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òGod is able to provide you 

with every blessing in abundance,  

so that by always having enough  

of everything, you may share abundantly  

in every good work.ó 

2 Corinthians 9:8 
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LET US PRAY 

[ 
God our Creator, 

You made us all that we are 

And gave us all that we have. 

Help us to show our gratitude 

By using our gifts 

To serve others in your name. 

 

Bless us, the people of the 

Diocese of Pueblo and 

Bless our Diocesan Ministry Fund Appeal. 

 

We pray, Dear Lord, 

That you open the minds and hearts 

Of all the men, women, and  

Young people of our parishes, 

That we may joyfully accept Your challenge 

To be good stewards. 

 

We ask this through Christ our Lord, 

Who lives and reigns with you in union 

With the Holy Spirit forever and ever. 

 

Amen 
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INTRODUCTION  

 

 

Be Rich in Good Works, Generous and Ready to Share is the theme for this yearôs 2010 Diocesan Ministry Fund 
Campaign.  The theme itself calls us, calls me, to many things.  This theme comes from 1 Timothy 6:18.  These 
letters are known as the Pastoral Letters ï addressing practical issues the Church needs to deal with.   Like all 
scripture the message was intended for the people of the early church but remains valid for us today. 

One of my favorite stories comes from a booklet put together by Mark Link, SJ ñJesus 2000 ï A Contemporary Walk 
with Jesusò.   That story goes like this: 

  ñ Ensworth Reisner remembers a minister who had very little money. 
    He was just scraping by.  One day a destitute family came to him. 
    The minister was moved to pity and gave them all the money he had on hand. 
    Then, as they left, he said, ñThank you for the privilege of letting me help you.ò 
    Reisner says, ñThose remarkable words taught me an important lesson.  When 
    people give you the opportunity to help them, they give you the opportunity to 
    be like God.  And for that we should give them thanks.ò 

This short story is followed by a quote from Billy Graham that says: 

 ñGod has given us two hands ï one to receive with and the other to give with.  We are not 
 made cisterns for hoarding; we are channels made for sharing.ò 

And so our theme for this yearôs campaign ñBe Rich in Good Works, Generous and Ready to Shareò  is a call for 
us to continue our efforts in making possible, through our support, the ministries and programs funded by the 
Diocesan Ministry Fund.   Though above short story is about helping a destitute family; itôs message is about a call of 
responsibility for  each of us to be willing to share the gifts God has individually blessed us with.   Because of Godôs 
grace ï our taking ownership and responsibility through action is transformed into the privilege of being of service to 
others.  We get the opportunity to keep our parishes within our diocese active and vibrant.  It would be impossible for 
an individual parish to duplicate the scope of ministries and services provided by the diocese.  The DMF allows the 
diocese to coordinate these programs, eliminate duplication of services and save both time and money. 

Collectively we are a thriving, living community of faith in the Diocese of Pueblo.   Let us do what is in front of us; do 
the work of the campaign; ask people to participate.  This campaign, as in all previous campaigns, is about all of us 
taking an active role in doing Godôs work.  Sometimes we can see the results directly and sometimes not.  Our task is 
to take action and leave the results up to God.  In his letters James tells us that faith without works is dead. 

In the gospel of Mark he tells us in chapter 9: 14-29 that we donôt have to have our faith or our life perfectly together 
before we ask God for help.  The test of faith is trusting that God cares for us and provides what we need, even when 
our prayers are not answered the way we desire.    
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CAMPAIGN M ATERIAL CHECKLIST  

The Diocesan Ministry Fund Office has supplied your parish with the 
following campaign materials:  

 

 2010 Parishioner Pledge Report 

 Brochure/Prayer Intention  and Pledge Card for each household 

 

 Instruction for payments made by Automatic Wit hdrawal  

 Instruction for payments made by Credit Card  

 Posters and Leadership Manual Covers 

 Final Report and Report Checklist 

 A CD with the Parishioner Giving Report (in excel), Parishioner 

Mailing Labels, Final Report and Report checklist; Clip Art for your  

parish bulletin; the Campaign Resource Leadership Manual; 

Automatic Withdrawal/Credit Card Consent Forms.  

 

If any of the materials listed are missing from your DMF bag please utilize the CD 
to reprint any materials you need or contact the DMF Office ASAP so we can re-

supply your parish. 

DMF Office (800) 354-2729 or (719) 544-9861 Ext. 144 or by e-mail  

jchavez@dioceseofpueblo.com 
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DATES TO REMEMBER  

 

January 10  DMF La Junta Deanery Meeting ð Our Lady of G uadalupe. La Junta 

January 11  DMF Grand Junction Deanery Meeting ð St. Maryõs, Montrose 

January 12  DMF Durango Deanery Meeting  ð St. Columba, Durango 

January 13  DMF Alamosa Deanery Meeting  ð St. Joseph, Monte Vista 

January 14  DMF Pueblo/Trinidad Deaner ies Meeting ð Christ the King , Pueblo 

 

Jan. 30 - 31  Display the DIOCESAN MINISTRY FUND poster around your parish  

   DMF Bulletin and pulpit announcements  

February 1  Review Pledges received over the weekend and record returns  

 

February 6 - 7  Announce Results To -Date. 

   Bulletin, Pulpit Announcements  

February 8  Review Pledges received over this last week and record returns  

 

February 13 - 14 Announce Update d Results:  Continue solicitation  

February 15  Review Pledges received over this last week and record returns  

 

February 20 - 21 Announce Updated Results.   Bulletin, Pulpit announcements .   

Continue Solicitation . 

February 22  Review and Record Remaining Returns  

Feb. 27 - 28  Announce Updated Results.     

 

Wednesday, March 3 Final Report Due to the DMF Office : Remember to include  

   Parish Checklist, Pledge Cards, Pledge Report, Parish Check 
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Sun  Mon   Tue  Wed  Thu  Fri  Sat 

  JANUARY 24 

 

 25  26  27  28  29  Jan. 30         DMF  
GENERAL  

SOLICITA TION  
BEGINS  

 
 

             

31           DMF  
GENERAL  

SOLICITATION  
BEGINS  

 

 FEB. 

1 
Review 

And  
Record 
Returns 
 

 2  3 
 

 4  5  6   
Bulletin & Pulpit  
Announcements  

Announce Results To-
Date 

 

Continue Solicitations  

             

7 
Bulletin & Pulpit  
Announcements  

Announce Results To-
Date 

 
Continue Solicitations  

 8 
Review 

And  
Record 
Returns 

 9  10  11  12  13 
Bulletin & Pulpit  
Announcements  

Announce Results To-
Date 

 
Continue Solicitations  

             

14 
Bulletin & Pulpit  
Announcements  

Announce Results To-
Date 

 

Continue Solicitations  

 15 
Review 

And  
Record 
Returns 

 16  17  18  19  20 
Bulletin & Pulpit  
Announcements  

Announce Results To-
Date 

 

Continue Solicitations  

             

21 
 

Bulletin & Pulpi t 
Announcements  

Announce Results To-
Date 

 
Continue Solicitations  

 22 
Review 

And  
Record 
Returns 

 23  24  25  26  27 
Bulletin & Pulpit  
Announcements  

Announce Results To-
Date 

 

Continue Solicitations  

             

28 
Bulletin & Pulpit  
Announcements  

Announce Results To-Date 

 

 MAR  1  2         

              DMF Brochures  Mailed to Households  

 Mar  3 

Pledge Reports 
Due in DMF 
Office 
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FREQUENTLY ASKED QUE STIONS  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WHAT IS A DIOCESE?    

When we talk about our òDioceseó we shouldnõt speak as if it were 
someone outside of our parish family.  The òDioceseó is inclusive 
of all the 100,000 plus Catholic households in our 73 parishes and 
missions, including our Catholic Schools, Catholic Charities, and 

the Catholic Pastoral Center offices that come together under the 
leadership of Bishop Isern to create the Diocese of Pueblo. 

 

I GIVE TO MY PARISH ð IS IT STILL IMPORTAN T TO 
GIVE TO THE DIOCESAN  MINISTRY  FUND? 

The programs of our local parishes are very important because 
much of the work of the Church and the diocese take place within 
the parish community.  But, there are certain specialized services 
for which the diocese has to take responsibility like Seminarian 
and Diaconate Formation.  These are services no one parish can 
provide.  

The DMF also supports many of the programs and services that 
train catechists, youth ministers and other staff and volunteers.  
This training and education are funded throug h the DMF.  
Without these people the services they willingly provide our 
parishes would not be the same. 

 

WHAT DOES THE DIOCESE ACTUALLY DO FOR MY  
PARISH? 

Your parish is the primary source of spiritual, educational, and 
social service.  However, there are some services that are beyond 
the reach of any one parish; they are better provided on a regional 
ð diocesan wide basis.  If the Diocesan Ministry Fund did not exist 
a huge burden would be placed upon the parishes. 

It would be impossible for an individual parish to duplicate the 
scope of ministries and services provided by the diocese.  The 
DMF allows the diocese to coordinate these programs, eliminate 
duplication of services and save both time and money. 

 

        

 

       

after gift,  

after gift . 

            John 1:16 

 

 

all live off  

Godõs 

generous 

bounty  

 

 

 



10 
 

 

 

 PARISH SERVICES  

Ecumenical Outreach 
Tribunal  

Consultation of Building Projects  
Liturgy Consultation and Training  

Parish Council Formation  
Stewardship 

Inform ation Systems 
Webmaster 

The Chronicle of Catholic Life  
 
 

PASTORAL LIFE PROGRAMS  
Ministry Formation  
Lifelong Catechesis 

Lay Ministry Formation  
Evangelization 

Hispanic Ministries  
Social Justice 

Prison Ministry  
Worship and Spiritual Life  

Catholic Schools 
 
 

CATHOLIC C HARITIES  

Adoption and Decision Making 
Services 

Bright Beginnings Home 
Visitation Services 
Clinical Services 

Money Management Programs 
Immigrant Resources 

 
 
 
 

PROGRAM 
MANAGEMENT & 

SUPPORT 

Legal Affairs  
Archives  

Financial & Accounting  
Payroll  

Insurance and Benefits 
Long Range Development 

DMF Administration  
Human Resources 

 
 

BISHOPõS MINISTRIES 

Deans 
Campus Ministries  

Missions 
Diocesan Directory 

Resource Center 
Deacons  

Seminarians 
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DIOCESAN MINISTRY FU ND (DMF) PURPOSE  

 

The primary purpose o f our annual appeal ð Diocesan Ministry Fund , is to support the 

departments, programs, and ministries necessary for the operation and administration of our 

Diocese.  These diocesan offices are available to all parishes and missions. With this in mind, a 

secondary purpose of our appeal is to make the diocesan services better known and present to 

the pastors and their parishioners in order for all to benefits from them.  

The DMF  is necessary because there are needs in this Diocese that require centralized, unified 

direction ~ needs that cannot be effectively fulfilled by either the individual or by the local 

parish.  These centralized departments and programs also help to keep costs down by 

eliminating duplication of efforts.  

It is the DMF  which is the major source of revenue for the Diocese.  The Church of Pueblo, under 

the direction of Bishop Fernando Isern, is able to reach across parish boundaries through 

programs and services in the areas of Worship and Prayer, Christian Education, Christian 

Service, and Church Administration, among others.  Fulfillment  of these responsibilities by the 

Bishop of Pueblo continues to be made possible through the on-going and generous response of 

our people to the Diocesan Ministry Fund.  

Our Diocese is a union of seventy-three parishes and missions, presided over by our bishop and 

organized to fulfill Christõs mission.  The work of Christ is done predominantly at the local level 

by parishes, but there are many tasks which require the administration and efforts of the larger 

Church, the Diocese of Pueblo. 

 

THE DIOCESAN BUDGETI NG PROCESS 

 

All diocesan department heads are requested to submit a proposed budget  

for the forthcoming fiscal year.  The directors are required to show good  

stewardship in formulating their departmental bu dgets.  Budgets are based 

on actual expenditures not on the previous yearsõ budgeted amount. 

                    Every Penny Counts 

These budgets are compiled by the Director of Business and Finance and then presented to the 

Diocesan Finance Advisory Counc il (FAC).   The Finance Advisory Council evaluates each 

budget and makes a recommendation to Bishop Isern to approve, disapprove, or to make 

changes in the budget.  The Finance Advisory Council is made up of Diocesan staff, clergy and 

laity throughout the D iocese. 
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2010 CAMPAIGN GOALS  

DIOCESAN GOAL  

 

The Diocesan Ministry Fund  appeal is the principal source of operating revenue for the Diocese 
of Pueblo.  The budgetary process takes place prior to the onset of the campaign.  Therefore, 
meeting the DMF  goal becomes all the more critical in the fiscal operation of the budget. 

This year our DMF  goal is $2,155,803 

The pledge period is 10 months ð from March  1, 2010 ð January 31, 2011. 

HOW THE PARISH GOALS ARE ASSESSED 

 

The 2010 parish and mission goals were calculated on a formula basis.  Parish goals are 
calculated using the average from the most current three years of net ordinary income and then 
multiplying that average by twenty -five percent (25%).  For 2010, an additional 10% reduction 
will be applied to paris h goal.  The objective in setting goals in this manner is to provide more 
equity and balance for all parishes and missions. 

(Parish and mission goals for this yearõs DMF were calculated using the net 

Ordi nary income from fiscal years  2006-2007,  2007-2008 and 2008-2009) 

INDIVIDUAL GOALS  

 

These are the most important, because itõs the giving of individuals that makes the attainment of 
parish goals and the diocesan goal possible.  For the past forty-three years, the goal of 1% per 
annual household income has not changed. 

The overall objective in personal giving is equal generosity (or sacrifice), but not equal amounts.  
This is best achieved by each person giving according to his or her means using one percent (1%) 
as the suggested guideline. 

CASH REBATE POLICY 

Parishes and missions exceeding their goals in payments are rebated 100% of the amount over 
their goal. 
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10 COMMANDMENTS FOR A SUCCESSFUL APPEAL 

 

10.  USE THE LEADERSHIP RESOURCE MANUAL  

 Follow the timeline in the Manual  
 Send all of the recommended letters including the follow -up letters, personalized for 

your parish (these are included in this manual)  
 Use the bulletin inserts to educate and inform your parish family  
 Educate parishioners early and often through announcements, posters, banners etc. 
 Use the in-pew card each weekend of the drive in February to make it easy to respond 

 

9.  ANSWER THESE QUESTIONS 

 How is this one Diocesan wide campaign part of our parish stewardship efforts?  
 Who are we helping and what ministries are supported?  
 How can we put  a human face on the appeal?  (Tell the DMF story through a speaker 

from your parish family  
 Where does the money go?  (Review the Allocations Chart  so that you can answer 

questions. 
 

8.  BE PERSISTENT 

 Follow up with parishioners who have not made a gift th rough letters and/or personal 
contact 

 Keep asking until you get an answer ð remember that òNoó is an answer 
 Celebrate your progress.  Post the parish goals and report results for both the financial 

and participation goal.  
 It is important to thank everyone who participates.  

 

7.  MAKE IT EASY 

 Fill out the pledge cards ð step-by-step at Masses. 
 Use the In-Pew solicitation with cards and pencils in the pews ð this generates a great 

response 
 Do the In-Pew solicitations on all four commitment weekends in February  

 

6.  ENCOURAGE DIFFERENT WAYS TO GIVE  

 The pledge card lists a number of ways to give:  making a one-time gift, making a pledge, 
using a credit card, automatic withdrawal from a checking or savings account.  

 Include a collection at Spanish Masses for those who may prefer not to fill out a donor 
card but want to give to the DMF.  
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10 COMMANDMENTS FOR A SUCCESSFUL APPEAL - CONTINUED  

 

5.  ASK! 

 Realize that people give to those who ask.  Not asking is the number one reason 
nationally why people donõt give. 

 Tell them what participation is needed to make your parish goal.  
 Ask for an increase of their last yearõs gift if their finances permit. 
 Remember to ask until you get an answer. 

 

4.  IDENTIFY PROGRAM S 

 Identify a DMF organization or project that parishioners ca n relate to locally, envision 
and embrace. 

 Remember that DMF funded programs help all of us either directly or indirectly ~ we are 
all called to lift up our hearts in gratitude and in action.  

 

3.  DEMONSTRATE A POSITIVE ATTITUDE  

 Energize your parish by giv ing them a convincing reason to give. 
 Address any concerns directly and immediately.  
 Include witnesses from your parish family if they participate in any of the ministries and 
organizations funded by the DMF or know someone who has benefited.  

 

2.  INCLUDE GREAT PEOPLE ON YOUR TEAM  

 Include the right people  
 With the right talents  
 In the right place  
 At the right time  
 Share the information provided in this manual ð remember you are either the funnel or 
the cork in this whole process. 

 

1.  REMEMBERéWE ARE THE BRANCHES THAT BEAR THE  FRUIT FOR OUR 
PARISH, FOR OUR DIOCESE 

 Remind your parishioners that we are the bearers of the fruit of the vine with a need to 
share the gifts that God has given us. 

 Ask everyone in the parish to participate this year.  
 Share with them that every dollar makes a difference to our ministries and programs.  
 Ask them to commit to pray for those in need using the prayer intention card.  This is a 
great way for those unable to donate to the Appeal to participate.  

 Recognize and thank those who participate in all ways from the pulpit and in the 
bulletin.  
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KEYS FOR CREATING A SUCCESSFUL PARISH DM F TEAM  

ñ People who feel inspired  to give, give generously and share in the happiness of all blessings derived 

from their generosity.  

ñ People who feel obl igated to give, give sparingly and begrudge their gift.  

As parish leaders, you have the power to inspire people to participate  

by focusing on the good their gifts will do.  

ñ The single most important key to a successful Diocesan Ministry Fund  appeal is the strong and 

enthusiastic support of the pastor/parish administrator.  Leadership in any organization begins at the top.  
If the pastor or pastoral coordinator is lukewarm or hesitant in his/her support of the DMF , it will be 
obvious to most parishioners.  

Parishioners will follow your example regarding the DMF  campaign.  If you are supportive and enthused 
about the appeal, they will be inclined to follow your lead.  As parish leaders you serve as the primary 
motivators for the parish and the key source of i nspiration for parishioners and lay leaders as well.  

 

ñ Inspir e Parishioners  

 Use the campaign materials provided by the Diocese to involve parishioners.  

 Develop a committed enthusiastic volunteer base. 

 Share stories of individuals who have been touched by diocesan ministries in order to put a 
human face on the appeal. 

 

ñ  What to avoid  

 Donõt apologize for the DMF  Appeal.  

 Donõt portray the DMF  Appeal as a trial or misfortune that must be endured.  
 

Give parishioners reason to feel good about the work accomplished through their combined gifts, and they will enjoy 
their giving by feeling connected to the good works that the DMF  supports. 
 

ñ  Pastor/Parish Administrator and the Chairperson  

 Work closely  together to ensure that the program is well planned and executed.  Be personally 
involved and committed to the success of the campaign. 

 Recruit  enough volunteers to ensure a smooth running program, and that no one person carries 

the whole burden.   Educate these volunteers - share the information youõve been given ð 

remember you are either the funnel or the cork in this whole process.   

 Promote the campaign through the use of bulletin and other publications announcements, pulpit 

announcements, and by displaying the DMF  posters.   

 Provide parishioners many opportunitie s to learn how the DMF  funds are used by the Diocese, 
and the benefits the parish receives from the programs and events supported by their DMF  gifts. 

 Ensure that all parishioners have multiple opportunities to make a gift to the campaign, and how 
important  his/her gift is to the success of the entire campaign. 

 Have a òfollow-upó plan to contact parishioners who did not make a pledge during the campaign 
time frame. 

 Set a parish goal for pledges, and remember to also set a participation goal. 
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PASTORõS ROLE 

 

 

 

 

 

 

There is no replacement for you, the spiritual leader of your faith community.  Your support of DMF  and 
its mission is vital to the fulfillment of that mission.  It is you who must motivate your parishioners to 
support the DMF . 

THE PASTOR 

1. Is responsible for conducting an annual DMF  campaign. 

 

2. Selects the lay leadership to act as the appeal Chairperson(s), Secretary, and volunteers in his 
parish according to the prescribed plan. 

 
3. Speaks in support of the Diocese of Pueblo from the pulpit.  Your personal endorsement is the 

single most important part of a successful parish campaign. 
 
4. Utilizes prepared campaign material ð DMF  pledge envelopes, bulletin announcements, 

homilies, prayers of the faithful ð when appropriate during the appeal.  
 
5. Provides enough opportunities for all parishioners to make a gift to the annual appeal and 

encourages utilization of the pledge program.  
 
6. Pursues follow-up activities until the campaign concludes and ALL parishioners have been 

contacted, using Participation Sundays, door-to-door, direct mail, and a phone campaign.  

 

CHAIRPERSONõS ROLE 

This position has been created to coordinate the efforts of a lay committee and thereby assure the 
highest degree of success will be attained.  . 

The person appointed as Chair is responsible for the following operations within the campaign and for 
assisting the Pastor: 

1. In the enlistment of committee members 

2. By briefing committee members on the plan of action for solicitation.  

3. To make certain that every adult parishioner has the opportunity to participate in the appeal.  

The role of the pastor is paramount to the successful conduct of the 

Diocesan Ministry Appeal.  Your leadership starts the campaign on 

time and follows the progress of the DMF  to its conclusion.  The 

first ingredient that you must have is a healthy and supportive 

attitude for the DMF . 
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CAMPAIGN STRATEGY  

We encourage you to offer your parishioners some guidelines for giving.  Most people want to 

know what is expected, where their gift will fit, etc.  Proportionate giving is the key.   We want to 

ask people to give in proportion to the gifts God has given them.  

Some giving guidelines to adopt are these: 

 

1. Most families do not find a gift of $100 - $200 excessive when divided into 4 or 10 

payments.  Encourage pledging. 

 

2. We must broaden our base of support.  It is essential that every member of the clergy 

play an important part in helping to raise our participation levels.  Stress participation to 

your parishioners.  

 

3. On the pledge form, you will see a suggested guideline for generosity as reproduced 

below.  We ask that you emphasize this as often as possible and reproduce it as 

necessary. 

 

 

2010 DMF GIVING GUIDE  

Pledge 4 Payments 
Apr, Jun, Oct, Jan 

10 Payments 
Mar - June 

$25 6.25 2.50 
$50 12.50 5.00 
$100 25.00 10.00 
$250 62.50 25.00 
$500 125.00 50.00 
$750 187.50 75.00 
$1000 250.00 100.00 
$1500 375.00 150.00 
$2000 500.00 200.00 
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CLERICAL DETAILS  

THE SUCCESS OF THE DIOCESAN MINISTRY FU ND  DEPENDS IN GOOD 
MEASURE UPON THE PERSON OR PERSONS DOING THE CLERICAL WORK AT 

THE PARISH LEVEL.  

 

The purpose of these instructions is to acquaint the parish business manager, parish secretary 
and/or campaign volunteers who will be handling these details to prepare the necessary 
materials and information on time .  Should any questions arise, contact the Diocesan Ministry 
Fund Office at: 

719-544-9861 ext . 144   or   800-354-2729  ext. 144 

 

1. One of the key tools your parish has been given is a CD with pertinent information 
copied onto it.  The information  on the CD  is specific to your parish or mission.  On 
your  CD you will fin d: 

a.  The Parish Census/Pledge Roster.  It is one in the same form ð there are not two 
separate lists.  It has been created on an Excel spreadsheet. 

b. You have been provided with mailing labels already printed out for you to use.  
On that CD is the database specific to your parish and the template already set up 
in Word for you to do a Mail Merge to create more mailing labels as you need 
them. 

c. You will find a copy of this parish manual on your CD.  Please print out as many 
copies as you need for your parish staff and DMF committee volunteers who need 
access to this information. 

d. You will find clip art pertaining to this yearsõ campaign for your church bulletins 

e. You will find extra authorization forms for both Automatic Withdrawal and 
Credit Card payments for your  parishioners should they choose to make their 
payments using either of these options. 

f. A copy of the Parish Leadership Manual cover for you to print out as you need to.  

 

2.  The PARISH CENSUS has been included in your pa cket of information and has been 
copied onto your parish CD .    Please make sure that this census roster is updated with 
any name changes; add spouses; correct addresses; correct titles; correct spelling.  The  
roster looks like this:  
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3. Labels are provided and are to be affixed to returned pl edges.   The labels are in 
alphabetical order by Last Name and arranged three columns across and 10 rows down: 

 

4. It is very  important  that you use these labels.  Each label has the parishioners DMF 
identification number in the upper left hand corner of the  label.   Your parish DMF 
identification number is in the upper right hand corner of the label.  These two numbers are 
vital because: 

 

a. By having the parishioners DMF ID# helps in avoid ing data entry errors at the DMF 
Office level.  Otherwise it becomes  necessary to do a time consuming  manual search in 
the system by Last Name, First Name and/or Address in order to identify the correct 
parishioner to enter their pledge and payment information.   WE WILL RETURN ANY 
PLEDGE PACKETS  TO ANY PARISH  SENDING IN THEI R PLEDGE CARDS 
WITHOUT THESE LABELS.   This will result in delaying the first pledge reminder 
mailing.  

b. The parish ID number helps to identify and varify where the parishioner is registered 
and again aids in data entry error.  

 Please adhere the appropriate label to the corresponding  pledge cards in the upper right hand 
corner marked òFor Office Use Onlyó.  Do not adhere the labels to any other location on the card.  
For example: 

 

By placing your label incorrectly three things happen:  

a.  We cannot tell if M/M Yoshida have a new address or not. 
b. We cannot tell if their names have been misspelled in the database and need to be 

corrected. 
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5. If you receive an anonymous donation  without a pledge card please fill one out and mark it 
anonymous and put the name of your parish and your town or city on the card.   An anonymous 
donation made without parish identification simply goes into a general anonymous DMF 
account. 

 

6. Please make sure that the pledge cards are filled out correctly and clearly.  Be particularly 
careful to see that zeros and decimal points and are accurate and clear so that $200 does not 
become $2.00 or vice versa.   
 

7.  

For example: 

 

 

8. Please make sure that the total amount of down payments indicated on the pledge form equal 
the total amount in cash and ch ecks by your donors.  

 

9. By using the Pledge Report Excel spread sheet your totals will automatically be calculated for 
you.   This is a tool to help you reconcile your report.   Please add up the totals on the pledges 
made, the amounts paid as down payments add up to the total on the spreadsheet.  Send in one 
parish check for all monies received.  Include your calculator tape with the Final Report.  

 

This was difficult to determine if 
this was a $300.00 pledge; a 
$350.00 pledge or a $360.00 
pledge.   We were able to go to 
the Pledge Report to see the 
amount of the actual pledge.  
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10.  Simply put ~ Your attention to the details on the pledge cards is so very important.  Please 
make sure all nu mbers are legible ð the pledges, down payments, credit card numbers, savings 
account numbers, checking account numbers for automatic withdrawal.   If you canõt read them, 
we wonõt be able to either.  PLEASE MAKE SURE THAT THE EXPIRATION DATES ARE ON 
THE CREDIT CARD FORM.  

 Please treat this confidential information as if it were your own.  Lock this information up in a safe 
place.  Do not leave it lying around on your desk or work areas for anyone to come by and take any 
of this information down.   We use these same precautions at the Diocese. 

 

 

11. If they are paying by automatic withdrawal please do make sure there is a Voided check 
attached to this pledge form.  

 

12. The DMF office will audit all returns.  Please include your final report with the pledge forms in  
alphabetical order and a copy of the Excel Pledge Report.  
 

 

 

 

 

 

 

 

But, please try 

to be 

as 

accurate as 

possible ~ Thanks 


