Charity Stewards' Guide
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Surrey 2030 Festival
Relief Chest No: MCF2030




Regular donation by Direct Debit:
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v' Send the completed form to the Relief
Chest office.

Online:

v' Set up a Direct Debit Instruction by visiting: mcf.org.uk/Surrey2030

By telephone:

v' Call our dedicated line on 020 3146 3345 (Open Monday to Thursday 9:30am
to 4:30pm, Friday 9:30am to 3:30pm)

v" The donor must have the following details to hand:

Full name and Address

Bank account number and sort code

Donation amount, frequency and duration of Direct Debit

Relief Chest number (MCF2030) into which your donation is to be

made

o Details of your Lodge/Chapter

v’ Please note that calls will be recorded in accordance with Direct Debit & Gift

Aid rules.
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https://donate.mcf.org.uk/festival-or-appeal/?festivalId=19497

Personal Donations

Personal donations from members/individuals can be made by:

Single donation by Cheque/Charity voucher:

v" Complete the Single Donation form or
Combined Single & Regular Donation form.
v' Make all cheques and vouchers payable to
“The Relief Chest Scheme”
v If the donor wishes to Gift Aid the donation,
the following details must be completed:
o Full name and Address
o Tick the relevant box
o Date the form.
v Enter the Lodge/Chapter to be credited.
v" Post the completed form and cheque to the
Relief Chest office.

Single donation by Credit/Debit card:

v" Post: Complete card details and the amount to
be donated.

o If the donor wishes to Gift Aid the
donation, the details as listed above
must be present

o Post the completed form to the Relief
Chest Office.

v" Online: Card donations can be made by
visiting mcf.org.uk/Surrey2030

v' Telephone: Donations can be made by calling
020 3959 2807 (open Monday-Thursday
9.30am-4.30pm, Friday 9.30am-3.30pm).
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https://donate.givetap.co.uk/f/masonic-charitable-foundation/mcf2030-surrey-2030-festival

Gift
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Aid Envelope (GAE) Collections:

Each donor should complete the tear off
slip on the GAE and if they wish to Gift Aid
the donation ensure they complete:

o Full name and Address

o Date

o Tick the relevant box
Once collected, the Treasurer &/or Charity
Steward should count the contents of the
GAEs and ensure that the amounts agree
with the amount entered on the tear off slip
Once totalled please bank the money into
the Lodge/Chapter account and issue a
cheque made payable to “The Relief
Chest Scheme” for the total.
Please complete an Envelope Verification
Schedule for the collection and post to the
Relief Chest office together with the
cheque and the tear off slips.
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Details of person submitting cheque and sfips
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Total amount of non Gift Aided donations £ m
Total amount of all donations £ |:|:|:|:|:|:|:|
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Bank trancfer detallc: Pleasa make all cheques payabie to
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Making a donation
into a Relief Chest

Thank You

Please complete this slip in BLOCK capitals and place in the envelope with your donation

First Name in full
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Surname

House Name
or No.

Address

Chapter No.
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Relief Chest No.
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Ceompleting a Gift Aid Envelope

Please remember to complete all steps to ensure your gift reaches its maximum
potential

| 1. Write your full name Thank You

and address including
post code
.
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2. Enter your Lodge/ s 123 Any Street
Chapter number — e ~
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3. Remember to write the
date and amount of your
donation
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{ 4. 1f you are a UK tax pay- |
er and wish to Gift Aid
your donation {making it
worth 25% more), please
read the declaration on
the back of the slip and

.\TICK the applicable box

number is MCF2030
,/

| 5. Tear off the slip and pop
it in the envelope with your

| donation
\ y

! Thank you for your generosity

Surrey 2030 Festival !
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Gift Aid Envelope Guidance Notes

1. The tear-off siip on the Gift Ald Envelope must be

completed by the donor and then put Insids the
envelope with the cash or cheque donation.
It the donor wants the donation fo be GIft Alded and -
does not have a previous declaration inay must -
«compists the envelops themssaives, snsuring that
the following ssctions are completad In the same
Ink:

+ First name and sumame

+ House name or number and postoode
+ Amount of donation

+ Datz of conation

+ Tick the redevant box

2. The Loage Charty Steward andior Treasurer
{preferabiy both togather] count the contents from each
=nvelope and make sure Mat it agrees with the amount
‘enterad on e tear-om sip.

L

The money s banked Into
= e Lodge bank acoount or
+ By directy Ino Relle Chest bank aceourt i3 3 ccal
atWest branch using spacial paying In book provided
If banked In Lodge account. draw a cheque made
payable to “Rellef Chest Scheme *for the tatal amount.

Compiste a Envelope Verffication Schedule.

Noeon s

Send
. Il|e oﬂewe artne dupth:.am paying In slip

+ Emusiops vertoston sohedue

© S7ine Gt Al nvelope lrom sips to
Reller Cnest Scheme,
Masonic Charitabie ermallun 60 Great Queen Streed,
London WC2B SAZ

Supplies of Gift Ald Envelopes are avallabie free of charge from the Provinelal
office or Masonic Centers. The Envelope verfication forms are avallable to
gownload from the provinelal websiie.




Gift Aid Sponsorship Donation forms:

v" Please complete details

1. the event

2. personal

3. Lodge name and number at the top of
the form

Each donor must complete their entry
personally in order to claim Gift Aid,
providing all requested information
Please bank all raised cash and issue a
cheque payable to “The Relief Chest
Scheme” or a bank transfer for the total
amount

Complete the Verification Schedule and
send together with the completed
Sponsorship form and cheque to the Relief
Chest office.

Surrey 2030 Festival
Sponsorship and Gift Aid Declaration Form

Event date: / /

Relief Chst no. MCF2030

&

Sponsor's Home.

Address (Please donot use work address) Posicode | B3

@ vasonic

Event:

Surrey 2030 Festival
Sponsorship Verification Form

Details of parson submiting spansorship form and chequeis):
Given Namefs}:

Surmame:

Address:

Postcode:

Lodge/Chapter no:

Lodge/Chapter name:

MCF2030

Relief Chest no:

Number of sponsorship form{s}: D:‘

Total amount of cheques: |:|:|:|:|]]

Number of cheque{s) being submitted: D:‘

‘ Signature | Date_ /| |
Flese forward e I formms. cfieques and verfication fomn to: Rellef Chest Scheme
Masonic Chariatle Fouundation 50 Great Cueen Sireet Londan WC2B SAZ Telephane: 020 3146 3352
Emal: relefchest@mat org Uk

Dota Protnaticn Act 2018 and the UK GOPR ation) -

The Retefheat & e pretzcing .

Masonic

Charitable Foundation

For Freemasens, for families, for everyane
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1. Please complete the
event, personal and Relief
Chest information

Donating into a Relief Chest
Sponsorship Guidance Notes

3. Raised cash should
be collected and a
cheque written for the

total amount

V.

2. The spensorship forms:
should be completed by
the individual donors:

v

v

5. Send all the cheques, the verification
schedule and sponsorship forms to:

4 Fill in the verification
schedule for the entire
‘sponsorship

Relief Chest Scheme for processing,

email: reliefch

Relief Chest Scheme, Masonic Charitable Foundation,
60 Great Queen Streef, London WC2B 5AZ 020 3146 3352

est@mecf.org.uk
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Online Sponsorship Pages:

Individuals taking part in sponsored events for the Festival can create their own

fundraising pages from the main Festival fundraising appeal page.

v’ Select “Create a fundraising page” at
mcf.org.uk/Surrey2030

v’ Create an account

v" Follow the instructions and fill in details of
the sponsored event and goal amount

v Under page options, add the Lodge
number to be credited on the end in the
URL box. This will ensure the right Lodge
is credited for honorific purposes.

v’ Save the page and start fundraising.

v’ Participants can log in and make updates
and changes to their page and upload
progress photos at any time.

v" Donors can Gift Aid any donation they
make.

@) rasenic,

MCF2030- Surrey;2030 Festival

£140.00
Rl by | fundraber

MCF2030 - Surrey 2030 Festival



https://donate.givetap.co.uk/f/masonic-charitable-foundation/mcf2030-surrey-2030-festival

QR Code:

Donations can be made using a smart phone by scanning the QR code below.

- Scan QR code

- enter amount

- enter personal details

- enter address

- enter Lodge/Chapter no

- pay by card/mobile/
Google pay

- confirm gift aid declaration

/ Surrey 2030 Festival \

MCF2030

To make a donation
scan with phone camera to open
or visit URL

https://gtap.uk/mcf2030




Transferring funds from a Lodge/Chapter Relief Chest

Funds held in a Lodge Chest can be transfered to the Surrey Festival Relief Chest by using
a Green form or e-voucher. The transfer amount can be allocated to

the individual members for honorific purposes. Only complete a Transfer Allocation form if
the donation amount is to be allocated to members.

Green Form e-Voucher

« Write Surrey 2030 Festival Festival as ® Visit https:imef.org.ukisupport-our-work/relief-chest/e-voucher-service/

glueritm;r:;“;;g;]{)e th istered chari + Click on Request a Payment
* © as the registered charity + Register (your name and email address)

number i . . .
. + Confirm registration (via email)
s add amount in numbers and words
+ start new voucher

» sign the form (Relief Chest representative + « add payment details

another officer . Chest Name: Surrey 2030 Festival
» post the green form to Relief Chest Scheme Chest Number: MCF2030
+ enclose a transfer allocation form if applicable Amount: £0.00

» add second signatory details
* submit the voucher

If the donation to be allocated to individuals for
honorific purposes, complete the transfer
allocation form separately and return to the Relief
Chest Scheme.

E-voucher service

aur E-vaucher service allows Relief Chest halders to request pavmeants to
charities online.

Request a payment in three easy steps

1. Find your Rebef Chest
2. Chocsa your chianty anvd doraion amecrs
3 Confern and apgrev:

. Relief Chest Transfer Allocation Form
Masonic )
CliasiLable Faurativn S|_|"eyI 2030 Festival

FarFreamanees, e arsies, forsvaryens
Use this form to allocate funds transferred to individual donor

vouterte [T T[] [ ]] meisorsso [ | ][ 111]

House

First Name Surname MameiNo. Post Code Amount (£)
1 Johan Smith 123 AlB|1]2 ilc|o 3000
3
4
5
° ( N
7 Write the
s corresponding .
Voucher number.
s = g
; vy I B
0 >7_ T T T | Remember to fill in
- Complete the full \/' T T how much each
2 name, house T 1 member is to be
13 number and post I I I credited.
4 code of each \._
15 member to be
allocated. T i e
Total of Individual Donati £ R m
R TR S TR
Lodge/Chapter Donation | £ \ ) .
Total to be transferred (please ensure this matches the total on the voucher): | £ - -
Please send ihis form win the compleled voucher o: Reler Foundation, Street, Londan, W28 SAZ. —_—— Ve
Tephon 020 3145 3352 EMA rESEAES@MLrGUK (" Print oft any P If part of the
Data Protection Act 2016 mmunsmn |G|mmhpmtxlm| Reguiation) - nmcynnuu IIMIIH i pages / : T IT I transferis a L"_ dge/
‘The Reilef Chest Scheme Is committed to protecting your DA and UK. Pebel Cr i needed T Chapter donation,
Gmemmm;mrmonwrmlmmwmmﬁummmm 35 set outin aur - )
nterest of the Relef Chest Scheme. enter it here.
share or ot any We NOKI 300Ut YOu, please Vit MARZ1 p y
‘/Wlihe the total \
amount to be
allocated. This
should mateh the
amount to be
Sl SR transferred on the
| Green Voucher.
AN /

Once complete, please send together with the Green Voucher to:

Relief Chest Scheme, Masonic Charitable Foundation, 60 Great
Queen Street, London, WC2B 5AZ.

Relief Cheet seheme 12l 020 3146 3352 Email reliefchest@mef.org uk




Lodge/Chapter Donations:

v" Complete a Miscellaneous Payment Form
v Write Lodge/Chapter name and number in the

Description box

v" Make a cheque is made payable to “The

Relief Chest Scheme” or

v' Make the payment by bank transfer
v" Send the completed form and cheque to the

Relief Chest office

Local Banking Facility:

v

<]

The Lodge Charity Steward can request a
special paying in book to bank their
donations directly into the festival Relief
Chest

Complete the paying in slip with the cash/
cheque details

Enter your LODGE NO (L1234) as

"Particulars for statement.

Pay money into any local Natwest branch
Post the second copy of the paying in slip
from the paying in book and any donation
forms to Relief Chest Scheme

Retain the third copy for your records

Contts| & =55
i
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Miscellaneous Payment Form

Please do NOT use this form for personal donations

Relief Chest D

Relief Chest name

[ surrey 2030 Festival ] ’

Please
Relief Chest no. MCF2030 Relief Chest Scheme. Masoni

60 Great Queen Street, Londor

Te0203146 3352 Em: t@mctorg uk
Donation Detail

Please ensure all cheques are made payable to The Relief Chest Scheme

Description of donation (e.g. raffie collection, alms; for festival donations please enter Lodge name and number)

LITTTITTITI T IITTITITIIIITTIIIITITT]
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Receipt Detail

[
[

. & M-

bwe____ bankgiro credit &

st

THE GRAND CHARITY OF FREEMASONS H
UNDER THE UNITED GRAND LODGE OF "
ENGLAND. "RELIEF CHEST NO 1

Cash *
bwe bankgiro credit 4§

Brons

THE GRAND CHARITY OF FR
\UNDER THE UNITED GRAND LODGE OF
ENGLAND. "RELIEF CHEST NO 1

18-00-02 25852351 £

FLEASE DO NOT FOLD THIS COUNTRRFOSL O WRITE OR MARK BELOW T

w520775* 18w0002: 25852354 7?7
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Making payments by Bank Transfer:

Account Name: The Relief Chest Scheme
Account Number: 02585235

Sort Code: 18-00-02

v
v
v
v' Ref: MCF2030/Your Lodge No/Donor name

Downloading donation forms and gquidance

mcf.org.uk/festivals/surrey2030

Relief Chest Scheme contact details:

Queries on;

Regular donations/Direct debit : Ashraf Muwawu - amuwawu@mcf.org.uk - 020 3146 3345

QR/ Freemasonry Gives: Jack Coventry jcoventry@mcf.org.uk - 020 3146 3349

Postal, Credit/Debit card donations: Mitchell Huett mhuett@mcf.org.uk - 020 3959 2807
Donations from a Lodge Relief Chest: Karon Chatterton kchatterton@mcf.org.uk - 020 3146 3348

General queries
Telephone : 020 3146 3352
Email : reliefchest@mcf.org.uk

Please send all completed donation forms and cheques to:
Relief Chest Scheme| Masonic Charitable Foundation| 60 Great Queen Street| London| WC2B 5AZ



amuwawu@mcf.org.uk
https://donate.givetap.co.uk/f/masonic-charitable-foundation/mcf2030-surrey-2030-festival



