
2026 CATHOLIC SERVICES APPEAL PRAYER

Heavenly Father,

You call us together as one Body in Christ,  
united through Your love and strengthened by Your grace. 

As we journey forward in faith, open our hearts to serve one another  
with compassion, generosity, and hope.

Bless our parishes, families, priests, deacons, religious,  
and all who answer Your call to build up Your Church. 

May the Catholic Services Appeal be a living witness of our shared mission —  
caring for those in need, supporting ministries that bring healing and hope,  

and proclaiming the Gospel to all.

Help us to recognize that every gift we offer becomes part of something  
greater than ourselves, joining us together in Your work of mercy and love. 

Guide us to move forward with courage, trusting in Your providence  
and walking always in the footsteps of Christ.

May we, as one Body in Christ, continue to grow in faith,  
serve with joy, and bring Your light to the world.

We ask this through Christ our Lord. Amen.
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(Please feel free to edit, amend, or modify.)

Good (Morning/Afternoon/Evening). 

My name is [NAME] and I have been a member of [PARISH] for [YEARS] years. [DESCRIBE YOUR ROLE AND 
INVOLVEMENT IN THE PARISH AND/OR ARCHDIOCESE]. 

Father [PASTOR NAME] has invited me to speak to you today on behalf of the Archdiocese of Louisville’s 2026 
Catholic Services Appeal.

Since the Catholic Services Appeal began in 1968, it has served as the Archbishop’s annual invitation to the people 
of the Archdiocese of Louisville to partner in the work of the local Church. The Appeal is one of three primary 
sources of funding which support more than 100 ministries and services within the Archdiocese. These ministries 
provide for the spiritual and temporal needs of thousands of individuals and families as well as the parishes and 
schools within the Archdiocese. The scope of this work is well beyond the ability of our parish or any other single 
parish. Funds raised from the Appeal truly do support the work of our Church by helping to Move Forward in Faith. 

I personally support the Catholic Services Appeal because – SHARE YOUR PERSONAL IMPACT STORY

Each speaker should personalize this part of his or her talk. Take time to reflect on why you feel that it is important 
to support the Appeal.

SUGGESTIONS:
You may give out of a sense of stewardship to honor God by returning a just portion of the blessings received from God. 

You may wish to briefly share how you have experienced firsthand the work of one or more of the agencies of the 
Archdiocese in your personal life, a family member’s life, or your parish’s life. (Your pastor or parish staff can help 
with this last area.)

You may give in response to our call as Catholics to support the work of the Church beyond your parish boundaries. 

You might relate how your parents set a wonderful example by their faithful support of the Appeal.

I ask you to prayerfully consider joining me in supporting this year’s Catholic Services Appeal. Your gift or pledge, 
in any amount, makes a meaningful difference in the lives of our Brothers and Sisters in Christ and helps us Move 
Forward in Faith. You can make a gift easily by scanning the QR code in the bulletin, online or by using the envelopes 
you will find in your pew.

Thank you for your time and commitment to our faith community. Your generosity and your prayers for the success 
of the Appeal are very much appreciated.

Thank You.

CSA LAY ADVOCATES/WITNESS SCRIPT
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PRAYERS OF THE FAITHFUL

SEPTEMBER 19/20 
That the Church may continue to be a sign of hope, compassion, and mercy in the world, and that 
the Catholic Services Appeal may strengthen ministries that serve those most in need, we pray to 
the Lord…

SEPTEMBER 26/27 
The God may bless our parish and diocese, strengthen our faith and grant us the spirit of Christian 
Stewardship by opening our hearts to others in need of our care, prayers, and support. We pray to 
the Lord…

FOR THE POOR, THE VULNERABLE,  
For the poor, the vulnerable, seminarians, families, and all who benefit from the ministries supported 
by the Catholic Services Appeal, that they may experience Christ’s love through our generosity. We 
pray to the Lord…

OCTOBER 10/11 
That through the 2026 Catholic Services Appeal we might work to build communities of faith in our 
Archdiocese, moving forward in faith. We pray to the Lord…

OCTOBER 17/18 
That God will grant us a generous spirit so we may see the 2026 Catholic Services Appeal as an 
opportunity to practice Christian stewardship, to strengthen our families, our parish, and our 
Archdiocesan community. We pray to the Lord…

OCTOBER 24/25 
That the gifts we offer through our 2026 Catholic Services Appeal will truly reflect our love and 
thanksgiving for the many blessings that God has entrusted to us. We pray to the Lord…

OCTOBER 31/NOVEMBER 1 
That those who are served by our gifts to the Catholic Services Appeal will come to know the 
transforming power of God’s love. We pray to the Lord…

FOR USE DURING THE REMAINDER OF NOVEMBER AND THROUGHOUT DECEMBER 
That all those who have so generously responded to the invitation to give to the Catholic Services 
Appeal may be rewarded with the joy that giving generously brings. We pray to the Lord…

That those who have not had the opportunity to make a gift to the Catholic Services Appeal will 
prayerfully open their hearts and make a generous commitment that will in turn answer the prayers 
of others. We pray to the Lord…
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SALT AND LIGHT GIVING SOCIETY

WHAT IS THE SALT AND LIGHT GIVING SOCIETY?

Founded in 2015, the Salt and Light Giving Society honors donors who provide for the work of the 
Archdiocese of Louisville with an annual leadership gift to the Catholic Services Appeal. Salt and 
Light Society members carry on the teaching of Jesus in Matthew 5:13-14 to shine light throughout 
the world. Every gift to the Catholic Services Appeal is important. Those who are able to make a gift 
at the Salt and Light level do so with the knowledge that their leadership gifts are supporting efforts 
that offer hope and bring Christ to others.

GIVING CIRCLES OF THE SALT AND LIGHT SOCIETY:

CIRCLE  
OF FAITH

$500 - $999

CIRCLE  
OF HOPE

$1,000 - $2,499

CIRCLE  
OF CHARITY

$2,500 - $4,999

DISCIPLE  
CIRCLE

$5,000 - $9,999

STEWARD  
CIRCLE

$10,000 - $19,999

SHEPHERD  
CIRCLE

$20,000+

Membership in the Salt and Light Society is based on a donor’s yearly gift to the Catholic Services 
Appeal. Members are recognized online for their contributions at www.ArchLou.org/SaltandLight.
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CSA PARISH APPEAL TEAM

The Parish Appeal Team consists of the pastor and members of the parish community who will assist in conducting the 
Catholic Services Appeal. Previous Appeals have demonstrated that parishes that have a team approach have greater 
success in reaching the parish’s goal. 

A sample Parish Appeal Team may consist of the following:

•	 Pastor/Pastoral Administrator
•	 Parish Appeal Chair(s)
•	 Lay Witness Speakers
•	 Parish Appeal Volunteers 
•	 Parish Staff Member
•	 Stewardship/Engagement Committee Chair/Members

TYPICAL APPEAL TEAM RESPONSIBILITIES

PASTOR/PASTORAL ADMINISTRATOR 
The Pastor’s personal endorsement of the Appeal is essential to the success of the Appeal. When a Pastor speaks 
enthusiastically and supportively from the pulpit about the Catholic Services Appeal, parishioners will be inspired and 
motivated to support the Appeal. 

•	 Prays for the success of the Appeal.

•	 Guides the parish’s Catholic Services Appeal effort.

•	 Enlists the Appeal chairperson(s) and team members.

•	 Speaks supportively of the Appeal from the pulpit. The pastor’s personal endorsement is the single most important 
part of a successful parish Appeal campaign.

•	 Utilizes campaign materials – Prayers of the Faithful, sample Homily talking points, sample pastor letters, bulletin 
announcements, posters, brochures, and prayers.

•	 Shows and encourages others to view the CSA video. The video may also be viewed online at www.ArchLou.org/CSA.

•	 Works with parish staff to send letters of support in advance of the Archbishop’s invitation to participate in the Appeal.

•	 Encourages pledging as a means of greater giving.

•	 Recognizes and thanks donors and Appeal volunteers. A list of contributors to the parish CSA goal will be emailed to 
pastors bi-weekly from the Office of Mission Advancement.

*HELPFUL HINTS FOR PASTORS: 

1. Share with parishioners why you give/find joy in giving.

2. Arrange for lay witness talks at Mass.

3. �Encourage donor participation; each gift moves the parish closer to its participation goal. Each gift, no matter the 
size, has a meaningful impact. 

4. Follow the suggested plan to conduct an easy and successful In-Pew Weekend.

5. Utilize the sample Homily talking points, compiled by the CSA Pastors’ Committee. 
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PARISH APPEAL CHAIR(S)

•	 Prays for the success of the Appeal.

•	 Makes a personal gift to the Catholic Services Appeal.

•	 Becomes familiar with Appeal materials and timelines.

•	 Motivates and guides others to consider supporting the annual Appeal.

•	 Fosters communication among the Appeal Team and within the parish under the guidance of the pastor.

•	 Assists pastor in enlisting CSA volunteers.

LAY WITNESS SPEAKER(S)

•	 Prays for the success of the Appeal.

•	 Makes a personal gift to the Catholic Services Appeal.

•	 Reviews the sample materials provided for Lay Witness presentations.

•	 Offers enthusiastic witness presentations at Mass(es) on designated weekends and at parish meetings/functions on the 
importance of the Appeal, why they have made/will make a gift, and encourages participation of other parishioners.

OTHER PARISH APPEAL VOLUNTEERS

•	 Prays for the success of the Appeal.

•	 Assists in processing and counting of In-Pew envelopes, gifts.

•	 Supports parish staff with Appeal-related mailings.

PARISH STAFF MEMBERS

Parish staff also play a key role in the success of the Appeal. Staff duties may include:

•	 Pray for the success of the Appeal.

•	 Assist in preparing and mailing: 
-	 Pastor’s Appeal endorsement correspondence 
-	 Pastor’s thank you letters 
-	 Follow-up solicitation letters

•	 Processing gifts received at the parish.

•	 Utilizing materials such as bulletin blurbs and prayers of the faithful.

•	 Reporting weekly parish progress updates in the bulletin and updating the thermometer poster.
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2026 CATHOLIC SERVICES APPEAL HOMILY TALKING POINTS*

	 Emphasize the theme for this year’s campaign— One Body in Christ

	 Tie the message of the Appeal in with the Gospel readings:

	 •	� Sunday, October 4, 27th Sunday in Ordinary Time – Gospel: Gospel of Luke 17:5 – 10 – The apostles said to the 
Lord, “Increase our faith.” This Gospel is fundamentally about faithful discipleship, trust, and humble service – 
perfect themes for Moving Forward in Faith. Jesus reminds the disciples that even faith the size of a mustard 
seed can accomplish remarkable things. The Catholic Services Appeal is not about equal gifts; it is about  
faithful response.

		  1)	 “Increase Our Faith”
			   •	 The disciples ask Jesus for greater faith because they know discipleship is difficult.
			   •	 Our Church today still prays that same prayer.
			   •	 The Appeal is one practical way we exercise faith together as One Body in Christ
			   •	 Faith grows when it is practiced. Generosity is one of the ways disciples grow spiritually.

		  2)	 “Small Acts Become Great in God’s Hands.”
			   •	 Jesus emphasizes the power of even small faith.
			   •	 Parishioners may think their contribution is insignificant, but God multiplies what is offered in love.
			   •	 The Church moves forward not because a few do everything, but because many offer something.

		  3)	 “Humble Service”
			   •	 The second part of the Gospel speaks about servants simply doing what they are called to do.
			   •	 Stewardship is not about recognition; it is about discipleship.
			   •	 Supporting the mission of the Church is part of living our baptismal call.
			   •	 We do not support the Church because we seek praise, but because we belong to Christ and to one another.

		  4)	 “One Body in Christ”
			   •	 The Appeal unites parishes, ministries, and families across the archdiocese.
			   •	 No single parish can do everything alone.
			   •	 Together, the Body of Christ accomplishes far more than any one community could.
			   •	 The Catholic Services Appeal is one of the ways we live as One Body in Christ instead of isolated parishes.

	 •	 �Sunday, October 11, 28th Sunday in Ordinary Time – Gospel: Gospel of Luke 17:11 – 19 – The healing of the 
ten lepers – only one returns to give thanks. The Gospel centers on gratitude, healing, and recognizing God’s 
blessings – powerful stewardship themes. The Catholic Services Appeal flows from gratitude:

		  1)	 Gratitude for faith, 
		  2)	 Gratitude for the Church,
		  3)	 Gratitude for the people who formed us,
		  4)	 Gratitude for God’s blessings.

		  1)	 Gratitude Changed Us 
			   •	 Ten were healed; only one returned.
			   •	 Jesus notices gratitude.
			   •	 Stewardship begins with recognizing that everything is a gift.
			   •	 The question is not simply what we give to God, but whether we recognize how much God has given to us.

		  2)	 Gratitude Leads to Action
			   •	 The grateful leper does not merely feel thankful – he returns to Jesus.
			   •	 Christian gratitude is active, not passive.
			   •	 Supporting the mission of the Church is one response to God’s goodness.
			   •	 Grateful disciples naturally become generous disciples.
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		  3)	 The Church Continues Christ’s Healing Mission
			   •	 Connect the Gospel healing to ministries funded through the Appeal:	
				    -	 Counseling and outreach,
				    -	 Catholic Charities,
				    -	 Priestly ministry,
				    -	 Faith Formation,
				    -	 Care for the vulnerable,
				    -	 Ministries of accompaniment and hope.

			   •	 Christ still heals through His Church – often through ministries supported by faithful people like you.

		  4)	 Moving Forward in Faith Together
			   •	 The healed man returns to Jesus and moves forward transformed.
			   •	 The Church also moves forward through faith-filled generosity.
			   •	 The Appeal allows the local Church to continue bringing healing and hope.

	� Point to yourself and remind parishioners that without the Catholic Services Appeal, we would not have our priests! 
Funding for seminarian education is provided by the CSA. We are blessed to have a significant increase in the number 
of seminarians this year! How wonderful! However, this will require a budget of approximately $2 million dollars! 
We must have your help to make this possible. Do any of the retired priests ever help at your parish when there is a 
need? CSA provides funding for our retired priests, many of whom remain busy assisting where needed.

	� Most of us cannot drop everything and volunteer full time for the Church, nor are we qualified to provide services 
such as prison ministry, sacramental preparation, marriage counseling, catechist certification, and many more. But 
we can, through our financial contributions, support the work of the Church in areas such as these. The Catholic 
Services Appeal is a way that we, as a parish, can get our individual “fingerprints” on these specific ministries that 
are not feasible at the parish level, but that we support and from which we benefit! Even small faith can move the 
Church forward. Faith grows when it is lived. Together, we place our trust in what God can do through us.

 
	� Without funding from the Catholic Services Appeal, the Catholic mission parishes in southern Kentucky in largely 

Protestant areas, would not be able to sustain their parish and ministries. We are part of the Body of Christ, which 
extends beyond our own parish to the larger community, throughout the Archdiocese.

	� The annual Catholic Services Appeal provides a way to show our love of God and neighbor, participating in the 
good works of the Church by financially supporting Archdiocesan programs and services that serve our parish and 
other parishes as well. A number of Archdiocesan ministries have a direct impact on us here at this parish. (Mention 
some of the programs/services your parish receives, such as faith formation, youth ministry, tribunal assistance, lay 
ministry training, safe environment training, marriage preparation, etc.)

	� As Catholics, we set aside a portion of our income every year to carry out the work of God in our community and 
to care for those in need. This is a once-per-year appeal from the Archbishop to serve the needs of everyone in the 
Archdiocese. All gifts (large and small) come together to make a significant impact! 

		  -	 “Gratitude always returns to God.”
		  -	 “The thankful heart becomes a generous heart.”
		  -	 “Our response to God’s blessings becomes hope for others.”

	� I invite you to prayerfully consider your participation in this year’s Catholic Services Appeal. Together, as One Body in 
Christ, we can continue moving forward in faith and bringing the love of Christ to others throughout our local Church.

*Compiled by the Archdiocese of Louisville Catholic Services Appeal Pastor Committee – 2026
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THE IN-PEW PROCESS

1.	� WHAT IS THE IN-PEW EFFORT? 
The In-Pew effort is a component of the Catholic Services Appeal that allows for parish participation in both a 
communal and prayerful way at the weekend Masses. The preferred In-Pew Weekend is the weekend of October 
3/4, although it may take two full weekends to catch everyone at Mass. 

2. 	�� WHY CONDUCT THE IN-PEW EFFORT? 
While a number of parishioners will respond to the initial Catholic Services Appeal solicitation mailing, there will be 
many others that do not for a variety of reasons. The In-Pew process provides an opportunity to bring the Catholic 
Services Appeal to the forefront of the minds of parishioners while providing them with a convenient mechanism to 
respond at that moment. 

	� The In-Pew process can re-engage former donors as well as those who have never made a gift to the Appeal, or those 
who are not registered as members of a parish. Past experience has shown that some donors even make an additional 
gift through the In-Pew process after hearing an inspirational testimony from the pastor or a fellow parishioner.

3.	�� IN-PEW SUPPLIES 
The Office of Mission Advancement will provide each parish with a stack of In-Pew envelopes. If desired, OMA can 
also provide your parish with the information to print out mailing labels with the names of CSA 2023, CSA 2024, and 
CSA 2025 donors. (Please contact our office should you wish to receive this information.)

	� The Office of Mission Advancement is available to assist parishes with any questions or concerns regarding 
processing In-Pew gifts. 

CONDUCTING THE IN-PEW EFFORT AT MASS
The following steps will guide you through the process of conducting the In-Pew process in your parish. 

PREPARE FOR THE IN-PEW WEEKEND EFFORT:
Before the In-Pew Weekend arrives, the pastor and Catholic Services Appeal parish chairperson should familiarize 
themselves with the entire process. They should also ensure that:

	 •	� The Appeal team member who will lead parishioners through the process is familiar with the process and script.
	 •	 Hospitality ministers are aware of what items will need to be distributed and collected during Mass.
	 •	 Parish office staff and volunteers are prepared to process the gifts after they are collected.
	 •	� Music ministers are consulted and made aware that appropriate music may be needed during the In-Pew process.
	 •	 Make sure the CSA QR code is visible throughout church and at the ends of pews.

IN-PEW WEEKEND, OCTOBER 3/4:

BEFORE MASS:
Before the Mass begins, the pastor, Appeal chairperson, or designated Appeal team member should consult with the 
hospitality ministers to ensure that the needed supplies are prepared and available.

DURING MASS:

	 Step 1	� The homilist is asked to include a personal appeal for support of the Catholic Services Appeal in the homily. 
Homily Talking Points, written by the Pastors’ Committee, have been included for your convenience.

	 Step 2	� At the conclusion of the homily (or at a time directed by the pastor), the homilist can introduce the Appeal 
team. The homilist or other designated member of the parish Appeal team should then explain how to 
complete the In-Pew envelope form. A lay Appeal team member should never take the place of the homilist. 
A full In-Pew leader script is available online for reference at www.archlou.org/services-appeal-parish-resources/

	 		�  Note: By conducting the effort immediately after the homily, Appeal gifts can be included in the collection 
basket as the community’s offering to God. 

AOL-CSA-2026-INS-Right-FINAL.indd   9AOL-CSA-2026-INS-Right-FINAL.indd   9 6/4/26   12:16 PM6/4/26   12:16 PM



	 Step 3	� The leader invites the hospitality ministers to come forward and distribute the In-Pew envelopes and pencils. 
During the envelope distribution, the leader should instruct parishioners to refrain from completing the 
envelope until all of the envelopes have been distributed. The speaker can use this time to discuss the 
option of making a pledge over a period of time and/or explain the various giving options. The leader should 
point out the CSA QR code that is included on the envelope, is located throughout the Church, and is in 
the pews for parishioners that wish to make their gift online. Donors can scan the CSA QR code from their 
phone and it will take them to the online donation page on the Archdiocese of Louisville’s webpage. 

	 Step 4	� Once the envelopes have been distributed, the leader will invite one member of each household to open the 
envelope and follow along as the leader reviews the information and instructions for completing the form. 

	 Step 5	� The leader should explain each section including the location of where to fill in name, address, and parish 
information. 

			   �Note: While we would prefer that each household indicate their name and current address, donors wising to 
remain anonymous may leave their form blank or simply write “anonymous.”

	 Step 6	� The leader should point out the box below the personal information section that can be checked if the 
household has already mailed a gift or pledge to the Appeal. If that box is checked, the household should 
not complete any other part of the In-Pew envelope other than their personal information.

	 Step 7	� After explaining the gift giving options, the leader should invite the parishioners to take a few minutes to 
prayerfully reflect and complete the form. 

			�   Remind the parishioners of the opportunity to make an additional gift to support Seminarian Education. Our 
number of Seminarians is increased again this year. This is wonderful, but will require a budget of $2 Million!

			   �Note: The choir musicians should play appropriate offertory music while parishioners are completing the 
donor form. 

	 Step 8	� Once a sufficient amount of time has passed, the leader should thank the people for their generosity 
and time and instruct them to tear off the donor form and the envelope and insert the donor form in the 
envelope and place their gifts in the collection basket at the offertory. 

			   �Note: The parish may wish take a separate collection for the In-Pew effort; this is entirely at the discretion  
of the parish.

AFTER MASS:
Once the Mass has ended, the pastor, Appeal chairperson, or designated Appeal team member should ensure that 
envelopes are delivered to the location where they will be processed and secured. Hospitality ministers or Appeal team 
members should ensure that supplies are sufficiently replenished in each pew for the next Mass.

Parishes are free to modify the process as they see best; however, the preferred In-Pew Weekend is October 3rd and 4th.  

IN-PEW FOLLOW-UP WEEKEND, OCTOBER 10/11: 
The weekend of October 10/11 has been designated as In-Pew Follow-Up Weekend. Parishes are asked either to 
conduct the In-Pew process again or to conduct a shortened version of the process. This provides an additional giving 
opportunity for any parishioners who may have been absent on In-Pew Weekend.
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PROCESSING IN-PEW ENVELOPES 
As your parish approaches the Catholic Services Appeal In-Pew Weekend on October 3/4, you will need to be prepared 
to process the In-Pew envelopes. These instructions will assist you in correctly processing the In-Pew envelopes.

SUPPLIES 
Each parish will receive a kit from the Office of Mission Advancement. This kit will contain supplies including:

	 •	 In-Pew envelopes for distribution during Mass
	 •	 In-Pew Gift Transmittal Forms
	 •	 Large mailing envelopes
	 •	� ID labels for parishioners who have donated to CSA in the past 3 years have been provided in the past, but most 

parishes no longer use these labels. We will be happy to send the information to print your own labels if you 
desire. Please notify the Office of Mission Advancement if you would like to receive a list of donors from the 
past three years from your parish.

GETTING STARTED: 

	 •	� In-Pew gifts may be processed at the same time as the regular weekend collection, or at another designated 
time. You may wish to utilize members of your parish Catholic Services Appeal team to supplement your regular 
collection counting volunteers. 

	 •	� Some donors may return their original pledge forms from the Archdiocese through the parish on the In-Pew 
Weekend. These gifts can be processed and included in the same group as the In-Pew envelopes.

	 •	� Please be sure the collection counting team and parish staff understand the sorting and handling procedure 
below. Please do not hesitate to call Melissa Herberger, Coordinator for Annual Giving and Stewardship at (502) 
585-3291, ext. 1127 or mherberger2@archlou.org with any questions or concerns. 

SORTING AND GROUPING IN-PEW ENVELOPES/PLEDGE FORMS 
	 Step 1	 Separate Catholic Services Appeal In-Pew gifts from the regular parish offertory.

	 Step 2	� Open sealed In-Pew envelopes and verify that personal (name and address) and parish information is 
completed on the donor form. Some cash gifts may be anonymous; however, be sure the parish name is 
included.

	 Step 4	 Sort the In-Pew envelopes into the following groups:

			   Group 1:	 Envelopes containing Cash gifts.

			   Group 2:	 Envelopes containing Check gifts.

			   Group 3 :	� Other Types of Gifts (credit card, automatic bank transfer, stock gifts, recurring gifts or pledges 
where no cash or check was enclosed).

			   Group 4 :	 Already responded with a gift or will not be making a gift.

	 Step 6	 Processing each gift group:

			   Group 1:	 In-Pew Envelope – Gift containing cash 
						      •	 Verify amount enclosed and personal/parish information on donor form.  
						      •	 Record total amount and number of envelopes on Parish Gift Transmittal Form. 
						      •	 Deposit Cash into Parish Bank Account – Do Not send Cash in the Mail. 
						      •	 Rubber band Group 1 In-Pew envelopes and Gift Transmittal Form.  
						      •	 Parish office to issue parish check for total cash amount deposited. 
						      •	� Send parish check* + Group 1 envelopes + Gift Transmittal Form to Archdiocese via a secure 

mailing envelope.
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			   Group 2:	 In-Pew Envelope – Gift containing a check
						      •	 Leave check and donor form inside In-Pew envelope. 
						      •	 Verify amount enclosed, check amount and personal/parish information.
						      •	 Record total amount and number of envelopes on Parish Gift Transmittal Form.
						      •	 Rubber band together Group 2 In-Pew envelopes and Gift Transmittal Form.
						      •	 �Send Group 2** envelopes + Gift Transmittal Form to Archdiocese the next day via a secure 

mailing envelope.

			   Group 3:	� In-Pew Envelope – Gift not containing cash or check (credit card, automatic bank transfer, stock 
gift or pledge)

						      •	 Leave donor form and any additional paperwork, voided checks, or notes inside donor envelope.
						      •	 Verify personal/parish information.
						      •	 Record total amount and number of envelopes on Parish Gift Transmittal Form.
						      •	 Rubber band together Group 3 In-Pew envelopes and Gift Transmittal Form.
						      •	 Send Group 3** + Gift Transmittal Form to Archdiocese the next day via a secure mailing envelope.

	 		  Group 4:	 In-Pew Envelope – Gift marked “Gift Already Made” or “No Gift”
						      •	 Rubber band together Group 4 and send to Archdiocese in the secure mailing envelope.

			   * �  �Group 1 should be mailed with separate Transmittal Form by October 16th or as soon as the parish check is 
available.

			   ** �Groups 2, 3, and 4 may be mailed together on the day after the collection is taken, if they will fit in the same 
mailing envelope. Otherwise, please complete separate Transmittal Forms for each mailing envelope.

	 Step 7	 Mailing In-Pew envelopes and Transmittal Forms to the Archdiocese:

			�   Your parish kit contains a number of large, white mailing envelopes for use in mailing the In-Pew envelopes 
and Transmittal Forms to the Archdiocese. 

			   -	� Mail Group 1 (cash gift) In-Pew envelopes along with the corresponding completed Transmittal Form and 
parish check for the total amount of cash received to the Archdiocese by Friday, October 16. Be sure to 
retain a copy of the Transmittal Form for parish records.

			   -	� Mail all other groups of In-Pew envelopes along with a corresponding completed Transmittal Form to the 
Archdiocese. These groups may be mailed in the same white envelope. If more than one mailing envelope 
is needed, enclose a Transmittal Form with information for only those In-Pew envelopes contained in 
that particular mailing envelope. Keep a copy of the Transmittal Form for parish records.

			   -	� Due to the important nature of this mailing, it is recommended that parishes use a postal service that has 
tracking capability such as priority mail.

			   -	� Please use mailing labels (see mailing address below) on the outside of the mailing envelope since ink or 
markers smear when hand-written on the mailing envelope. 

			   -	 Be sure that a parish return-address label is also affixed to the mailing envelope.

			   -	� Please be sure to use a designated CSA Transmittal Form, not a regular transmittal from the Archdiocese’s 
Finance Office.

			   -	 All envelopes should be mailed to:

				�    Archdiocese of Louisville 
Catholic Services Appeal 
P.O. Box 32279  
Louisville, KY 40232-2279	

Note: Envelopes may be hand-delivered by the parish to the Pastoral Center. Please be sure that envelopes are received 
personally by a member of the Office of Mission Advancement.

 
PROCESSING APPEAL GIFTS RECEIVED AT OTHER TIMES
Appeal gifts may continue to be received by the parish following the In-Pew effort.  
These gifts should be processed and forwarded to the Archdiocese in the same  
fashion as outlined above for the In-Pew Weekend.

Thank  
You!
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