thorough risk
assessment must be completed prior to every mission or operation.

Prerequisite Individual Tasks : None
Supporting Individual Tasks : None

Supported Individual Tasks : None

Supported Collective Tasks :

Task Number Title Proponent Status
16-8-1001 Conduct Religious Services 16 - Chaplain (Collective) Obsolete
08-1-0248(Step: |Provide Comprehensive Religious 08 - Medical (Collective) Approved
5) Support to Patients and Unit Members

08-1-0248(Step: |Provide Comprehensive Religious 08 - Medical (Collective) Approved
7)) Support to Patients and Unit Members

16-5-1001 Conduct Unit Religious Support 16 - Chaplain (Collective) Approved
08-7-7049 PROVIDE PASTORAL CARE 08 - Medical (Collective) Analysis
16-5-2002 Provide Religious Education 16 - Chaplain (Collective) Approved
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16-5-3002

Perform Religious Administrative Support |16 - Chaplain (Collective)

Approved

ICTL Data:

ICTL Title

Personnel Type

MOS Data

Chaplain
Assistant, Skill
Level 1

Enlisted

MOS: 56M, Skill Level: SL1, Duty Pos: UDI

MOS 56M,
Chaplain
Assistant

Enlisted

MOS: 56M
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