How to Conduct the Appeal

This section is designed to provide parisivél suggestions for implementing the Catholic Services Appeal.
Over the years, parishes have utilized different approdonesliciting gifts to the CSA. Thvo methods
typicaly used are the hpew methodandthe Direct Mailmethod There are a fewparishesthat utilize
worker stations to assist in distributing pledge cardd/Vhatever methodou choose we ask that the
following procedures be followed

e Commitment Sundais February 14, 2010. (Use of any other dater Commitment Sunday will
need to be approved by the Diocese.)

e Around February 3, announce in some way that the Catholic Services Appeal will be taking
place later in February. Information will be shared wptlrishioners throughout the month
about how the appeal supports important Diocesan servigesure to highlightte par i s h
CSA projectin all communications regarding the CSA.

e Postersshould be put up in several locations to help publicize theap

o Refer tostoriesin the specialCSA issue ofFaith Magazinewhich all parishioners received
earlyFebruary

e Use the bulletin announcements provided on wweragdiorg/bulletins.asp

¢ Pledge paymentshouldbe made directly to the parishhet by mail orthroughthe collection
basket. Payment reminderwill be sent outo parishioners who make a pledgehosedonors
who make a pledgwill have the option to choose the frequency of the remintes. choices
aremonthly, bimonthly or twiceduring the ten month pledge period.

e All parishesshould have someone give a lay witne3$e timing for thiss up to each parish.

e Parishes will be provide@€SA materials that includposters, pledge cards printed with the
names of each parigimier and/or pledge envelopésrdered A guantity of blank pledge cards
will be furnished to those parishes requesting théParishesusing pledge envelopes should
complete the parish number and parishioner envelope nwsabtons Additional supplis of
cards and envelopes are available from the Diocesan Annual Appeals Office.
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In-Pew Solicitation:
A Proven and EffectiveMethod*

(This is the traditional Inpew method used during previous CSAs. The steps for th
spiritual method based on &s:4 can be found on page2-24)

Background:

This is the recommended method for obtaining donations from a large segment of your parish at one time.
This method of soliciting gifts requests a response by parishioners in church foltoweirng several
informational and motivating presentation(s¢e stefy on next pagge If carried out thoroughly and

properly, this method increases both the number of donors and the dollars contributed with minimal amour
of volunteer time In fact, it cangenerate significant percentagef the parish gifts to the CSA in just one
weekend.This method also encourages pledging vs. one time giftspledgingienerally results in larger

gifts. It also reducesdministrative costs of running tlapeal by saving timandthe cost of mailings

In-Pew solicitation can easibyeincludedduringMass without causing any disruption to the celebration of
the liturgy. On Commitment Sunday, after a brief homily, either the passtay person spealabout he
CSA. Thistechnique is not new to the Diocese fact,the majorityof parishes use the-lPrew method

Steps to a Successful HPew Solicitation:

1. Be sure that parishioners hgsentyadvance note prior to Commitmensunday An intro letter
can be mailed tparishionersat the end of Januatgee pagé2). Pulpit and bulletin annousments
should be usedPosters should be displayed in appropriate locatidwalwance notice of the CSA
helpsparishionercome to church on Commitment Sundagdyto make thi gift/pledge.

2. Written informationshouldbe shared.The CSA intro letter mentioned above @amtainCSA info
from the pastds perspectiveAll parishioners will have receigghe special CSA issue 6fith
Magazinein the mail Remindthem to readhe magazinéo see their CSA dollars at worldlso
note CSA stories ifaithlife that appear periodically throughout the year witbre CSA
information

3. Spoken informatioshould beshared.It is up to each parish to decide when to do lay withessis a
when the pastor should speak about the Cl8Aally, parishes should have both the pastor and a lay
personor persons speakl heimportance of the CSavill be conveyed by having multiple speakers
on separate weednds.P| eas e dondt presdlsy rseqnmBerikysesn i tomes f o
remarks can be found on pagl 4rhe ug of a lay witness is an effective meangwdouraging
people to give Remember that people give to peopl8ee pages8is0 contains lay witness
suggestions.)

4. Use a piritual element. Prayers of the Faithful should reference the CSA for several Sundays leadir
up to Commitment Sunday as well as on that SundBgrishionergan chooséo offer gifts of
prayer and fastingn the pledge envelope.

5. Consider having aadvancedjiving phase. This can be done by identifying donors from the previous
appeal and asking them via letter to consider making their gift eqysample appeal letter for
previous donors isn page 5 of the resource section of this manual.)
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6.

9.

10.

On Commitment Sunday place pledge envelopes amdlpanthe ends of the pewsReplenish the
supply before each Mass.

. Either the celebrant or the lay witness should then give instructions on how to fill Guéthye

Envelopes, with emphasis on makiagledge. Be sure to encourage parishioners to complete the
envelopes in churchAsk them to consider including an initial payment with their pledgso there

is an option for them to offer gifts of prayer and fasbnghe pledge envelope. Finalto not
encourage them to take the envelopes h¢Bpecificstep by stepuggestions fohow to solicit in
pew giftscan be foundbelow)

At this point, the parishioners are now prepared to make their donations. Allow two to three minute:
for parishiorers to make thepledge/gift. Consider having some quiet music played during this time.

The ushers should then collect the completaetlopes.

As with all primary methods of solicitation, the follewp is an essential and integral part of the
appe& In some cases circumstances may prevent someone from makingratbéat Sunday. Is
important that every parishioner has the opportunity to, gné it may require making multiple
requests to accomplish thighis is why itis strongly recommeted that a follomup method of
solicitationalsobe utilized.

IN-PEW SOLICITATION INSTRUCTIONS :

X

See that everyone g pledge envelope. Envelopes can be platéhe pew in advance or ushers
can be used to dighute them.

Ask parishioners to look at the pledge envelope and concentrate on the suggested giving guide
the left. Encourage people to make a pledgesk everyone to reflect on th@edgingoptions--
keeping inmind that the parish goal is $ . _Every family is being asked to consider
helping and supporting the many things provided byDioeesan Gurch and our Parish by making

a commitmentoday Let them know thayou are also making a commitment rigmow. If you

want to make a payment towardyour pledge amount today, you can but you do not have to

give something today. . . "Just Fill in the Envelope"Now, ask people to turn to the inside of the
envelope-- where it says "Total Pledge". . . Waiin the Amountithen, where it says "Initial
Amount". . . Write Zero if none or the amount of the Check or Cash you are putting in the envelop
Please make checks payable to "our" parish.

Again, ask everyone to rka their Commitment TODAY. This will save the parish time and
expensdy not having to follomup with those who do not complete an envelope today

Ask everyone t*RINT their Name, Address, and Zip clearhAlso incude Phone Number in case
there is a question regarding how the envelope was compléeidthem know of the option to
receive a pledge reminder vian&il which will also save on expensgseenote onpagel9). Be
sure to clearly explain that hey also fave the option to choose how often they would like to
get a reminder. They can choose monthly, every 2 months or twice during the ten month
pledge period

Ask those who put a check or cash in an envelope to pleak#. s
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x Ask the Ushers to collect all completed envelopes with a separate pagatket at this time.
Gather envelopes into one basket and bring forward to the altaOffettiory Gifts.

x Extend thanks to all.

IN-PEW SOLICITATION TIMELINE

x Jan 30/31

X

Februaryl

February6/7

Februaryl 314

February 20/21

February 27/28

March 17

INTRODUCTION WEEKENDSUSse these weekends to prepare parishioners
for the CSA by sending a peppeal letter, putting up posters, making
announcements from the pulpit and notices in the bulletin.

Send out advance letters to poais CSA donors.

PROMOTION WEEKEND Pastor should make his own presentation on the
CSA this weekend or you may choose to have lay witness given on this-week
end.

APPEAL WEEKEND-Commitment Sundaly Pastor/celebrant shouldake the
Afasko at al l-enthasses this week

Begin in Church Followup. Mention CSA from the pulpit again and put
reminders in bulletin. Have pledge envelopes available in Church.

Continue in Church Followap. Mention CSA from the pulpit again and put
reminders in bulletin. Have pledge envelopes available in Church.

First CSA export should be sent to the Diocese.

SEE SUGGESTIONS FORADDITIONAL FOLLOW UP AND TIMELINE ON PAGES 25-28.
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Helpful Hints for remarks given by Pastor/priest on Promotion Sunday.
"Here's what we're going to do next weekend . . .

First, | would ask you to please reflect on the information that has been shared wightgathis point
concerning the CSA.The special issue oFaith Magazinethatwas mailed toeach of youandwhat
was shared this weadndfrom the pulpit All this informationwill help you as you consider what you
would like to give to thiy e aap@ealb

fiNext week we will asleach of you to complete a pledge enveldpeng Mass Hease prayerfully
consider this week what you might want to do next Sunday to support the Al5fledgesgifts made
next weekend will be collected in aspecial, separate pas®f the basketand we will bring your
commitments to the altar with the offertory gifts."”

"Please ome ToMass Next WeekendFebruary 13,14), PreparedTo Make YourPledgeln-Pew"

"You may want to make an initial payment with your pledget it is not necesary The
important thing is for each parish family to come prepared tanfilhe Pledge Envelopendto
consider gledgeto the 2A0CSA0L

fiDo not be afraid to make a pledge. A pledge is nlegally binding contract that yowvould
have b pay if for some reason you coufebt. A pledge is simply a good faith gesture to pay a
given amount Payment reminderare sent outover aten month pledge perio@beginning in
March)o. Note: If the parisbs of fertory envel thlp envelppec dssst i nc
in fulfilling pledgesyou may consider mentioning this as well.

fiAgain, | ask that you join with other parishes in @iocese and make your commitment next
weekend.May Godcontinue to kessour Diocese andhe servies and programs provided the
Catholic Services Appeal."

Helpful Hints for RemarksGiven on Commitment Sunday

(Consider these thoughtsf not using a Lay witness. If you are having a lay withesgour remarks can
still incorporate these thoughts but please keep remarks brief.Additional suggestionsfor priest
remarks can be found on pagé4.)

x Remind parishioners that today @mmitment Sunday for the 2A0 Catholic Services Appeal
Let them know thain just a few momentsvery family will beasked to complete their annbA
Commitmento their Diocesan Churchby filling in one ofthe pledge envelopes provided The
envelopes will be immediatetpllectedand will be brought to the altar with the offertory gifts.

x  Deliver the homily/pulpipresentation (& minutes). The secret of success hinges upop the e s t
remarksbeing motivational - given with convictionand enthusiasmIncludefacts and concrete
examples on how the Catholic Services Appeal proviEviceso peopleand Serviceso Your
Parish Endremarkswith "the Ask" fefer back tgpages 16 & 17 forsolicitation instructions.
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PLANNING NOTES FOR PARISH LEADERS:

On or aboufFebruary ¥, the specialCSA issue oFaith Magazinewill be arriving in every Catholic
household maintained dhe Docesan database

ThePledge Envelopes provide a space for people to giftsrof prayerand fastingEven i f vy oL
plan to utilize the spiritual approach that incorporates prayer, fasting and almsgiving, tryrt@in so

way request that people offer gifts of pragadbr they mayuse this space t@quest a prayer intention.
Prayer intentions can be written on the back of pledge c&alsthose offering intentions, make sure

to share how you plan to handle thegentions (i.e. the parish prayer book, a prayer line arsd/or

prayer group This approach to prayer is more personal. We appreciate your cooperation with this
effort.

The pledge envelope offers ample space to write personal information. Thefeisrgidpace on the
front for a label to be affixed. The Pledge Envelope can be used as a "Return Envelope" during yc
"Follow-up Phase" of the Appeamerely affix a labelWith the parish address/er the space provided

PLEDGE ENVELOPES

This is atool that can be used during all phases of the Appeal. The pledge enveleffectsve when
conducting the fPew solicitation on Commitment Sunday and is designed with a privacy flap. It also car
be used during the telephone follap phase, and durirgny follow-up mailings to people whioave yet to
make apledge. Every parish will be shipped the amount of pledge envdlopgequested in JanuaryfFor
additionalenvelopegall theAnnual Appealffice.

[ Twill give. s Please Remind Me:
My total pledge to be paid during this year ) (1 Monthly
$ [_] Every 2 Months
Initial Amount Enclosed (optional) ) [_] Two Times (June & Dec.)
I h ank yOu EI I would like to receive my payment reminders by e-mail:

NAME (PLEASE PRINT CLEARLY) E-MAIL ADDRESS
ADDRESS PHONE NUMBER

SEEICE Parish Number

ONLY Parishioner Number

Note: We will againoffer people the oppaumnity to receive their pledge remindeia email. Parishioners

will have the optio to check a box on the pledge card or pledge envelope to request having their remind
sent by email, theeby saving on postage. A place is available on both pleddgs ead pledge envelopes to
provide an email addressPlease make sure parishioners have checked the box for requesting thislaption.
past yearssomepeoplehaveprovided email addresses but did not intend to have reminders sent this way.
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DIRECT MAIL/WORKER STATION METHOD

|
Background:

Many of the steps taken in implementing this method are similar to the steps foPine method. The
maindifferenceis parishioners will besked to giveéhrough detter from the pastor. Thekstersare mailed
and/or distributed by worker stations.

If using either ofthesemethod, consider segmeinig your parishioner listUsing aSegmeregd approach
makes letters to parishioners mpexsonalizd. The more personal a leti¢ine better chanaéwill be read
and a gift given Additional informationabout how tesegment mailings discussed later.

WORKER STATION

In lieu of mailing all envelopes to your parishionetisis methodallows forparishioners to complete pledge
cards after churchHaving pledge cardsisktributedin churchsubstantially reducesailing costs It provides
at leastsome personal contact with donor©ne dawbackis when some parishioners do moake their way
to the worker statiomreabecause the stations are locatednotherbuilding.

Preparation:
x Pledge cards should be arranged on tables in alphabetical order
x Tables should be clearly identifiediAG, H - L, etc.
x Additional tableshould be providetbr people to fillout pledge cards in privacy
x Two peopleshouldstaff each table with additional volunteers around the room to

answer questions

x Have & adequate supply of pens, paper @b rubber band® attach payments
to pledge cards
x Include on the tablelénk pledge cards and extrapies ofFaith Magazingor any

parishioner who dighot receive a copyParticularly for anynew or norregistered
parishionerandvisitors.

x Workersshouldask parishioners if they received a copy of the special CSA edition
of Faith Magazine
Stations should be set up for at lekseeweeks
Parishioners should be reminded that they can have pledge reminders sent via e
mail.

x Give apleasantTHANK YOU" to eachdonor!
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If conducting the appeal by Worker Stations Direct Mail or a combination of both,
pleaseconsiderusing the following timeline:

x Jan /31 INTRODUCTION WEEKENDSUSse these weekends to prepare parishioners
for the CSA by sending a peppeal letter, putting up posters, making
announcements from the pulpit and notices in the bulletin.

x  Februaryl Send out advance letters toyioeis CSA donors.

x Februarys/7 PROMOTION WEEKEND Pastor should make his own presentation on the
CSA this weekend or you may choose to have lay witness given on this-week
end.

x February B/14 APPEAL WEEKENDCommitment Sundaly Pastor/celebrant shouldake the
fasko at al l-enthasses this week

x Felruary20/21 Begin In Church Followup. Mention CSA from the pulpit again and put
reminders in bulletin. Worker Statidtollow-up after Mass

February27/28 Worker Statiorollow-up after Mass

X

X

March 17 First CSA export should be sent to the Diocese.
SEE SUGGESTIONS FOR FOLLOW UP AND TIMELINE ON PAGES 25-28.

Consider segmentingyour mailing list.

All parishes now hav€SA data fron20072009in their PDSdatabase You mayalso haveCSA data from
other yearsn your databasas well. This will be very helpful iassising with segmentation. The goal is to
senddifferent lettes based on giving histar. a st year 6 s dhaning them far eheir praviolise t 1
gift(s) and askthemfor their continuing support.Others would get letters based on how they have given
previously, if at all. If you need assistance with segmenting your mailings, please c#lhtheal Appeals
Office. Consider grouping your parishioners as foliow

U Those parishioners who gave to the 2@UBA. (see pag&3)

U Those parishioners who did not support the®RO8A but have given to the appéalprior years(see

page53)
U Those parishioners who have never made a gift to the Catholic Services. Apg@@ge54)

Sample letters for each of these groups are provided in the Resource section of this manu&alsample
Pre-appeal letterand a Thank you letter are also provided. Sample follow up letters will be sent to all
parishes at a later time.
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Spiritual App eal Method based on Acts:4
Background

This is the method that wéisst presentedn thefall of 2006at three Vicariate meetings. ==
Fr. Bill Hanson, pastor of St. Gerard Majella Churcithe Rockville Center Diocese
developed this approach and presetitedorocess for conducting the annual Diocesan
Appeal using this methodl'his method (or aspects of itas beemsed by over 40
parisheover the past two yeard/ost paristesthat use thisnethod have seen

improvement in thei€SA result over the mr yeas. (A presentation on the use of this
method and the impact it has had on the results of the CSA in the Diocese ad<€rie w
made at the 200NternationalCatholic SewardshipCo u n c i | 0 nfekemae.y a |

This method does use anpew solicitaton butunlike the traditional CSA hpew method, this approach

occurs over several Sundays. It relies on the power of ritual, acting out a scriptural event in the present. |t
involves asking for gifts of prayer and fasting in addition to almsgivingaridim of a pledge/gift to the

CSA. And also unlike the traditional method which has ushers collect the pledge engal@msamitment
Sunday, the gifts are brought forth by the parishioners and laid on theTdltammethod works because of

the use osymbols and the power of ritual. It is the acting out of a scriptural @aehts case using a

Crosier andhavinggifts placed in a basket in front of the Crosier acting out the laying of gifts at the feet of
the Apostles.

In this section there wibe suggestions fdhestepsto be takend a timeline for utilizing this method.

There should not be any problems using this method even though the CSA Commitment Sunday is schedt
to take place during lent this yeplease feel free to modify treeheduldo suite your parisfi.e. push back
Commitment Sunday by a week. Please do not adjust the schedule by more than one week.)

Steps for success using this method:

1. Create your own parish brochuréSamples are available through the Annual Alspetiice.) You
will need to decide what types of ideas for prayer and fasting you want to suggest that your
parishioners can offer as gifts. CSA Information to be included in the section for Aimsgiving (or a
pledge/gift to the CSA) can be found on p8g# this handbookPlease also feel free to call the
Annual Appeal<ffice if you want additional data to include. We suggest using those services and
ministries that your parishioners would best identify wittote that the 2A.0 CSA pledge
envelopes Wl again have places for people to offer gifts of prayer and fasting along with
making a pledge to the CSA. Please use these along with your brochure.

2. Be sure that parishioners have advance notice before you begin. Consider sending out a l&tter prio
the first Sunday along with the parish brochure. You want to be sure that parishioners understand t
Scriptural (Acts 4) and Liturgical Context (The Lenten practice of Prayer, Fasting and Almsgiving)
for this approach. Also use pulpit and bulletrmauncements. Posters should be displayed in
appropriate locations. This will remind parishioners of when Commitment Sunday is.

3. Written informationshould beshared. All parishioners will have received the special CSA issue of
Faith Magazinen the nail. If you plan to begin prior to February,the magazine will not be out
yet. Let parishioners kow it will be coming andirge thento readit.
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4. The Lay Witness is crucial. The uselay witnesses has always been an important compohant
successful CSA. With this approach, you will haitness given by parishioners on Prayer and
Fasting. A personal witness can be a powerful tool to help people grow in their faith. isfgtaén
duringthree weelends prior to Commitment Sundagn Prayer, on Fasting and on Almsgiving. The
first two are given by lay people, the Almsgivitadk is given by the Presider. Suggestionsti@se
lay witnesses can be found on p&ge

5. Choose some Theme or Symbol. The first symbol used at St. GesaedQvasier. Thikas #so
beenused byseveral parishdsere in the Erie Diocese. Howeygou should not feel compelled to
use this symbol. A nail or cross canh@nded outo parishionersvhen gifts are brought upThe
key is that when people bririgrth their gifts, there should be some symbol involved in the ritual.

6. Active participation is key. When we do things the same way, we should expect similar results. If
we want to renew our efforts in the CSA, we can do so by encouraging more adiiwi@ation in
the appeal. Giving can be passive or it can be more active. An approach involving a ritual is active
giving. The ritual of the bringing forth of gifendthe incorporation of prayer and fasting allows
people the opportunity to see a peemeaning to our response as disciples of Christ.

7. On Commitment Sunday place pledge envelopes, copies of the brochure (ifgpéiod pens at
ends of the pew®e sure to replenish the supply before each Misde that this can also be done
on Ash Wednesday as well.

8. Thecelebrant should give instructions on how to fill out the Pledge Envelg¢@essider placing a
pledge envelope at the pulpit as a rminder and reference for the Pre&tdenind parishioners that
envelopes are to be compleia church and that all gifts will be brought forth in a few moments.

They are to write down their offering of prayer, fasting and what their CSA pledge/gift will be as their
almsgiving. Ask them to consider including an initial payment with tipbadge. Suggest that some
people may only be able tffer gifts of prayer and/or fasting ba&annot commit to a financial en

Let them know that this iskay. (You may want to reference the suggestionpage51 fiHow to

ask for pledges using an-Pew méhod oparticularly comments orhow tocomplete the envelope,
theoption for e-mail reminders andéhdicatinghow often they would likemindes. Note that not

all suggestions are pertinent for use with this method

9. At this point, the parishioners anew prepared to complete the pledge envelope. Allow three to five
minutes for parishioners to do this.

10.Now invite all those who have made gifts to bring them forward. If using a crosier, invite them to
place gifts in the basket. If not, have someiorieont of eachaisle with a basket to collect the tif
brought forth. If handing out some symbol back to parishioners (i.e. a cross or nail), make sure that
those collecting are also giving out your symbol.

11. As with all methods of solicitation, thelfow-up is an integral part of the appeal. In some cases
circumstances may prevent someone from making a gift on that Sunday. It is important that every
parishioner has the opportunity to giead it may require making multiple requestis is why t is
strongly recommended that a follayp method of solicitation also be utilized.
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SUGGESTEDTIMELINE FOR THIS METHOD

Because this method requires a couple additional weadndsto complete, you may consider pushing
this timeline back one week. Tis would have requests for commitment$o take place onboth Ash
Wedenesay and the first Sunday in Lent.

x Jaruaryl€/17

x  Januar2324

x  January 30/31

x  Februarye/7

x  Februaryl314

X

February 20/21

X

February 27/28

X

March 17

INTRODUCTION -Prepare parishioners for CSA by sending-appeal lettes
that introduces them to this new method for conducting the Qs#udeyour
parishbrochure inthe mailing. Put up posters, and maderouncemergfrom
the pulpit andplacenotices in bulletin.

Preappealll WeekendThe focus on this weeénd at Masses should be prayer
with a lay witness given on this Sunday. Be sure to include in Prayers of the
Faithful references to the CSA. (See pdg@efor samples.) Alspbe sure to
make announcemesfrom the pulpit and have notices in bulletin.

Preappealll WeekendThe focus on this wee&nd at Masses should be fasting
with a lay witness given on this Sunday. Be sure to include in Braye¢he
Faithful references to the CSA. (See pd@eor samples.). Alsobe sure to
make announcemesifrom the pulpit and have notices in bulletin.

Preappeall WeekendPastor should make his own presentation on the CSA
this weekend. His talk will focus on Almsgiving. He should reference CSA
information. You may consider highlighting something from the CSA issue of
Faith Magazine (See pagd4 for suggested remarks to make this weed)

APPEAL WEEKENDCommitmentSunday Presider will make some remarks
recapping what has occurred over the past three Sundays. People are invited to
make their offerings of prayer, fasting and almsgiving and then asked to bring
them forth.

Begin h Church Followmup. Mention CSA from the pulpit again and put
reminders in bulletin. Have pledge envelopes available in Church.

Continue h Church Follomup. Mention CSA from the pulpit again and put
reminders in bulletin. Have pledge envelopealable in Church.

First CSA export should be sent to the Diocese.

SEE SUGGESTIONS FOR ADDITIONAL FOLLOW UP AND TIMELINE ON PAGES 25-28.
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CATHOLIC SERVICES APPEAL FOLLOW -UP

Note that the new follow up guidelines established during 812009 CSA continue to be in effect. These
guidelines were established to encourage all parishes to be diligent with their follow up efforts. Please
be sure to read this section carefully. Follow up will help make your CSA even more successful.

No matter the method used to conduct the CSA, all parishes should considie timeline below and
using one or more of the followup techniquesoutlined on pages B and 27.

2010 CSA FOLLOW -UP TIMELINE

x March6/7

x March15

x  April 6

x  April 26

x  April 27

x May 24

x May 25

x June 15

Continue h Chuch follow-up: provideremindes of the CSA from the pulpit,
bulletin announcement, ammévepledge envelopes available in Church.

Send letters to all parishioners who have not made a CSA gift. For best results,
use one letter for nodonors (never having given in the past) and another for
previous donors. (Sample letters on p&8e& 54 Also PDS Follow up letter
reports are available for download from the diocesan website.)

Send a second followp leter to previous donors who have not responded and
to nondonors. Follow-up phone calls could be done in lieu of letters.

Run report in PDS to determine number of prior CSA donors who have not yet
given in 2009.

Optional: Send a fbow up letter to previous donors and rdonors who have
not responded or make phone calls to these parishioReliew-up phone calls
could be done in lieu of letters.

Run report in PDS to determine number of prior CSA donors who still have not
given in 2009.

Optional: Send a follow up letter to previous donors who have not responded.
A letter would be sent at this time if a third letter was not sent out in.April
Follow-up phone calls could be done in lieu of letters.

Parish followup evduation deadline. Any parish that has a lapsed donor rate
that exceeds 15% will be included in a follow up effort conducted by the
diocese.*(see page 28)

* The lapsed donor rate is the ratio of the number of 2009 derfarsiave not given in 2010 to thetal
number of 2009 donors.
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DIRECT MAIL FOLLOW UP

| Using mail is the most common form of follewp. Personalized letters sent to parishioners
who have yet to give to the CS#ke most effective f strictly using this method for followp, we
suggest sending out more than one letter. The first letter should be seféwwteeksafter Commitment
Sunday. A seconigtterto those who still have not given should confeva weeks after the first followp
letter. It is recommended a third tet be sent &w weeks after the second for anyone who has not
responded.Sample followup letterswill be provided to all parishes at a later tinieyou have email
addresses for some parishioners in your database, you may consider sending cupftélbsvs via enalil.

PHONE-FOLLOW UP

Telephone contact ia very effective follow up methodlt is a wayto getmuchdone in a

short timeframe Holy Redeemer Church in Warren has been using phone solication to conduct their CS/
and has had ové&6% of the parish participate in the CSA while exceeding their goal the past several year
by over 300%. We particularly recommend you consider this method as a way of reachinging out to laps
donors. It would be more effective than sending a secotidrdrfollow up letter. Organize a small team of
callers. Consider makingn fioc c as i o n fhitinguatgroup bf parighioreis thgwv. many depends
on the size of the parish and the number of calls to be nadejne to a room at the pariskVe suggest
doing it as a group as opposed to giving out lists for people to call at home. This isfieciree andcan

be an enjoyable way of securing gifts for the CSAsample script for callers is belowCallers can record
information from the phoneall on a pledgeenvelope orcard. The completed pledgenvelopetards,
indicating full name and address of the donor name, and amount of pledld®w often they want pledge
reminders and whether they want them viaal can be returned to thparishoffice.

If you would like to involve youth representatives, consider Confirmation students or a group of Catholic
high school students who need service hours. A script introducing them as youths committed tasupport
Catholic ministries and programguld be important.

Prior to any phone calling session, it would be helpful for the caller(s) to reviewestenonial and
Frequently Asked Questiotebs on this website. Reproduction of pages is encouraged.

Telephone Script
Hello, may | speak with M/Mrs. (name)
Hello, (Mr./Mrs./or First name), this is and | am calling on behalf of (Parish Name), Do you have a few minutes
I am a volunteer for thi, and megaa 8 O enCautade adntritwtiors dramvais ¢
many parishioner as possible. The Appeal supports critical ministries and programs that are important t
individuals, families, and parish lifd@housands o€atholics within our a@served by the Appeal. Additionally,
our parish also can benefit this year. Everyatalhised over our goal will go towar(tetails of parish project.)

Previous Donor
Last year you gave a very generous gift of $ to the Appeal. Would you be able to increase your contribution
match what you gave last year?

26



Non-Donor

| noticed you lve not responded to the Appeal this year, and we are hoping we can count on your suppc
Your gift can help us reach our parish goal, and we need more contributors in order to be successful. Can
count on your support?

If Gift Is Secured

Thank you ér your generosity. | will record your pledge on a card and forwamdtite parish office.They

will send you a pledge reminder and reply envelope for your convenience. Thank you again for your time a
for supporting the Appeal. It was nice visiting Rwvitou.

Unable to Give
| am sorry you are not able to give at this time. Your prayers for the success of the Appeal would be mu
appreciated. Thank you for your tipgnd it was nice visiting with you.

Sample Bulletin Announce to use if conducting a p hone -a-thon

CATHOLIC SERVICES APPEAL: This month we are conducting our diocesan phone -a-thon in order to
reach out to members of our parish community who have not yet responded to the 2010 CSA. In order

to save our volunteers many hours, please respond w ith your gift decision in the next week. If you
have not yet taken the opportunity to make your gift, you may do so by placing your pledge in the
collection basket. Thank you for your support!

PDSFOLLOW -UP PROGRAM

We are ready and willing to assysiu with follow up. Most parishes have the staff and resources to generate their
own follow-up mailings. Howevemwe recognize that some parishes have limited resources that make it difficult to
implement any follomup mailings. The Diocesan Annual Aggds officeis available talo FOLLOW-UP MAILINGS

for these parishesThis service is available at no cost to the pari§hihe parish will assumecosts for materials

and postage). Assistancevith follow-up mailingsis available to all parishes

It works very simply. Any parishioner who has not made a pledgddrgh I7th, can receive a personalized letter
from you asking for support. pledge envelope is included with the letter for plaeishionergdo complete andeturn

to the Parish.The Diocesewill prepare all letters andail them to you. The parish monitors who will receive lastter
and when they are mailedTo signup for this program, simply notiffJoseph Hoagf your interest in the
APersonal Upe &®r B grbuavatide asked to npvide reasons why you cannot do your own foklapv
effort. Send a sample of your stationery and three samples of your signaturéneapaper

Let me reiterate we know that manyarishes have the capability adidg their ownfollow-up effortsusing PDS. If
this is possible, we encourage you to dplad we can assisyou as needed The offer to generate letteris only for
those smalleparishes who would not otherwise be able tdhggr ownfollow-up. If you need assistance with doing
follow-up using PDS, please contact Joseph Hoag.
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Process for evaluating pariskesDiocesan CSA followup efforts.

Please note that during the parish solicitation phase, February through Spparikhes are encouraged to
seek assistanaeith their follow up efforts from the Diocesan Annual Appeals office. dtfiee isthere to
help. This includes help with generating folloy letters to parishioners who have not yet gieetine

2010 CSA, patrticularly lapsed donors. A lapsed donor isets thoseho gavdast year but
unfortunately not this year (LYBUNTS) or some y&lant unfortunately not this year (SYBUNTS).
Additionally, reports of lapsed donors will be sent to each parish during April and May.

It is worth noting in developinthis more formalizedollow-up approachtheDiocesecontinues to promote
andencourage parishes to adbest practices According to research on direct mail solicitations, ntba
90% of the dioceses in the Ulfve already institutedirect follow-up to parishioners in addition to parish
follow-up efforts. It is important to note that followp should not be necessary if parishes adhere to the
timelineon page 25 But if parishes do not adhere, it will be evident as these parishes will have a large
number of lapsed donors.

After the CSA reporis sent to the diocese dnne 5", areportfrom those parishes with greater than 15%
lapsed donors will be generated. Not e t hat | ast yearo6s | apsed don
Council approved the change to 15% athe September 2009 meeting.)

Some may be skeptical of sending out more than one or two follow up letters, particularly sending letters ir
May or June. e diocesan follow up mailing sent out in early July 2009 shbe/value of addibnal

follow up. The mailing consisted of 2,500 letters to lapsed donors from 39 parishes/missisnaaillig
resuled inover 270 gifts made totaling an additional $42,000 in contributions.

Note that if we have to do a mailing after Jun® h&caise there are parishes/missions that exceed 15% in
lapsed donors, any letter to these donors will be similar to last year in tone. It dbanks for their past
supportacknowledgsthat it may a year that is challenging for themdatabute and firally, suggestthat

if they feel that they can contribute, we offer our utmost gratitude as we work to meet the needs as detailec
annually in their parishes and in the diocese as detailed in the CSA special edition of FAITH magazine.
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Instructions for 20 10 CSA Fund Set-Up

Start your Church Office program and make a backup of your data before proceeding.
On the Ribbon Bar click the Setup/admin tab.
Select Fund Setup
The fund that you used to track your p r e v i 0 u €athplie Servides Appeal should match all of the
settings on this screen with the exception of the Fund Identifier. Spelling, spacing, and punctuation are
important. Choose the same Fund Identifier you have previously used for the CSA. DO NOT USE A
NEW FUND NUMBER FOR THE CSA. You only need to change the year. So if you use fund
identifier 5 the new fund would be 5-10. To find the correct fund number use the navigation button to
get to the right fund number)
5. In the Fund Periods section towards the top right of the window, click on the Insert button. A new fund
period row will appear as shown in the screen capture below.
6. Please match the group and agtivity names as identified here.
are finished.
7. Your Fund Setup screen should\ook similar to the one below wjth the exception of the Fund Identifier.
Verify the correct starting date\of 02/2010 and ending/data ¢f 01/2011. (Disregard dates on the
picture below.)

PR

If they are the same click save and you

Important: Do not c¢l ic\kk on th AAdd t o FamsedXCSAfundt on &
for every family in your database. \(Doing this will ¢reate problems for you down the line when
you do your monthly export. Only fam\lies participatihg in the CSA fund should be setup with the
CSA fund.)

VOO EDEFRLe ) - Paris|f Data System - Church Pffice - O x
Information Setup [ Admin. Backup / Restore [ Tkst / Fix Data Sync. Online Resolirces Help f Support
— @ -— E Text for Fukd Search... w {,\ S Add
— 41 = Fund :
: - + | Order by: Yund ID - Utility Year'_ 10
License Fund Users & . Setup Cance Delete Starting: 02/2010
- Keywords - 4 | « > A Fund .
Information  Setup  Passwords Options Ending: 01/2011
Setup Hawjgation
R G ﬁ. Fund Information Fund Periods
. = Fund ldentifier: | 5 “fear Starting  Ending
1 [rata Entry
Fund Name: Catholic Serices Appeal b oz |0z/z00p 0172008
Fund Activities -
Program fAccess w  Due Datesfor
Quarterly, Semi-Annual —— -
Other Tasks or Annual are Based o |Billing Period b 3
: Fecurming Charges .
Frint First Day e’ -
Consolidate Amounts are Due on the: Combine | Insert | Delete Addto Fams
Usage Repors
Group Hame Activity Hame Function of the Activity M
Exit Pragram | -7
CS& Pledge Charge
G54 Payment Fayment- Deductible
CE5A Non-Cash Mon-Cash Contribution - Deductible
TS5 Mirite- Off frite- Off
C54 One-time Payment Initial Payment - Deductible
CSaISF lgnare
CS& Balance Balance
b
Transferto Another Fund Combine Insert Line Delete | Reorder
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POSTING CSA PLEDGES IN PDS

Thesenstructions are also available on the Diocesan webbitge that the sample screen prints in this
section show dates froma prior CSA. Do not use dates on screen prints, only those in the instructians

CSA Pledge Entry

CSA Pledge and Payment infornmatineeds to be entered into Church Office on a timely basis. It will be
sent to the Diocese so they can generate appropriate reminders. Reminders are only sent to those with a
balanceon a pledge Reminders are eitherraailed or sent via standard mdédpending upon the

pari shionersoé preferences. -monthlymriimldne and Deaember. £eeryt
family with apledgeshould have both Fund Keywords entered. If the family has indicated that they do not
want remindershenen er t he ANo Remindero for both Fund Keé

Sorting pledge cards for easier data entry

Upon receipt of the pledge cards from parishioners, divide them into 4 groups.

1. Those who have requested email reminder notices.
a. Enter or update the email addresshia family record.
b. Double check the mailing address on the card against the one in Church Office.
c. After entering or updating the email address, put these pledge cards where they belong in

groups 2, 3 or 4 below.

2. Those who have included payment for the &mount of their pledge
a. Double check the mailing address on the card against the one in Church Office.

3. Those who have included no payment, or only partial payment of their pledge
a. Double check the mailing address on the card against the one in Churgh Offi

4. Those who are not making a pledge this year
(explained in the sectionentitt @S A A Card Returned No Pl edgebo
a. Double check the mailing address on the card against the one in Church Office.

Pledge Payment Received in Full

These are the east to enter. For those pledge cards from group 1 where the entire pledge has been paid i
full and the full payment has accompanied the pledge semgly use the standard Quick Posting of
Payments.

On the Ribbon Bar click thimformation tab.

SelectContribution in the Data Screens section.

SelectQuick Postingin the Other Tasks section.

SelectPayments/Donation Entry.

Post t he €8AOnetens Payntentt haec tAi vi t y. T10was justsetdp. p e r
DO NOT POST THESE PAYMENTS AS YOWOULD A PLEDGE. THERE IS NO NEED TO

POST THESE PAYMENTS THROUGH TERMS AND RATES.

ohwpnpE
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7. Uncheck t bisplajgviessagésavhen Ramily does not have the Fund Setup Thi s
stop the program for asking for confirmation to add the fund to each family.
@ VDO =PERLe )~ Parish Data System - Church Office - O x

Information Setup [ Admin. Backup /Restore [ Test [ Fix Data Sync. Qnline Resources Help / Support

&

Contributions

.
ra
)

Dashboard Families Members

Crata Screens

Contributions &ﬂ- Running Total: $0.00 Batch Number:
= Total Ertries: 1 ) .5
-J D ata Entry IDJErn: 1 2nd |D: "520
Wan Loon,Jeffideans), blihd
RatesHistorg/lemuds  +
5 fa T bas > This family does not have 14430 N 18th Ave Apt #3588
eca otals
EIiIIinp e this fund period setup. QOrlando, FL
d The fund will be added. (002) 278-9932 Humber of Myfnbers: 7
Other Tashs
iew / Print AddiChangeRates  View History = Change Adgfess/View Members
Fund Filter
P POwd D ate Auctivity ID/Env or Name ffimount e
Number ‘Year

Listing Sereen *5 i} 02/18/2002 CSA Payment 1 s 2

Repaorts

Buick Posting

Frocesses

Exit Program

v
I:lDispIay Message when Family does not have the Fund Setup. Insert Line Delete Line
Options Print Save Postto Families & Members Finish Later Cancel

Pledge Card Returned With No Payment or Partial Payment

If a pledge carar envelope iseturned without any payment or the payment was for less than the full amount
of the pledge, then you will enter it using the Quick Posting of Terms & Rates proaassvilvMhave to
enter the pledge information, payment information (if any) and reminder options as Fund Keywords.

1) Review all pledge cards that selectedhiil Reminders. Verifyhatthe correct anail appears on the
Family Detail Screen Then proceedtpost the pledge information.

2) On the Ribbon Bar click thimformation tab.

3) SelectContribution in the Data Screens section.

4) SelectQuick Postingin the Other Tasks section.

5) Click onTerms and Rates Entry.

6) Put a dot next to thimdividual Entry Method andclick the Next button.

7 Select the corredtund Identifier for theCatholic Services Appeal.

8) Enter the date the pBilendDate. i sLeat eBilingiRPateBsEh 6 A S
1/31/201. (Exception: If the payment is being entered aktie of the year, please enter the date
received in the ABilling Start Dateo field for

For Each Family

a) Enter theFamily Name or ID/Envelope Number.

b) Verify that the correct family was selected.

c) Enter pledge reminder frequencyramd Keyword 1 [No Reminder, Monthly Reminder, Bnonthly
Reminder, or June/December Reminder].

d) Enter mail/email asFund Keyword 2 [No Reminder, Standard Mail Reminder ontail Reminder].

e) Recurring Charge will always &SA Pledge

f) Terms will always bé&pecial

g) RateandTotal will be the amount of the pledge
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hyf a payment was included, record this at the
Payment . o
) Select for t he OSARagmeddc.(Never postya CHApledge payment using CSA
One Time payment. This will add the posted amount to their pledge total.)
i) Click Add Family to List
9) Click theNext button when you have congped entering the pledge cards.
10) Review the information that was posted. Make any corrections as necessatry.
11) Click Next.
12) Click Finish.

@ VrxOOvyEDERL e - Parish Data System - Church Office - 0O x

Information Setup / Admin. Backup fRestore [ Test / Fix Data Sync. Online Resources Help / Support
s 8 88
i
i
Dashboard Families Members Contributions

Crata Screens

Contributions @ﬁ‘ Setup the Following on the Fund Screen:
_J Data Entry Fund Identifier: 5 || - 0B W
RatestHistorg/leywds  + Billing Period: 02/01/2008 Thru | 01/241/200¢
Recap/Totals v
Nl (A== Select a Family:
Other Tasks Family Hame: an Loon,Jefif)eane), bl “
Miew f Frint ID/Envelope: 1 | Second ID: 529 W
IPowme] (s Address: 14430 N 19th Ave Apt #5353
Orlando, FL 85023-6707
Listing Screen TarmsR ates:
Reports ’ This family does not have
L | this fund period setup.
Guick Posting ey The fund will be added.
Processes Kewuard 1: Monthly Reminder b Keywaord 2: Standard Mail Reminde W
Exit P
it Program Feauming A CSA Fledge | [ associate with a Member:
Terms: Special W
Rate: s75.00 H I:‘ Pay by Electronic Transfer
Tatal: s75.00 EH EFT Info
Fost to the Fund: Crate Fund Activity Name Amount Chedk L
P Initial Fayment QGMe/2002 CEA Payment F10.00
F ay Dowun
Additional Gift “
Add Family to List < Back Mext = Cancel
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Posting CSA Payments (after the posting of pledge cards)

As the campaign progresséds recommended that payments egeorcedin a timely manner. Payments
will be posted using the san@riick Posting of Paymentgrocess.

It is very important tha¢very paymeninade is appropriately applied t@kedge. This should have
previously been entered if a pledge card was filled out. If a payment alrines prior pledge card has
been filled outyou can easily padoth the CSA Pledge and an appropriate payment with a single entry
using theCSA Onetime Paymentactivity.

For those who have made a pledge, post these usi@ptd>aymentactivity. For those who have not

made a pledge, post these usingGisA Onetime Paymentactivity. You will know someone has already
made a pledge if they have included the stub from a reminder letter. Put all of the known payments into a
pile and enter them first.

When you get to the stack of payments where you are uifisheepledge has already beeagorded enter

either the ID/Envelope number or Name. Pay careful attention to the upper left corner of the screen. See
picture below. If a pledge has been made and the family has a Current Bal Due, then enter yhasactivit
CSA Payment If nothing appears in this area or the Current Bal Due is $0 then enter the acti@ as
One-time Payment Go slowly and carefully as you may be changing the activity on each line.

VDL OTY=ERLe ) - Parish Data System - Church Office - 0O x
Information Setup [ Admin. Backup /Restore [ Test [ Fix Data Sync. Online Resources Help f Support
i
- ]
Dashboard Familias Members Contributions
Diata Scresns
Fram s feme i Running Fetai=$75. Batch Number: 531
' Data Entiy Tatal Entries: 1 IYEnv: 5 2nd I@: 1000047
- Current Bal Due: §425.00 e, ilem v € s
R ates/HistonHeyuds T K 444 S Higley Rd Apt 214
otal Due: H525.00 1gley P
Fecap/Totals Mesa, AZ
Billing Address Fecuriing Cha:  CSAFledge (502) 789-5400 Mumber of Members: 4
Terms: Special

WHRIEES Rate: $525.00

Miew # Print Mamber Add/ChangeRates | View History  ChangeAddress/\View Members

Fund Filter o .

NumbeT Date Activity ID/Env or Name Amount

Listing Sereen Is 0z 0Z/18/2008 CSA Payment 5 10000 B

Reports

Quick Posting

Frocesses

Exit Fragram
»

Display Maszage when Family does not hawve the Fund Setup. Insert Line Delete Line
Options Print Save Postto Families & Members Finish Later Cancel

If changing the activity on each linkow/s you data entryyou can use an alternative method. Enter all
payments using the norm@BA Paymentactivity. Then identify those who have made payments, but not
pledges and then go back and change the activity for those folkE€BénPPaymentto CSA Onetime
Payment Seethenext section
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To Find Families With Payments (But No Pledges).

The diocese wants to make sure that every payment is associated with a pledge.
On the Ribbon Bar click thimformation tab.

SelectContribution in the Data Screens s&m.

SelectReportsin the Other Tasks section.

Find theFinancial Reportssection.

Click the triangle next thisting Reports in the Financial Reports section.
Select theé=inancial Totals Report by Family and clickNext.

On the Overview screen, click tbate Rangeto go directly to this step.
Enter the full date range of the fund as e Range to Print

Select only the CSA fund number féands to Print.

10 SetPrint Overpayments as toActual Amount Overpaid i this is a critical step

©COoNoOMWNPE

@ VOO yENENLe - Parish Data System - Church Office .0 x

Information Setup f Admin. Backup / Restore [ Test f Fix Data Sync. QOnline Resources Help f Support

o
L & &8 |\ &
Dashboard Families Members | Contributions

Drata Screens

Contributions &ﬁ' Select Funds to Print:

- R s
P Date Rangeto Print, | 02/01:2008 Thru: | |017z1z000
Return to Contributions

Select a Different Report Funds to Print: g Add a Fund to this List »

Print Owerpayments As: | Actual Amount Overpaid v
Owenien
Select Printer Fund Title Specify How to Print the Group -
Listing Layout »s Catholic Senices Appeal
Select Funds CoA Include Group in the Report

Select Families
Preview Report
Printthe Report
Cancel the Report

Exit Frogram

w
Preview Report PrintRepart Back to Qverview = Back Next = Cancel
11.Click Next.
12.Verify Sortation and
. . . VxOhOTr=E8e ) - Parish Data System - Church Office - o x
ACtIVe/I n aCtIVe Settl n gS " @ Information Setup [ Admin. Backup /Restore / Test /Fix Data Sync. Online Resources Help f Support

13. Select theAdditional Selections L_ £ &
tab. Dasf:;:ard Families Members | Contributions

14.Enter the selections as Fund Total ————_—_ "= .
Grand Total Balance is less than C|xme & i

. . Return to Contributions o ) Choose recordswhere All of the conditions in the follawing sub-sestion are true
15. Click Preview.
. f A) Fund Totals.®rand Total Balance is less than 0
Creenview < Click here to add new condition »
Selsct Printar

Famity
Selections

Delinguency  Additional
Selections Selections

) Simple Selection - ~
Hever Sawed

Freview Report
Frintthe Report
Cancel the Report

Exit Program

~
Save || Add |[pBelsiey]
Clear || Copy | Reorder

Import Sel from a File

[ Exciude rather than include the selected records.

Use Dptimizer

Clear Additional Selectons

Preview Report PrintReport Back to Overview < Back Preview Cancel
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Parish Data System

Financial Totals Report by Family for Fund: 5 (02/01/2008 -

01/31/2009)

ID/Erv  Farnily Inforrmation Fund: 5
2 Harcourt Elizabeth hrs Due:
7745 WY Pershing Ave Paid: A0.00

Peoria, A7 85381-4030 Balance:
(602) B846-1937 Unl. Home
(303) 925-2222 Altemate Address

Tatal Due: $0.00

Murnber of Families Printed: 1 Tatal Paid §50.00
Tatal Credits: $0.00
Total Balance: $0.00
Tatal Gifts: $0.00

Total

0.00
a0.00
0.00

$0.00
$50.00
$0.00
$0.00
$0.00

Use the report as a worksheet. Lookup each family and do the following:

1. Go to theContributions tab
2. Click Rates/History/Keywordsin the Data Entry section.

3. Change the Activity for the existing entry fra@8A Paymentto CSA OneTime Payment

4. Go to theActivity Recap tab. Verify the balance is $0.00.
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