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How to Conduct the Appeal 
 

This section is designed to provide parishes with suggestions for implementing the Catholic Services Appeal.   

Over the years, parishes have utilized different approaches for soliciting gifts to the CSA.   The two methods 

typically used are the In-pew method and the Direct Mail method.  There are a few parishes that utilize 

worker stations to assist in distributing pledge cards.   Whatever method you choose, we ask that the 

following procedures be followed: 

  

 Commitment Sunday is February 14, 2010.  (Use of any other date for Commitment Sunday will 

need to be approved by the Diocese.) 

 

  Around February 1
st
, announce in some way that the Catholic Services Appeal will be taking 

place later in February. Information will be shared with parishioners throughout the month 

about how the appeal supports important Diocesan services.  Be sure to highlight the parishôs 

CSA project in all communications regarding the CSA.   

 

  Posters should be put up in several locations to help publicize the appeal.  

 

  Refer to stories in the special CSA issue of Faith Magazine which all parishioners received in 

early February.  

 

  Use the bulletin announcements provided on www.eriercd.org/bulletins.asp. 

 

  Pledge payments should be made directly to the parish either by mail or through the collection 

basket.  Payment reminders will be sent out to parishioners who make a pledge.  Those donors 

who make a pledge will have the option to choose the frequency of the reminder. The choices 

are monthly, bi-monthly or twice during the ten month pledge period.       

 

  All parishes should have someone give a lay witness.   The timing for this is up to each parish. 

 

  Parishes will be provided CSA materials that include posters, pledge cards printed with the 

names of each parishioner and/or pledge envelopes if ordered.  A quantity of blank pledge cards 

will be furnished to those parishes requesting them.  Parishes using pledge envelopes should 

complete the parish number and parishioner envelope number sections.  Additional supplies of 

cards and envelopes are available from the Diocesan Annual Appeals Office. 
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In-Pew Solicitation:   
A Proven and Effective Method*  
(This is the traditional In-pew method used during previous CSAs.  The steps for the 

spiritual method based on Acts:4 can be found on pages 22-24) 

 

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 following one or several 

informational and motivating presentation(s) (see step 7 on next page).  If carried out thoroughly and 

properly, this method increases both the number of donors and the dollars contributed with minimal amount 

of volunteer time.  In fact, it can generate a significant percentage of the parish gifts to the CSA in just one 

weekend.  This method also encourages pledging vs. one time gifts, and pledging generally results in larger 

gifts.  It also reduces administrative costs of running the appeal by saving time and the cost of mailings.   

 

In-Pew solicitation can easily be included during Mass without causing any disruption to the celebration of 

the liturgy.  On Commitment Sunday, after a brief homily, either the pastor or lay person speaks about the 

CSA.  This technique is not new to the Diocese--in fact, the majority of parishes use the In-Pew method.   
 

Steps to a Successful In-Pew Solicitation:  
 

1. Be sure that parishioners have plenty advance notice prior to Commitment Sunday.  An intro letter 

can be mailed to parishioners at the end of January (see page 52).  Pulpit and bulletin announcements 

should be used.  Posters should be displayed in appropriate locations.  Advance notice of the CSA 

helps parishioners come to church on Commitment Sunday ready to make their gift/pledge. 

 

2. Written information should be shared.  The CSA intro letter mentioned above can contain CSA info 

from the pastorôs perspective.  All parishioners will have received the special CSA issue of Faith 

Magazine in the mail.  Remind them to read the magazine to see their CSA dollars at work.  Also 

note CSA stories in Faithlife that appear periodically throughout the year with more CSA 

information.   

 

3. Spoken information should be shared.  It is up to each parish to decide when to do lay witnesses and 

when the pastor should speak about the CSA.  Ideally, parishes should have both the pastor and a lay 

person or persons speak.  The importance of the CSA will be conveyed by having multiple speakers 

on separate week-ends.  Please donôt rely solely on the priestôs remarks. (Suggestions for Priestôs 

remarks can be found on page 47)  The use of a lay witness is an effective means of encouraging 

people to give.  Remember that people give to people.  (See pages 48-50 contains lay witness 

suggestions.) 

 

4. Use a spiritual element.  Prayers of the Faithful should reference the CSA for several Sundays leading 

up to Commitment Sunday as well as on that Sunday.    Parishioners can choose to offer gifts of 

prayer and fasting on the pledge envelope.   

 

5. Consider having an advanced giving phase.  This can be done by identifying donors from the previous 

appeal and asking them via letter to consider making their gift early.    (A sample appeal letter for 

previous donors is on page 55 of the resource section of this manual.)  
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6. On Commitment Sunday place pledge envelopes and pencils at the ends of the pews.  Replenish the 

supply before each Mass. 

 

7. Either the celebrant or the lay witness should then give instructions on how to fill out the Pledge 

Envelopes, with emphasis on making a pledge.  Be sure to encourage parishioners to complete the 

envelopes in church.  Ask them to consider including an initial payment with their pledge.  Also there 

is an option for them to offer gifts of prayer and fasting on the pledge envelope.  Finally, do not 

encourage them to take the envelopes home. (Specific step by step suggestions for how to solicit in-

pew gifts can be found below.) 

 

8. At this point, the parishioners are now prepared to make their donations.  Allow two to three minutes 

for parishioners to make their pledge/gift.  Consider having some quiet music played during this time.  

 

9. The ushers should then collect the completed envelopes.   

 

10. As with all primary methods of solicitation, the follow-up is an essential and 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 give, and it may require making multiple 

requests to accomplish this.  This is why it is strongly recommended that a follow-up method of 

solicitation also be utilized.  

 

IN-PEW SOLICITATION INSTRUCTIONS : 
 

 × See that everyone gets a pledge envelope.  Envelopes can be placed in the pew in advance or ushers 

can be used to distribute them. 
 

× Ask parishioners to look at the pledge envelope and concentrate on the suggested giving guide on 

the left.  Encourage people to make a pledge.  Ask everyone to reflect on the pledging options -- 

keeping in mind that the parish goal is $_________ .  Every family is being asked to consider 

helping and supporting the many things provided by the Diocesan Church and our Parish by making 

a commitment today.  Let them know that you are also making a commitment right now.  If you 

want to make a payment toward your 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". . . Write in the Amount; then, where it says "Initial 

Amount". . . Write Zero if none or the amount of the Check or Cash you are putting in the envelope.  

Please make checks payable to "our" parish.   
 

× Again, ask everyone to make their Commitment TODAY.  This will save the parish time and 

expense by not having to follow-up with those who do not complete an envelope today! 

 

× Ask everyone to PRINT  their Name, Address, and Zip clearly.  Also include Phone Number in case 

there is a question regarding how the envelope was completed.  Let them know of the option to 

receive a pledge reminder via e-mail which will also save on expenses (see note on page 19).  Be 

sure to clearly explain that they also have 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 please seal it. 
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× Ask the Ushers to collect all completed envelopes with a separate pass of the basket at this time.  

Gather envelopes into one basket and bring forward to the altar with Offertory Gifts. 
 

 × Extend thanks to all. 

 

 

IN-PEW SOLICITATION  TIMELINE  
 

× Jan 30/31 INTRODUCTION WEEKENDS-Use these weekends to prepare parishioners 

 for the CSA by sending a pre-appeal letter, putting up posters, making 

 announcements from the pulpit and notices in the bulletin.   

× February 1 Send out advance letters to previous CSA donors. 

× February 6/7 PROMOTION WEEKEND- Pastor should make his own presentation on the 

CSA this week-end or you may choose to have lay witness given on this week-

end.   

× February 13/14 APPEAL WEEKEND-Commitment Sunday ï Pastor/celebrant should make the 

ñaskò at all masses this week-end.      

× February 20/21    Begin in Church Follow-up.  Mention CSA from the pulpit again and put 

reminders in bulletin.  Have pledge envelopes available in Church. 

× February 27/28    Continue in Church Follow-up.  Mention CSA from the pulpit again and put 

reminders in bulletin.  Have pledge envelopes available in Church. 

× March 17 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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Helpful Hints for  remarks given by Pastor/priest on Promotion Sunday.  
"Here's what we're going to do next weekend . . . 
 

. . . First, I would ask you to please reflect on the information that has been shared with you up to this point 

concerning the CSA.  The special issue of Faith Magazine that was mailed to  each of you and what 

was shared this week-end from the pulpit.  All this information will help you as you consider what you 

would like to give to this yearôs appeal.ò   
 

. . .  ñNext week we will ask each of you to complete a pledge envelope during Mass.  Please prayerfully 

consider this week what you might want to do next Sunday to support the CSA.  All pledges/gifts made 

next week-end will be collected in a special, separate pass of the basket, and we will bring your 

commitments to the altar with the offertory gifts." 
 

. . .   "Please come To Mass  Next Weekend (February 13,14), Prepared To Make Your Pledge In-Pew." 
 

. . .  "You may want to make an initial payment with your pledge, but it is not necessary.  The 

 important thing is for each parish family to come prepared to fill-in the Pledge Envelope and to 

 consider a pledge to the 2010 CSA.ò 

. . .  ñDo not be afraid to make a pledge.  A pledge is not a legally binding contract that you would 

 have to pay if for some reason you could not.   A pledge is simply a good faith gesture to pay a 

 given amount.  Payment reminders are sent out over a ten month pledge period (beginning in 

 March)ò.  Note: If the parishôs offertory envelope packet includes a monthly envelope to assist 

 in fulfill ing pledges, you may consider mentioning this as well.    

. . .  ñAgain, I ask that you join with other parishes in our Diocese and make your commitment next 

 week-end. May God continue to bless our Diocese and the services and programs provided by the 

 Catholic Services Appeal."   

 

Helpful Hints for Remarks Given on Commitment Sunday 
(Consider these thoughts if not using a Lay witness.  If you are having a lay witness, your remarks can 

still incorporate these thoughts, but please keep remarks brief. Additional suggestions for priest 

remarks can be found on page 44. ) 

 

× Remind parishioners that today is Commitment Sunday for the 2010 Catholic Services Appeal.  

Let them know that in just a few moments, every family will be asked to complete their annual CSA 

Commitment to their Diocesan Church by filling in one of the pledge envelopes provided.  The 

envelopes will be immediately collected and will be brought to the altar with the offertory gifts. 

 

× Deliver the homily/pulpit presentation (5-7 minutes).  The secret of success hinges upon the priestôs 

remarks being motivational - given with conviction and enthusiasm. Include facts and concrete 

examples on how the Catholic Services Appeal provides Services to people and Services to Your 

Parish.  End remarks with "the Ask" (refer back to pages  16 & 17 for solicitation instructions.) 
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PLANNING NOTES FOR PARISH LEADERS:  
 

 On or about February 1
st
, the special CSA issue of Faith Magazine will be arriving in every Catholic 

household maintained on the Diocesan database. 
 

 The Pledge Envelopes provide a space for people to offer gifts of prayer and fasting.  Even if you donôt 

plan to utilize the spiritual approach that incorporates prayer, fasting and almsgiving, try to in some 

way request that people offer gifts of prayer and/or they may use this space to request a prayer intention.  

Prayer intentions can be written on the back of pledge cards.  For those offering intentions, make sure 

to share how you plan to handle these intentions (i.e. the parish prayer book, a prayer line and/or a 

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.  There is sufficient space on the 

front for a label to be affixed.  The Pledge Envelope can be used as a "Return Envelope" during your 

"Follow-up Phase" of the Appeal - merely affix a label with the parish address over the space provided.  

 

PLEDGE ENVELOPES 
 

This is a tool that can be used during all phases of the Appeal.  The pledge envelope is effective when 

conducting the In-Pew solicitation on Commitment Sunday and is designed with a privacy flap.  It also can 

be used during the telephone follow-up phase, and during any follow-up mailings to people who have yet to 

make a pledge. Every parish will be shipped the amount of pledge envelopes they requested in January.   For 

additional envelopes call the Annual Appeals Office. 

 
Note:  We will again offer people the opportunity to receive their pledge reminders via e-mail.  Parishioners 

will have the option to check a box on the pledge card or pledge envelope to request having their reminder 

sent by e-mail, thereby saving on postage.  A place is available on both pledge cards and pledge envelopes to 

provide an e-mail address.  Please make sure parishioners have checked the box for requesting this option.  In 

past years, some people have provided e-mail 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 for the In-Pew method.  The 

main difference is parishioners will be asked to give through a letter from the pastor.  These letters are mailed 

and/or distributed by worker stations.   

 

If using either of these methods, consider segmenting your parishioner list.  Using a Segmented approach 

makes letters to parishioners more personalized.  The more personal a letter, the better chance it will be read 

and a gift given.  Additional information about how to segment mailings is discussed later.   

 

WORKER STATION  
 

In lieu of mailing all envelopes to your parishioners, this method allows for parishioners to complete pledge 

cards after church.  Having pledge cards distributed in church substantially reduces mailing costs.  It provides 

at least some  personal contact with donors.  One drawback is when some parishioners do not make their way 

to the worker station area because the stations are located in another building.   

 

Preparation: 
 

× Pledge cards should be arranged on tables in alphabetical order.   

× Tables should be clearly identified A ï G, H - L, etc. 

× Additional tables should be provided for people to fill-out pledge cards in privacy. 

× Two people should staff each table with additional volunteers around the room to 

answer questions. 

× Have an adequate supply of pens, paper clipsand rubber bands to attach payments 

to pledge cards.  

× Include on the table blank pledge cards and extra copies of Faith Magazine for any 

parishioner who did not receive a copy.  Particularly for any new or non-registered 

parishioners and visitors. 

× Workers should ask parishioners if they received a copy of the special CSA edition 

of Faith Magazine. 

× Stations should be set up for at least three weeks 

× Parishioners should be reminded that they can have pledge reminders sent via e-

mail. 

× Give a pleasant "THANK YOU"  to each donor! 
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If conducting the appeal by Worker Stations, Direct Mail or a combination of both, 

please consider using the following timeline: 
 

× Jan 30/31  INTRODUCTION WEEKENDS-Use these weekends to prepare parishioners 

 for the CSA by sending a pre-appeal letter, putting up posters, making 

 announcements from the pulpit and notices in the bulletin.   

× February 1 Send out advance letters to previous CSA donors. 

× February 6/7 PROMOTION WEEKEND- Pastor should make his own presentation on the 

CSA this week-end or you may choose to have lay witness given on this week-

end.   

× February 13/14 APPEAL WEEKEND-Commitment Sunday ï Pastor/celebrant should make the 

ñaskò at all masses this week-end.      

× February 20/21    Begin In Church Follow-up.  Mention CSA from the pulpit again and put 

reminders in bulletin.  Worker Station Follow-up after Mass 

× February 27/28 Worker Station Follow-up after Mass  

× March 17 First CSA export should be sent to the Diocese.   

SEE SUGGESTIONS FOR FOLLOW UP AND TIMELINE ON PAGES 25-28. 

 

 

 

 

 

Consider segmenting your mailing list.  

 
All parishes now have CSA data from 2007-2009 in their PDS database.  You may also have CSA data from 

other years in your database as well.  This will be very helpful in assisting with segmentation.  The goal is to 

send different letters based on giving history.  Last yearôs donors get a letter thanking them for their previous 

gift(s) and ask them for 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 call the Annual Appeals 

Office.  Consider grouping your parishioners as follows:   

ü Those parishioners who gave to the 2009 CSA. (see page 53) 

ü Those parishioners who did not support the 2009 CSA but have given to the appeal in prior years. (see 

page 53) 

ü Those parishioners who have never made a gift to the Catholic Services Appeal. (see page 54) 
 

Sample letters for each of these groups are provided in the Resource section of this manual.  A sample 

Pre-appeal letter and a Thank you letter are also provided.  Sample follow up letters will be sent to all 

parishes at a later time. 



 22 

Spiritual App eal Method based on Acts:4 
 

Background 
 

This is the method that was first presented in the fall of 2006 at three Vicariate meetings.  

Fr. Bill Hanson, pastor of St. Gerard Majella Church in the Rockville Center Diocese 

developed this approach and presented the process for conducting the annual Diocesan 

Appeal using this method.  This method (or aspects of it) has been used by over 40 

parishes over the past two years.  Most parishes that use this method have seen 

improvement in their CSA result over the prior years.  (A presentation on the use of this 

method and the impact it has had on the results of the CSA in the Diocese of Erie was 

made at the 2009 International Catholic Stewardship Councilôs Annual Conference.)  

 

This method does use an in-pew solicitation but unlike the traditional CSA In-pew method, this approach 

occurs over several Sundays.  It relies on the power of ritual, acting out a scriptural event in the present.  It 

involves asking for gifts of prayer and fasting in addition to almsgiving in the form of a pledge/gift to the 

CSA.   And also unlike the traditional method which has ushers collect the pledge envelopes on Commitment 

Sunday, the gifts are brought forth by the parishioners and laid on the altar.  This method works because of 

the use of symbols and the power of ritual.  It is the acting out of a scriptural event, in this case using a 

Crosier and having gifts 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 will be suggestions for the steps to be taken and a timeline for utilizing this method.  

There should not be any problems using this method even though the CSA Commitment Sunday is scheduled 

to take place during lent this year, please feel free to modify the schedule to suite your parish (i.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 brochure.  (Samples are available through the Annual Appeals office.)  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 Almsgiving (or a 

pledge/gift to the CSA) can be found on page 3 of this handbook.  Please also feel free to call the 

Annual Appeals Office if you want additional data to include.  We suggest using those services and 

ministries that your parishioners would best identify with.  Note that the 2010 CSA pledge 

envelopes will 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 letter prior to 

the first Sunday along with the parish brochure.  You want to be sure that parishioners understand the 

Scriptural (Acts 4) and Liturgical Context (The Lenten practice of Prayer, Fasting and Almsgiving) 

for this approach.  Also use pulpit and bulletin announcements.  Posters should be displayed in 

appropriate locations.  This will remind parishioners of when Commitment Sunday is.   
 

3. Written information should be shared.  All parishioners will have received the special CSA issue of 

Faith Magazine in the mail.  If you plan to begin prior to February 1
st
, the magazine will not be out 

yet.  Let parishioners know it will be coming and urge them to read it.   
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4. The Lay Witness is crucial.  The use of lay witnesses has always been an important component of a 

successful CSA.  With this approach, you will have a witness given by parishioners on Prayer and 

Fasting.  A personal witness can be a powerful tool to help people grow in their faith.  A talk is given 

during three week-ends prior to Commitment Sunday, on Prayer, on Fasting and on Almsgiving.  The 

first two are given by lay people, the Almsgiving talk is given by the Presider.  Suggestions for these 

lay witnesses can be found on page 50.   
 

5. Choose some Theme or Symbol.  The first symbol used at St. Gerard was a Crosier.  This has also 

been used by several parishes here in the Erie Diocese.  However, you should not feel compelled to 

use this symbol.  A nail or cross can be handed out to parishioners when gifts are brought up.  The 

key is that when people bring forth 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 active participation 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 gifts and the incorporation of prayer and fasting allows 

people the opportunity to see a deeper meaning to our response as disciples of Christ.   
 

7. On Commitment Sunday place pledge envelopes, copies of the brochure (if applicable) and pens at 

ends of the pews. Be sure to replenish the supply before each Mass.  Note that this can also be done 

on  Ash Wednesday as well.   
 

8. The celebrant should give instructions on how to fill out the Pledge Envelopes.  (Consider placing a 

pledge envelope at the pulpit as a rminder and reference for the Presider.) Remind parishioners that 

envelopes are to be completed in 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 their pledge.  Suggest that some 

people may only be able to offer gifts of prayer and/or fasting but cannot commit to a financial one.  

Let them know that this is okay.  (You may want to reference the suggestions on  page 51 ñHow to 

ask for pledges using an In-Pew methodò, particularly comments on  how to complete the envelope, 

the option for  e-mail reminders and indicating how often they would like reminders.  Note that not 

all suggestions are pertinent for use with this method.) 
 

9. At this point, the parishioners are now 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 someone in front of each aisle with a basket to collect the gifts 

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, the follow-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 give, and it may require making multiple requests.  This is why it is 

strongly recommended that a follow-up method of solicitation also be utilized.   
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SUGGESTED TIMELINE  FOR THIS METHOD  
Because this method requires a couple additional week-ends to complete, you may consider pushing 

this timeline back one week.  This would have requests for commitments to take place on both Ash 

Wedenesay and the first Sunday in Lent. 

 
 

× January 16/17 INTRODUCTION -Prepare parishioners for CSA by sending Pre-appeal letters 

 that introduces them to this new method for conducting the CSA.  Include your

 parish brochure in the mailing. Put up posters, and make announcements from  

 the pulpit and place notices in bulletin.   

× January 23/24 Pre-appeal III Weekend-The focus on this week-end 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 page 42 for samples.)  Also, be sure to 

make announcements from the pulpit and have notices in bulletin.   

× January 30/31 Pre-appeal II Weekend-The focus on this week-end at Masses should be fasting 

with a lay witness given on this Sunday.  Be sure to include in Prayers of the 

Faithful references to the CSA. (See page 42 for samples.).  Also, be sure to 

make announcements from the pulpit and have notices in bulletin.   

× February 6/7 Pre-appeal I Weekend-Pastor should make his own presentation on the CSA 

this week-end.  His talk will focus on Almsgiving.  He should reference CSA 

information.  You may consider highlighting something from the CSA issue of 

Faith Magazine.  (See page 44 for suggested remarks to make this week-end) 

× February 13/14 APPEAL WEEKEND-Commitment Sunday-  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.   

× February 20/21    Begin In Church Follow-up.  Mention CSA from the pulpit again and put 

reminders in bulletin.  Have pledge envelopes available in Church. 

× February 27/28    Continue In Church Follow-up.  Mention CSA from the pulpit again and put 

reminders in bulletin.  Have pledge envelopes available in Church. 

× March 17 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 the 2009 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 consider the timeline below and 

using one or more of the follow-up techniques outlined on pages 26 and 27. 

 

2010 CSA FOLLOW -UP TIMELINE  
 

× March 6/7    Continue In Church follow-up: provide reminders of the CSA from the pulpit, 

bulletin announcement, and have pledge envelopes available in Church. 

× March 15 Send letters to all parishioners who have not made a CSA gift.  For best results, 

use one letter for non-donors (never having given in the past) and another for 

previous donors. (Sample letters on page 53 & 54.  Also PDS Follow up letter 

reports are available for download from the diocesan website.)  

× April 6 Send a second follow-up letter to previous donors who have not responded and 

to non-donors.  Follow-up phone calls could be done in lieu of letters. 

× April  26 Run report in PDS to determine number of prior CSA donors who have not yet 

 given in 2009.    

× April 27 Optional:  Send a follow up letter to previous donors and non-donors who have 

not responded or make phone calls to these parishioners.  Follow-up phone calls 

could be done in lieu of letters. 

× May 24 Run report in PDS to determine number of prior CSA donors who still have not  

 given in 2009.   

× May 25 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. 

× June 15 Parish follow-up evaluation 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 donors who have not given in 2010 to the total 

number of 2009 donors.   
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DIRECT MAIL  FOLLOW UP  

 
Using mail is the most common form of follow-up.  Personalized letters sent to parishioners 

who have yet to give to the CSA are most effective.  If strictly using this method for follow-up, we 

suggest sending out more than one letter.  The first letter should be sent out a few weeks after Commitment 

Sunday.  A second letter to those who still have not given should come a few weeks after the first follow-up 

letter.  It is recommended a third letter be sent a few weeks after the second for anyone who has not 

responded.  Sample follow-up letters will be provided to all parishes at a later time.  If you have e-mail 

addresses for some parishioners in your database, you may consider sending out follow-up letters via e-mail. 

 

 

PHONE-FOLLOW UP  
 
 
 

Telephone contact is a very effective follow up method.  It is a way to get much done in a 

short timeframe.  Holy Redeemer Church in Warren has been using phone solication to conduct their CSA 

and has had over 56% of the parish participate in the CSA while exceeding their goal the past several years 

by over 300%.  We particularly recommend you consider this method as a way of reachinging out to lapsed 

donors.  It would be more effective than sending a second or third follow up letter.  Organize a small team of 

callers.  Consider making an ñoccasionò out of calling.  Inviting a group of parishioners (how many depends 

on the size of the parish and the number of calls to be made) to come to a room at the parish.  We suggest 

doing it as a group as opposed to giving out lists for people to call at home.  This is more effective and can 

be an enjoyable way of securing gifts for the CSA.  A sample script for callers is below.  Callers can record 

information from the phone call on a pledge envelope or card.  The completed pledge envelope/cards, 

indicating full name and address of the donor name, and amount of pledge and how often they want pledge 

reminders and whether they want them via e-mail can be returned to the parish office.    

 

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 to support of 

Catholic ministries and programs would be important.  

 

Prior to any phone calling session, it would be helpful for the caller(s) to review the Testimonial and 

Frequently Asked Questions tabs on this website. Reproduction of pages is encouraged. 

 

Telephone Script  
Hello, may I speak with Mr./Mrs. (name)  

Hello, (Mr./Mrs./or First name), this is and I am calling on behalf of (Parish Name),  Do you have a few minutes?  

I am a volunteer for this yearôs Catholic Services Appeal, and my goal is to encourage contributions from as 

many parishioners as possible. The Appeal supports critical ministries and programs that are important to 

individuals, families, and parish life. Thousands of Catholics within our area served by the Appeal.  Additionally, 

our parish also can benefit this year.  Every dollar raised over our goal will go towards (details 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 or 

match what you gave last year?  
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Non-Donor  

I noticed you have not responded to the Appeal this year, and we are hoping we can count on your support. 

Your gift can help us reach our parish goal, and we need more contributors in order to be successful. Can we 

count on your support?  

 

If Gift Is Secured  

Thank you for your generosity. I will record your pledge on a card and forward it to the parish office. They 

will send you a pledge reminder and reply envelope for your convenience. Thank you again for your time and 

for supporting the Appeal. It was nice visiting with you.  

 

Unable to Give  

I am sorry you are not able to give at this time. Your prayers for the success of the Appeal would be much 

appreciated. Thank you for your time, and 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!  

 

 

PDS FOLLOW -UP PROGRAM  
 

We are ready and willing to assist you with follow up.   Most parishes have the staff and resources to generate their 

own follow-up mailings.  However, we recognize that some parishes have limited resources that make it difficult to 

implement any follow-up mailings.  The Diocesan Annual Appeals office is available to do FOLLOW-UP MAILINGS 

for these parishes.  This service is available at no cost to the parish.  (The parish will assume costs for materials 

and postage.)  Assistance with follow-up mailings is available to all parishes.  

 

It works very simply.  Any parishioner who has not made a pledge by March 17th, can receive a personalized letter 

from you asking for support.  A pledge envelope is included with the letter for the parishioners to complete and return 

to the Parish.  The Diocese will prepare all letters and mail them to you.  The parish monitors who will receive letters 

and when they are mailed.  To sign-up for this program, simply notify Joseph Hoag of your interest in the 

ñPersonalized Follow-Up Programò.  You will be asked to provide reasons why you cannot do your own follow-up 

effort.  Send a sample of your stationery and three samples of your signature on unlined paper.    

 

Let me reiterate,  we know that many parishes have the capability of doing their own follow-up efforts using PDS.  If 

this is possible, we encourage you to do so, but we can assist you as needed.  The offer to generate letters is only for 

those smaller parishes who would not otherwise be able to do their own follow-up.  If you need assistance with doing 

follow-up using PDS, please contact Joseph Hoag. 
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Process for evaluating parishes Diocesan CSA follow-up efforts.   
 

Please note that during the parish solicitation phase, February through June 15
th
, parishes are encouraged to 

seek assistance with their follow up efforts from the Diocesan Annual Appeals office.  The office is there to 

help.   This includes help with generating follow-up letters to parishioners who have not yet given to the 

2010 CSA, particularly lapsed donors.  A lapsed donor is defined as those who gave last year but 

unfortunately not this year (LYBUNTS) or some years but 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 developing this more formalized follow-up approach, the Diocese continues to promote 

and encourage parishes to adopt best practices.  According to research on direct mail solicitations, more than 

90% of the dioceses in the U.S. have already instituted direct follow-up to parishioners in addition to parish 

follow-up efforts.  It is important to note that follow-up should not be necessary if parishes adhere to the 

timeline on 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 report is sent to the diocese on June 15
th
, a report from those parishes with greater than 15% 

lapsed donors will be generated.   (Note that last yearôs lapsed donor rate was 20%.  The Presbyteral 

Council approved the change to 15% at the September 2009 meeting.) 

 

Some may be skeptical of sending out more than one or two follow up letters, particularly sending letters in 

May or June.  The diocesan follow up mailing sent out in early July 2009 shows the value of additional 

follow up.  The mailing consisted of 2,500 letters to lapsed donors from 39 parishes/missions.  This mailing 

resulted in over 270 gifts made totaling an additional $42,000 in contributions.   

 

Note that if we have to do a mailing after June 15
th
 because there are parishes/missions that exceed 15% in 

lapsed donors, any letter to these donors will be similar to last year in tone.  It  thanks donors for their past 

support, acknowledges that it may a year that is challenging for them to contribute and finally, suggests that 

if they feel that they can contribute, we offer our utmost gratitude as we work to meet the needs as detailed 

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 
 

1. Start your Church Office program and make a backup of your data before proceeding.  
2. On the Ribbon Bar click the Setup/admin tab.   
3. Select Fund Setup  
4. The fund that you used to track your previous yearôs Catholic Services 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 activity names as identified here.  If they are the same click save and you 
are finished.  

7. Your Fund Setup screen should look similar to the one below with the exception of the Fund Identifier.  

Verify the correct starting date of 02/2010 and ending data of 01/2011.  (Disregard dates on the 

picture below.) 
 

Important:  Do not click on the ñAdd to Famsò button as doing so will setup the CSA fund 

for every family in your database.   (Doing this will create problems for you down the line when 
you do your monthly export.  Only families participating in the CSA fund should be setup with the 
CSA fund.) 

 

 
 

 

Year:  10 

Starting:  02/2010 

Ending:  01/2011 
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POSTING CSA PLEDGES IN PDS 
These instructions are also available on the Diocesan website.  Note that the sample screen prints in this 

section show dates from a prior CSA.  Do not use dates on screen prints, only those in the instructions. 

CSA Pledge Entry 

CSA Pledge and Payment information needs 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 

balance on a pledge.  Reminders are either e-mailed or sent via standard mail depending upon the 

parishionersô preferences.  Reminders are sent either monthly, bi-monthly, or in June and December.  Every 

family with a pledge should have both Fund Keywords entered.  If the family has indicated that they do not 

want reminders, then enter the ñNo Reminderò for both Fund Keywords. 

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 address in the 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 full amount 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 Church Office. 

4. Those who are not making a pledge this year . 

      (explained in the section entitled CSA ñCard Returned No Pledgeò Entry) 

a. Double check the mailing address on the card against the one in Church Office. 

Pledge Payment Received in Full 

These are the easiest to enter.  For those pledge cards from group 1 where the entire pledge has been paid in 

full and the full payment has accompanied the pledge card, simply use the standard Quick Posting of 

Payments. 

1. On the Ribbon Bar click the Information  tab.  

2. Select Contribution  in the Data Screens section. 

3. Select Quick Posting in the Other Tasks section. 

4. Select Payments/Donation Entry. 

5. Post the entries to the ñCSA One-time Paymentò activity.  The fund period for 2010 was just setup. 

6. DO NOT POST THESE PAYMENTS AS YOU WOULD A PLEDGE.  THERE IS NO NEED TO 

POST THESE PAYMENTS THROUGH TERMS AND RATES.  
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7. Uncheck the box for ñDisplay Messages when Family does not have the Fund Setupò.  This will 

stop the program for asking for confirmation to add the fund to each family. 

 
 

Pledge Card Returned With No Payment or Partial Payment 

If a pledge card or envelope is returned 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 process.  You will have to 

enter the pledge information, payment information (if any) and reminder options as Fund Keywords. 
 

1) Review all pledge cards that selected E-mail Reminders.  Verify that the correct e-mail appears on the 

 Family Detail Screen.  Then proceed to post the pledge information. 

2) On the Ribbon Bar click the Information  tab.  

3) Select Contribution  in the Data Screens section. 

4) Select Quick Posting in the Other Tasks section. 

5) Click on Terms and Rates Entry. 

6) Put a dot next to the Individual Entry Method  and click the Next button. 

7) Select the correct Fund Identifier  for the Catholic Services Appeal. 

8) Enter the date the pledge is entered as the ñStartò Billing Date.  Leave the ñEndò Billing Date as 

 1/31/2011.  (Exception:  If the payment is being entered at the end of the year, please enter the date 

 received in the ñBilling Start Dateò field for tax reasons. 

For Each Family 

a) Enter the Family Name or ID/Envelope Number. 

b) Verify that the correct family was selected. 

c) Enter pledge reminder frequency as Fund Keyword 1 [No Reminder, Monthly Reminder, Bi-monthly 

Reminder, or June/December Reminder]. 

d) Enter mail/e-mail as Fund Keyword 2 [No Reminder, Standard Mail Reminder or E-mail Reminder]. 

e) Recurring Charge will always be CSA Pledge. 

f) Terms will always be Special. 

g) Rate and Total will be the amount of the pledge. 
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h) If a payment was included, record this at the bottom of the screen on the line that starts with ñInitial 

Payment.ò 

i) Select for the Fund Activity Name ñCSA Paymentò.  (Never post a CSA pledge payment using CSA 

One Time payment.  This will add the posted amount to their pledge total.)  

i) Click Add Family  to List  

9) Click the Next button when you have completed entering the pledge cards.  

10) Review the information that was posted.  Make any corrections as necessary.   

11) Click Next.   

12) Click Finish. 
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Posting CSA Payments (after the posting of pledge cards) 

As the campaign progresses, it is recommended that payments are recorded in a timely manner.  Payments 

will be posted using the same Quick Posting of Payments process.   

 

It is very important that every payment made is appropriately applied to a pledge.  This should have 

previously been entered if a pledge card was filled out.  If a payment arrives, but no prior pledge card has 

been filled out, you can easily post both the CSA Pledge and an appropriate payment with a single entry 

using the CSA One-time Payment activity. 

 

For those who have made a pledge, post these using the CSA Payment activity.  For those who have not 

made a pledge, post these using the CSA One-time Payment activity.  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 unsure if the pledge has already been recorded, enter 

either the ID/Envelope number or Name.  Pay careful attention to the upper left corner of the screen.  See the 

picture below.  If a pledge has been made and the family has a Current Bal Due, then enter the activity as 

CSA Payment.  If nothing appears in this area or the Current Bal Due is $0 then enter the activity as CSA 

One-time Payment.  Go slowly and carefully as you may be changing the activity on each line. 

 

 
 

If changing the activity on each line slows your data entry, you can use an alternative method.  Enter all 

payments using the normal CSA Payment activity.  Then identify those who have made payments, but not 

pledges and then go back and change the activity for those folks from CSA Payment to CSA One-time 

Payment.  See the next 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.   

1. On the Ribbon Bar click the Information  tab.  

2. Select Contribution  in the Data Screens section. 

3. Select Reports in the Other Tasks section. 

4. Find the Financial Reports section. 

5. Click the triangle next to Listing Reports in the Financial Reports section. 

6. Select the Financial Totals Report by Family and click Next. 

7. On the Overview screen, click the Date Range to go directly to this step. 

8. Enter the full date range of the fund as the Date Range to Print. 

9. Select only the CSA fund number for Funds to Print. 

10. Set Print Overpayments as to Actual Amount Overpaid ï this is a critical step. 
 

 
 

11. Click Next. 

12. Verify Sortation and 

Active/Inactive settings. 

13. Select the Additional Selections 

tab. 

14. Enter the selections as Fund Totals.  

Grand Total Balance is less than 0 

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

1. Go to the Contributions  tab 

2. Click Rates/History/Keywords in the Data Entry section. 

3. Change the Activity for the existing entry from CSA Payment to CSA One-Time Payment. 
 

   
 

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

 


