Tamper Evident Bag Procedures

1. Tamper evident bags must be numbered. One or two bags should be assigned for each
mass depending on size of bags and collection. One person can assign the bags to a
mass. The bag number, date and assigned mass should be recorded on bag log and the
person preparing the bags should sign the log.

2. Collection should be placed in bags by ushers before bringing up to the altar or two
people can transfer the collection from the basket to the bags after Mass has ended. The
people transferring the collection should sign the bag with a permanent marker. Once
the bag is sealed it can be in the presence of only one person.

3. Bags should be placed in locked fireproof safe or cabinet. Access to the area should be
limited. Bags should always be kept secure. They should not be left unattended where
someone could walk off with them.

4. Counters should compare the bag number to the bag log, verify that the numbers match
and sign off on the bag log. At least two people must be present when the bag is opened
and throughout the count process.
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Tamper Evident Bag Loqg (Fill out in Ink)

Date

Mass

Bag #

Prepared By

Signature

Counted By

Signature
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