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. Thisvo methods
typicaly used are the hpew method andthe Direct Mailmethod There are a fewparishesthat utilize
worker stations to assist in distributing pledge carddVhatever method/ou choose we ask that the
following procedures be followed

e Commitment Sundais February 27, 2011. (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 wweradiorg/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 termonth 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 foltoweing 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 hgslentyadvance note prior to Commitmensunday Intro lettes can
be mailed to arishionersat thebeginning of February after the CSA issue of Faith has arriVhdse
letter should be segmented; one to prior donors and one to non deaergafg54-56 for sample
letterg. Pulpit and bulletin annouementsshould be usedPostes should be displayed in
appropriate locationsAdvance notice of the CSA helparishionergome to church on
Commitment Sundaseadyto make theigift/pledge.

2. Written informationshouldbeshared.The CSA intro lettesmentioned above catontainC3A info
from the pastds perspectiveAll parishioners will have receigghe special CSA issue &fith
Magazinein the mail Remindthem to readhe magazinéo see their CSA dollars at worldlso
note CSA stories ifaithlife that appear periodicalbproughout the year witmore CSA
information

3. Spoken informatioshould beshared.It is up to each parish to decide when to do lay witnesses and
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| ease dondt r edlsy rseqnmBerikysescn i tome @ rol
remarks can be found on pad® 4rhe u® of a lay witness ian effective means @ncouraging
people to give Remember that people give to peoplBee pagesHs2 contains lay witness
suggestions.)

4. Use a piritual element. Prayers of the Faithful should reference the CSA for several Sundays leadir

up to Commiment Sunday as well as on that Sundayarishionergan chooséo offer gifts of
prayer and fastingn the pledge envelope.
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9.

Consider having an advancktajor Gift giving phase. This can be done by identifythgsedonors
from the previous appeahddirecting contacting theno consider making their gift earlyhis
would best be done in person in small gatherings or by phone.

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 making a pledge. Be sure to encourage parishioners to complete the
envelopes in churchAsk them to consider including an iaitpayment with their pledgeAlso there

is an option for them to offer gifts of prayer and fasbnghe pledge envelope. Finally dot

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 parishioners to make theatedge/gift. Consider having some quiet music played during this time.

The ushers should then coll¢lse complete@nvelopes.

10. As with all primary methods of solicitation, the follewp is an essential and integral part of the

appeal. In some cases circumstances may prevent someone from makiog éhgiftSunday. Is
important that every paristmer has the opportunity to givend it may require making multiple
requests to accomplish thighis is why itis strongly recommended that a follayp 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 distribute them.

Ask parishioners to look at the pledge envelope and concentrate amgtfessted giving guide on
the left. Encourage people to make a pledgesk everyone to reflect on thedgingoptions--
keeping in mind that the parish goal is $ . _Every family is being asked to consider
helping and supporting the many thim@gevided by thédiocesan Gurch and our Parish by making
a commitmentoday Let them know thayou are also making a commitment right noW.you
want to make a payment towardyour pledge amount today, you can but you do not have to
give something todg. . . . "Just Fill in the Envelope"Now, ask people to turn to the inside of the
envelope-- where it says "Total Pledge". . . Write in the Amouthien, where it says "Initial
Amount". . . Write Zero if none or the amount of the Check or Cash yowthnegoin the envelope.
Please make checks payable to "our" parish.

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

Ask everyone t¢®RINT their Name, Address, and Zip clearhlso include Phone Number in case
there is a question regarding how the envelope was compléeidthem know of the option to
receive a pledge reminder viareail which will also save on expensgseenote onpagel9). Be
sure to clearly explain that ey also have the option to choose how often they would like to
get a reminder. They can choose monthly, every @onths or twice duing the ten-month
pledge period
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x Ask those who put a check or cash in an envelope to please seal it.

x Ask the Ushers to collect all completed envelopes with a separate phsdatket at this time.
Gather envelopes into one basket and bring forward to the alta®ffattiory Gifts.

x Extend thanks to all.

IN-PEW SOLICITATION TIMELINE

x Febl12/13

x Februaryl4
x  Februaryl9/20

x February26/27

x March 56

x March 12/13

x March 16

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 toyims CSA donors.

PROMOTION WEEKEND Pastor should make his own presentation on the
CSA this weekend or you may choose to have lay witessgiven on this
weekend.

APPEAL WEEKEND-Commitment Sundaly Pastor/celebrant shild make the
Aasko at al l-enhasses this week

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

First Sunday of Lent. People mhg returning to Church becauseitfatholics
Come Homé commercials. We ask that you please limiChurch bllow-up
efforts throughout &nt Avoid mentioring CSA from the pulpiandreminders

in bulletin. Consider whether you should have CSladge avelopes available
in Church. Most CSA follow up efforts will be done by mail, phone or other
means this year.

First CSA export should be sent to the Diocese.

SEE SUGGESTIONS FORADDITIONAL FOLLOW UP AND TIMELINE
CAN BE FOUND 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. hie special issue oFaith Magazinethatwas mailed toeach of youandwhat
was shared this weekd from the pulpit All this informationwill help you as you consider what you
would like to give to thiy e aap@eald

fiNext week we will ask each of you to complete a pledge envelopeg Mass Hease prayerfully
consider this week whaby might want to do next Sunday to support the C3A pledgesgifts 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 26, 27), PreparedTo Make YourPledgeln-Pew"

"You may want to make an initial payment with your pledget it is not necessary The
important thing is for each parish family to come prepared tinfilhe Pledge Envel@pandto
consider gledgeto the 201 CSAO

fiDo not be afraid to make a pledge. A pledge is nlegally binding contract that yowvould
have to pay if &r some reason you coufebt. A pledge is simply a good faith gesture to pay a
given amaint Payment reminderare sent outover aten-amonth pledge periogbeginning in
March)o. Note: If the parisbs of fertory envel ope p atcdssst 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 services and programs provideckHosy
Catholic Services Appeal."

Helpful Hints for RemarksGiven on Conmitment Sunday

(Consider these thoughtsf not using Lay witnesses If you are having a lay witnessyour remarks can
still incorporate these thoughts but please keep remarks brief.Additional suggestionsfor priest
remarks can be found on pagé3.)

x Remind parishioners that today @mmitment Sunday for the 2A1 Catholic Services Appeal
Let them know thain just a few momentsvery family will be asked to complete their annGSA
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/pulpit presentation-Bminutes). 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 proviEyiceso peopleand Services to Your
Parish Endremarkswith "the Ask" fefer back tgpages 16 & 17 forsolicitation instruabns)
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PLANNING NOTES FOR PARISH LEADERS:

Just afterFebruary ¥, the specialCSA issue ofFaith Magazinewill be arriving in every Catholic
household maintained dhe Docesan database

ThePledge Envelopes provide a space for peoptéfén gifts of prayerand fastingEven i f y oL
plan to utilize the spiritual approach that incorporates prayer, fasting and almsgiving, try to in some
way request that people offer gifts of pragadbr they mayuse this space t@quest a prayentention.
Prayer intentions can be written on the back of pledge c&alsthose offering intentions, make sure

to share how you plan to handle these intentions (i.e. the parish prayer book, a prayer liree and/or
prayer group This approach to prayés more personal. We appreciate your cooperation with this
effort.

The pledge envelope offers ample space to write personal information. There is sufficient space on
front for a label to be affixed. The Pledge Envelope can be used as a "Reta@tope” during your
"Follow-up Phase" of the Appeamerely affix a labeWith 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
conduting the InPew solicitation on Commitment Sunday and is designed with a privacy flap. It also car
be used during the telephone follap phase, and during any follewp mailings to people whioave yet to
make apledge. Every parish will be shipped thecamt of pledge envelopédiseyrequested 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 opportunity to receive their pledge remswaremail. Parishioners

will have the optio to check a &x on the pledge card or pledge envelope to request having their reminde
sent by email, theeby saving on postage. A place is available on both pledge cards and pledge envelopes
provide an email address. Please make sure parishioners have checketet box for requesting this
option. In past yearssomepeoplehaveprovided email addresses but did not intend to have reminders sent
this way. We have also added a note on the pledge envelope asking people to be sure to print clearly
their e-mail address. If there isany uncertainty in recording the email address, please do not gss

but call the parishioner to verify the email address.
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DIRECT MAIL/WORKER STATION METHOD

// Background:

L

steps for the KPew method. Thmaindifferenceis parishioners will besked to givehrough detter from
the pastor. Thedettersare mailed and/or distributed by worker stations.

Many of the steps taken in implementing this method are sitoikiue

If using either ofthesemethod, consider segmeinig yourparishioner list.Using asegmengd approach
makes letters to parishioners mpersonalizd. The more personal a letié¢he better chanaewill be read
and a gift given Additional informationabout how taisesegment mailings discussed later.

WORKER STATION

In lieu of mailing all envelopes to your parishionetisis methodallows forparishioners to complete pledge
cards after churchHaving pledge cardsistributedin 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 locatednatherbuilding.

Preparation:

X X X X

Pledge cards should be arradgn tables in alphabetical order

Tables should be clearly identifiediAG, H - L, etc.

Additional tableshould be providetbr people to fillout pledge cards in privacy
Two peopleshouldstaff each table with additional volunteers around the room to
answer questions

Have an adequate supply of pens, paper capsd rubber band® attach payments

to pledge cards

Include on the tablelénk pledge cards and extrapies ofFaith Magazingor any
parishioner who did not receive a copiarticularly for anyew or norregistered
parishionerandvisitors.

Workersshouldask parishioners if they received a copy of the special CSA edition
of Faith Magazine

Stations shoul@nly be set up for one week after Commitment Sundbipte( this

is a changdrom past years. This is duefi@atholics Come Home.)

Parishioners should be reminded that they can have pledge reminders sent via e
mail.

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

x February 12/13 INTRODUCTION WEEKENDSUSse these weekends to prepare parishioners
for the CSA by sending a peppel letter, putting up posters, making
announcements from the pulpit and notices in the bulletin.

x Februaryl4 Send out advance letters to previous CSA donors.

x  Februaryl920 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 February26/27 APPEAL WEEKENDCommitment Sundaly Pastor/celebrant should make the
fasko at al l-enthasses this week

x March 5/6 Mention CSA from the pulpit again and putmaders in bulletin. Worker

Station Follow up after Mass.

x March 12/13 First Sunday of Lent. People may be returning to Church because of Catholics
Come Home commercials. We ask that you please limit in Church folow
efforts throughout LentAvoid mentioning CSA from the pulpit and reminders
in the bulletin. No worker stations should be set up. Consider whether you
should have CSA pledge envelopes available in Church. Most CSA follow up
efforts will be done by mail, phone or other means yieiar.

x March 16 First CSA export should be sent to the Diocese.

SEE SUGGESTIONS FOR ADDITIONAL FOLLOW UP AND TIMELINE
CAN BE FOUND ON PAGES 2528.

Consider segmentingyour mailing list.

All parishes at a minimumhaveCSA data from20072010 in their PDSdatabase You mayalso haveCSA
data from other yeansrior to 2007 This will be very helpful irassising with segmentation. The goal is to
senddifferent lettes based on giving histaryThis includes all CSA letters sent (letters prioCmmmitment
Sunday and follow up letters) ast year 6s dhanfing them fay teir praviols gift($) and ask
them for their continuing supportOthers would get letters based on how they have given previously, if at
all. If you need assistance Wwisegmenting your mailings, please call &reual AppealOffice. Consider
grouping your parishioners as follew

U Those parishioners who gave to thd@CSA.

U Those parishioners who did not support th#@0SA but have given to the app&abrior years

U Those parishioners who have never made a gift to the Catholic Services.Appeal

Sample letters for each of these groups are provided in the Resource section of this marheginning

on page 3. Sample follow up letters will be sent to all parishest a later time. A sample thank you
letter is also provided.
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Spiritual Appeal 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 MdgeChurchin the Rockville Center Diocese
developed this approach and presented the process for conducting the annual Diocesa
Appeal using this methodl'his method (or aspects of fias beemsed by over 40
parisheover the past two yeard/ost parihesthat use thisnethod have seen

improvement in theiCSA result over the pr yeas.

This method does use anpew solicitation butinlike the traditional CSA kpew method,

this approactoccurs over several Sundays. It relies on the power af,réiating 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/qift to the CSA. And also unlike the traditional method which has ushers collect the pledge
envelope®n Commitment Sunday, the gifts are brought forth by the parishioners and laid on th€ratar.
method works because of the use of symbols and the power of ritual. It is the acting out of a scriptural eve
in this case using @rosier 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 will be suggestions tloe stepsto be takeror using thismethod. Please note the
timeline for implementing this methodishyear is different from past years@smmitment Sunday is
scheduled to take plaeeweek and a half prior to the beginning of lent. This was done to beaotpfithe
Catholics Come Home program.

Steps for success using this method:

1. Create your wn parish brochure(Samples are available through the Annual Appeals officey
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 séatidlmsgiving (or a
pledge/gift to the CSA) can be found on page 3 of this handi@lelase 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 parishionersuld best identify with.Note that the 2A.1 CSA pledge
envelopes willagain have places for people to offer gifts of prayer and fasting along with
making a pledge to the CSA. Please use these along watty brochure you create for usewith
the Spiritual Method.

2. Be sure that parishioners have advance notice before you begin. Consider sending out a letter prio
the first Sunday along with the parish brochure. You want to be sure that parishioners understand t
Scriptural (Acts4) and Liturgical Catext (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 informationshould beshared. All parishioners will have received the special CSA issue of
Faith Magazindn the mail. 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 haweitness given by parishioners on Prayer and
Fasting. A personal witness can be a powerfll tiw help people grow in their faith. A takkgiven
duringthree weelends prior to Commitment SundagnPrayer, on Fasting and on Almsgiving. The
first two are given by lay people, the Almsgivitadk is given by the Presider. Suggestionstif@se
lay witnesses can be found on pagde

5. Choose some Theme or Symbol. The first symbol used at St. Gerard was a Crosieas &us
beenused byseveral parishdsere in the Erie Diocese. Howeygou should not feel compelled to
use this symbolA nail or cross can bieanded outo parishionersvhen gifts are brought upThe
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 shrpé&tt similar results. If
we want to renew our efforts in the CSA, we can do so by encouraging more active participation in
theCSA. Giving can be passive or it can be more active. An approach involving a ritual is active
giving. The ritual of the linging forth of giftsandthe 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 (iftgpéiod penat
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 atelpulpit as a eminder and reference for the PresiddRg¢mind 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 @&adge/gift will be as their
Almsgiving. Ask them to consider including an initial payment with tipé&dge. 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 tlsiis kay. (You may want to reference the suggestionpage53 iHow to
ask for pledges using an-Pew methd ¢particularly 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 meghod

9. At this point, the parishioners are now prepared to complete the pledge envelope. Allow three to fiv
minutes for parishioners to do this.

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

11. As with all methods of solicitation, the folleup is an integral part of tH@SA. In some cases
circumstances may prevent someone from making a gift on that Sunday. It is importardrghat e
parishioner has the opportunity to giead it may require making multiple requestdis is why it is
strongly recommended that a follayp method of solicitation also be utilized.
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SUGGESTEDTIMELINE FOR THIS METHOD

In the past we suggestethis methodwould require a couple additional weekendsto completeand to
consider pushing this timeline back one weekWe ask that you do not do that this year. We
recommend that no CSA follow up take place during Lent.

X

X

X

X

Jaruary2930

Februarys/6

February 1213

Februaryl9/20

February26/27

March 5/6

March 12/13

March 16

INTRODUCTION -Prepare parishioners for CSA by sending-appeal lettes
that introduces them to this new method for conducting the Qs#udeyour
parishbrochure inthemailing. Put up posters and makarouncemergfrom
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 pd@efor sanples.) Alsq be 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 Rrayehe
Faithful references to the CSA. (See pd8efor 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 pagd5 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 Followup. Mention CSA from the pulpit again and put
reminders in bulletin. Have pledge envelopes available in Church.

First Sunday of Lent. People may be returning to Church because of Catholics
Come Home commercials. We ask that you pleasi imtChurch followup
efforts throughout Lent. Avoid mentioning CSA from the pulpit and reminders
in bulletin. Consider whether you should have CSA pledge envelopes available
in Church. Most CSA follow up efforts will be done by mail, phone or other
means this year.

First CSA export should be sent to the Diocese.

SEE SUGGESTIONS FOR ADDITIONAL FOLLOW UP AND TIMELINE
CAN BE FOUND ON PAGES 2528.
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CATHOLIC SERVICES APPEAL FOLLOW -UP

Note that the new followup guidelines established during the 2009 CSgontinue to be in effect. These
guidelines were established to encourage all parisheslve diligent with their follow-up efforts. Please
be sure to readthis section carefully. Followup 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 B8 and 27. These methods will appeal
directly to active parishiones and will not effect those returning to Gurch this lent because of

Catholics Come Home.

2011 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, amdvepledge envelopes available in Church.

Send étters to all parishioners who have not made a CSA gift. For best results,
use one letter for nedonors (never having given in the past) and another for
previous donors. (Sample lettensll be sent to all parishes at a later date.)
Also PDS followup letter reports are available for download from the diocesan
website.)

Send a second followp letter 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 241

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

Run report in PDS to determine numbépdor CSA donors who still have not
given in 241

Optional: Send a followup 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 couldebdone in lieu of letters.

Parish followup 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 o# tumber of 200 donorswho have not given in 2Qlto the total

number of 200 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 effetve. If 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 thérst follow-up
letter. It is recommended a third letter be sefea 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 parishionergour database, you may consider sending out fellpvetters via enail.

PHONE FOLLOW -UP

Telephone contact & very effective follomup method. It is a wayto getmuchdone in a short timeframe
Holy Redeemer Church in Warren has beengighone 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 reaching out to lapsed ovaukl be
more effective thanending a second or third follewup letter. Organize a small team of calle@onsider
makingan fioc cas i on vitinguatgroup fof parishloneiis thgw. many depends on the size of the
parish and the number oélls to be madep come to a room at the pariskiVe suggest doing it as a group
as opposed to giving out lists for people to call at home. This is effective anccan be an enjoyable way

of securing gifts for the CSA.A sample script for callerssion the next page Callers can record
information from the phone call on a pledgevelope orcard. The completed pledgenvelopetards,
indicating full name and address of the donor name, and amount of pledld®w often they want pledge
reminders ad whether they want them vianaail can be returned to thparish dfice.

If you would like to involve youth representatives, consider Confirmation students or a group of Catholic
high school students who need service houBg sure that they mentiorthey areyouths committed to
supporing the CSA.

Sample script on next page.
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SampleTelephone Scriptfor Callers

Hello, may | speak with Mr./Mrgname)

Hello, (Mr./Mrs./or First name), this igaller name)and | am calling on behalf ¢Parish Namg, Do you

have a few minutes? am a volunteer f or t hjasdmygoalrsdosenc@Queageh o
contributions from as many parishioners as possible. The Appeal supports critical ministries and progra
that are important tandividuals, families and parish lifeMany Catholics within our areareserved by the
Appealand thousands throughout our diocese have services and ministries provided to them as a result of
CSA. Additionally, our parish also can benefit this yeknery 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 contributi
or match what you gave last year?

Non-Donor

| noticed you have not responded to the Appeal this year, and we are hoping we can count on your supp
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 for your generosity. | will record your pledge on a card and forwardhie 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 nicesiting with you.

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.

PDSFOLLOW -UP PROGRAM

We are ready angilling to assist you with follow up.  Most parishes have the staff and resources to
generate their own followp mailings. Howevemwe recognize that some parishes have limited resources
that make it difficult to implement any followp mailings. TheDiocesan Annual Appeal®ffice is
available todo FOLLOW-UP MAILINGS for these parishes This service is available at no cost to the
parish. (The parish will assumecosts for materials and postagg. Assistancewith follow-up mailingsis
available to alparishes

It works very simply. Any parishioner who has not made a pleddédogh 16th, can receive a personalized
letter from you asking for support. Pledge envelope is included with the letter for gagishionersgo
complete andeturn to the Rash. The Diocese willprepare all letters anehail them to you. The parish
monitors who will receive lettesrand when they are mailedlo signup for this program, simply notify
Diocesan Annual Appeals Officf your i nterest witupt iPe a grBuawitisbe n a |
asked to provide reasons why you cannot do your own falipweffort. Send a sample of your stationery
and three samples of your signatureuolinedpaper

We know that manyarishes have the capability abidg their ownfollow-up efforts using PDS. If this is
possible, we encourage you to do lsat we can assisyou as neededThe offer to generate letteiis only for
those smalleparishes who would not otherwise be able toh#ir ownfollow-up.
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Process for evalating parishesDiocesan 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. ®fiiee isthere to
help. This includes help with generating folloy letters to parishioners who have not yet gieetine

2011 CSA, particularly lapsed donors. A lapsed donor is defined aswiasgavdast year but
unfortunately not this year (LYBUNT®) some yeabut 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
and encourage parishes to adbst practices According to research on direct mail solicitations, ntba
90% of the dioceses in the Ul&ve already institutedirect follow-up to parishioners in addition to parish
follow-up efforts. It is importantto note that followup 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 report is sent to the diocese odune 158", a report from those parishes with greater than
15% lapsed donors will be generated.

Some may be skeptical of sending out more than onecofoil@w-up letters, particularly sending letters in
May or June. e diocesan follovup mailing sat out in July 2@0 shows the value of additional follow up.
The mailing consisted @800 letters to lapsed donors fr@8 parishes/missions. Tmailing esuled in
over400gifts made totaling an additionaf 000 in contributions.

Note that ifyour parish$ included in a diocesan folleup mailing sentafter June 18 because there atiee
number of lapsed donoexceed 15%, any letter to these donorould be similar tathose sent in prior

years. It thanks donors for their past suppodgsknowledge that it may a year that is challenging for them to
contribute and finally, suggesthat 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 dsodet®led in the CSA special
edition of FAITH magazine.
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Instructions for 20 11 CSA Fund Set-Up

Start your Church Office progra
On the Ribbon Bar click the Set
Select Fund Setup

The fund that you used to track

PR

m and make a backup of your data before proceeding.
up/admin tab.

yourp r e vi o u €athgplie Servites Appeal should match all of the

settings on this screen with the exception of the Fund Identifier. Spelling, spacing, and punctuation are

important.
NEW FUND NUMBER FOR TH

Choose the same Fund Identifier you have previously used for the CSA. DO NOT USE A

E CSA. You only need to change the year. So if you use fund

identifier 5 the new fund would be 5-11. To find the correct fund number use the navigation button to

get to the right fund number.
5. In the Fund Periods section to

ards the top right of the window, click on the Insert button, A new fund

period row will appear as showh in the screen capture below. Verify the correct starting date of

02/2011 and ending data of 01/2012.
6. Please match the group and activity names as identified her

are finished.
7. Your Fund Setup screen should

Important: Do not cl i

. If they are the same cligk save and you

look similar to the one bejow with the exception of the Fund Identifier.

for every family in your databas
you do your monthly export. Only
CSA fund.)

cktonFamepOfiBkddt on as/ doing so
e. (Doing this will greate problems for you gown the line when
families participaging in the CSA fund shoujd be setup with the

- A,
VYELOYEPoRLen )= Parish Data System - Church/Office ANV SEB/EF _ 5 .
A
Information Setup [ Admin. Backup fRestore / Test / Fix Data Sync. Q) ine@aurca Helpgpport
— = Text for Fungl Search... v[@, Add
= & & - O e o, .
Li Fund u & ¥ T Seb Qrder by: Py ID Delete View LI Syste Bulk Mail
icense un sers ) etup ~ Cancel Seee iew User System ~ Bul ailing
Information  Setup  Passwords Keywords Options Lo B Lo Bl o e Log Processes & CASS
Setup Mavigation Tasks Utilties
Fund Setup ] Fund Infarmation Fund Periods
Fund Identifier: 5 ‘Yeg arting noing Goal s
[ Data Entry
o - Fund Marne: Catholic Services Appeal 1 022011 | 0172012 -
e Due Dates for Quarterly, O U O
Program Access v b
2 Semi-Annual ar Annual are — 04 1032008 0172000
T Based on the: Billing Period v 08 022008 01/2f09
a7 02007 01008 v
Print Recurring Charges are
- First Day w :
EonsmliEen Armeums Due on the: Combine  Inset | Delete  AddtoFams
Lsage Reports
Group Mame Activity Mame Function of the Activity ~
Exit Program b CA
CEAPledye Charge
CSA Payment Payment - Deductible
C5A Mon-Cash Mon-Cash Contribution - Deductible
CBA Wirite-Off Write- Off
CSA Cne-time Payment Initial Payment - Deductible
CEAISF Ignare
CEA Balance Balance
.
Transfer to Another Fund Combine Insert Line Delete Reorder
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POSTING CSA PLEDGES IN PDS

These instructions are also available on the Diocesan webkite.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 Pladge 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
balanceon a pledge Reminders areither emailed or sent via standard mail depending upon the

pari shionersoé preferences. -monthlymriimldne and Deaember. £eeryt
family with apledgeshould have both Fund Keywords entered. If the family has inditiad¢ they do not
wantreminders hen enter the ANo Remindero for both Ful

Sorting pledge cards for easier data entry

Upon receipt of the pledge cards from parishioners, divide them into 4 groups.
a. Those who have requested email remindercestilf you are unsure about the email
address, peasedo not guess. @ll parishionesto verify e-mail address.
b. Enter or update the email address in the family record.
c. Double check the mailing address on the card against the one in Church Office.
d. 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 entitl&@S A 7 CGeatrudr NnRed No Pl edgedo 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 pal
full andthe full payment has accompanied the pledge, samply 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 €B8AOnetens Payntentt haec tAi vi t y. Tih was justsetdp. p e r
DO NOT POST THESE PAYMENTS AS YOU WOULD A PLEDGE. THERE IS NO NEED TO
POST THESE PAYMENTS THROUGH TERMS AND RATES.

ohwpnpE
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7.

Uncheck the box fo Difiplay Messages when Family does not have the Fund Setup

stop the program for asking for confirmation to add the fund to each family.
Parish Data System - Church Office - O x

[y AE T -
POV ERNERLe ) - i
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 withat 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@&&ynords.

1)

2)
3)
4)
5)
6)
7)
8)

Thi

Review all pledge cards that selectedhiil Reminders. Verifyhatthe correct anail appears on the

Family Detail Screen Then proceed to post the pledge information.
On the Ribbon Bar click thimformation tab.

SelectContribution in the Data Screens section.

SelectQuick Postingin the Other Tasks section.

Click onTerms and Rates Entry.

Put a dot next to thimdividual Entry Method and click theNext button.
Select the corredtund Identifier for theCatholic Services Appeal.

Enterthed at e t he pl edge BilingPatet er ¢ @ a a eBilinlp@ateBsEh ad ot 0
1/31/202. (Exception: If the payment is being entered at the end of the year, please enter the date

received in the ABilling Start Dateo

For Each Family

a)
b)
c)

Enter theFamily Name or ID/Envelope Number.
Verify that the correct family was selected.

fi

el

d

Enter pledge reminder frequencyfasd Keyword 1 [No Reminder, Monthly Reminder, Bnonthly

Reminder, or June/December Reminder].

Enter mail/email asFund Keyword 2 [No Reminder, Standard Mail Reminder cntail Reminder].

Recurring Charge will always i&SA Pledge
Terms will always bé&pecial
Rate andTotal will be the amount of the pledge
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h) If a payment was included, record this at the bottom oftcer e en on t he | i ne t ha
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 the Next 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
L & & | &
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
| 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 progresséisis recommended that payments egeordedin a timely manner. Payments

will be posted using the san@iick Posting process.Click on Quick Posting and select Payment/Donation
Entry. When setting up each posting be sure to pguick posting option properly. Every year we have
parishioners call because they have a CSA payment posted as a One time payment. More often this occu
because of the options being set up improperly. Please be sure that your options in the regsdiom thie

IMmage below are Set P e Same |

On the Posting Screen Mark How *ou Will Enter Postings

It is very important thagvery payment
made is appropriately applied to a
pledge. This should have previously
been entered if a pledge card was fille
out. If a payment arrivebut no prior
pledge ard has been filled ouou can
easily post both the CSA Pledge and 3

)

(® ID/Enw Nurmber and Name
() Second |0 and Name

Wark the Other Options You Will Post to
Post Check MNumbears

Post Corments

[7] Fund Mumber [7] Date

[ Activity

(O D/Eny Mumber Only
(O Second 1D Only

Mark the Iterns to Repeat from the Previous Entry
[ &mount

Default for Check #Cash field:
[¥]Print Receipts

[JFar Amaount

[IFar Mame ar ID

O Mame Only

Hear %ocal Confirmation of Data Entry

ap.pr()prlate payment Wlth a Slngle entry ark the Following Checkboxes if You Want to el Yl Microsoft Sam o
US":]g. thec;SA Onetlme Payment [ Print Receipt for Every Entry “oice Rate: Miin J Max
activity. O Total ID/Eny Numbers Test -10 0
Transfer Batch Totals to PDS Ledger
For those who have made a pledge, [ Transfer to PDS Ledger (Browsel
pOSt these USing tHeSA Payment Use the Follawing Attendance Information
activity. For those who have nothe [Post Member Attendance
a pledge, post these using tb8A
One-time Paymentactivity. You will
knOW someone has a|ready made a (&) Only Active Families O Only Inactive Families () Both Active and Inactive
pledge if they have included the stub UseloK e
from a reminder letter. Put all of the
known payments into a pile and enter them first.
When you get to m StaCk of @ Y ¥ OO Y= ﬂ =l ) Q;, o2 - Parish Data System - Church Office - 0O x
paymentS Whel’e you are _ Information Setup [ Admin. : Backup fRestore / Test / Fix Data Sync. Online Resources Help f Support
unsuref the pledge has i & &
already beemcorded enter Dashboard Families Members Contributions
either the ID/Envelope S
e ﬁ- Running Total: $75.00 Batch Number: 531
number or Name. Pay careft N—— Tota Enies: 1 IorEmy: 5 2nd10: 1000047
attention to the upper left Ratasnistryicennas | [CHEURREEE S A et i M
Recap/Totals + s,
corner of the screen. See the| siingadues Recuring Eha: oA Fladse o o400 Cumber of Hambas 4
pictureto the right.If a Othe Tasks fae sessoo
) View ! Print Mem.ber: : e AddiChangeRates | View History  Change Address/View Members
ledge has been made and tt i
p _g Fund Filter Nf.ll:r?:er FYue: Drate Auctivity ID/Env or Hame Amount e
family has a Current Bal Due,| g sereer Ts oo [ozi1e008 | CoA Payment p 10000 5
then enter the activity &8SA | ™"
Payment If nothing appears | o
in this area or the Current Ba| ™"
Due is $0 then enter the
activity asCSA Onetime
Payment Go slowly and
carefully as you may be —
Display Message when Family does not have the Fund Setup. Insert Line Delete Line
Options Print Save Postto Families & Members Finish Later Cancel
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changing the activity on each line.

If changing the activity on each linlw/s yourdata entryyou can use an alternative method. Enter all
payments using the norm@B5A Paymentactivity. Then identify those who have made payments, but not
pledges and then go back and change the actorithose folks fronCSA Paymentto CSA Onetime
Payment Seethenext section

To Find Families With Payments (But No Pledges).

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

SelectContribution in the Data Screens section.

SelectReportsin the Other Tasks section.

Find theFinancial Reportssection.

Click the triangle next thisting Reports in the Financial Reports section.
Select thé=inancial Totals Report by Family andclick Next.

On the Overview screen, click tbate Rangeto go directly to this step.

Enter the full date range of the fund as frse 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

©COoNoGA~WNE

HxMOOy=NE8Le ) - Parish Data System - Church Office - 0O x
Information Setup [ Admin. Backup fRestore f Test / Fix Data Sync. Online Resources Help [ Support
d &
il
L
Dashboard Families Members Contributions

Data Screens

Cortributions &ﬁ- Select Funds to Print:

= FReports Date Range to Print: | 02/01/2008 Thru | |01/31/2008
FReturn to Contributions

Select a Different Report Funds to Print: 5 Add a Fund to this List w

Frint Dwerpayments As: | Actual Amount Ovempaid P
[
Select Printar Fund Title Specify Howto Print the Group -~
Listing Layout b s Catholic Services Appeal
Sizllaei Funss cA Include Group inthe Report
Select Familiss

[ I the Report
Exit Program
~
Preview Report Print Report Back to Overview = Back Mext = Cancel
Parish Data System - Church Office - O x
w Information Setup { Admin. Backup / Restore / Test | Fix Data Sync. Online Resources Help / Support
i
)
Dashboard Families Members Contributions
Dt Ser
1 Cl k N t Contributions ~#F Select Families: Pw—— el Seinquency  Additional
. IC ext & Reports List of Selections: Information | Selections | Selections  Selections

Simple
3

2 Verlfy So I'tatlon andACtIVe/I n aCtIVe ';::'c: ;‘7;;::::‘”;:;5“ Never Saved o ] Choose recordswhere All of the conditions in the following sub-ssction ars trus

(4] Fund TotslzGrand Total Balance g lessthan O

Settl n g S. G < Click here to dd new condtion >
Select theAdditional Selectionstab.

B w

Enter the selections as Fund Totals. | s
Grand Total Balance is less than O | sz
5. Click Preview.

[]Exclude rather than include the selected records.

[#] Use Optimizer

Clear Additional Selections

Import Sel.from a File

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 a&s 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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