HOW TO DO A SHARE THE PLATE COLLECTION

Once approved by the Share the Plate Steering Committee to do a collection, you have an opportunity to educate the congregation about your cause and the date of the collection.  When you take on the role of coordinating this effort, there are steps you are required to take.  Other actions are strongly recommended; others, optional.

REQUIRED STEPS:

1. Monthly newsletter article – Write a short article (maximum 150 words) that will appear in the monthly newsletter.  This article should be e-mailed to the office assistant (c3hoffice@gmail.com) and your STP Guide.  

In most cases, the deadline for the newsletter is midnight of the third Sunday of the month prior to your collection.  July and August are combined and should be submitted by the third Sunday of June. 

2. Weekly emailed announcement – This is to be a short announcement limited to 75 words.  The email publication is sent out at the end of each week.  Send your article to the office assistant by Wednesday, ten days before your collection.  You should request that it be placed in the announcements both weeks before your STP date.    It should be sent to c3hoffice@gmail.com
3. Announcement to the congregation – You will make a statement about the beneficiary of the collection during each of the Sunday morning services. This should be a two-minute talk that informs the congregation of the mission of the group and how it speaks to our UU values and principles.  If you are sharing your Sunday with another group, the total time limit is still two minutes.  You each get one minute to pitch your cause.
Remember that the total length of the Sunday morning service is comprised of many small activities and presentations: meditations, announcements, joys and concerns, hymns and musical presentations, the minister’s message.  If each of these runs just a little bit too long, there are children waiting with the RE teachers who will not be picked up on time.  Please do your part to make the service end on time.  Practice your talk and make sure it fits into the allocated amount of time.
If there will be a table with information in the Jones Room after the service which will provide in-depth education, this is the time to make that announcement.

4. Recipient information – The Monday following your STP Sunday, e-mail Andrea Sordean-Mintzer, the Congregational Administrator, (c3hfinance @ gmail.com) with the legal name and address of the organization that will be receiving the proceeds of the collection.  Since Andrea will be including a cover letter when she sends the donation, include the name and title of a person to whom it can be sent.  If the gift is to be applied to a specific project or cause, provide that information as well.

STRONGLY RECOMMENDED:

Jones Room tabling – Your principal opportunity to educate the congregation about the mission of the beneficiary of the STP is through tabling in the Jones Room.  You and other representatives of the sponsoring committee may be available to talk about activities and volunteer opportunities and hand out brochures against a background of pictures, posters, or video that further inform the public of the good works they do.

Sign up for a table on the clipboard in the Commons.
OPTIONAL:

Sunday bulletin insert – Another good way of providing information to the congregation is by creating an insert to include in the program.  If you plan to do this, it is your responsibility to design, copy, and print it.  It should be delivered to the Office Assistant by noon on Thursday prior to your Sunday collection.
Coming events slide show – The computer screen in the Commons can be used to publicize church-wide events, such as an upcoming Share the Plate collection.  To submit a request for a slide, email information to Ruth Leopold (ruthaleopold16@gmail.com) AND Kathy Farinola (kathleenmary@nc.rr.com) TWO THURSDAYS before the targeted Sunday for it to appear. Attach any image you want to appear on the slide to the email as a JPG file.  Include the title of the event, date, time, and a brief compelling description.  Questions?  Contact Ruth or Kathy.
Your STP Guide will provide you with a checklist of these activities with the applicable deadlines.

