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	General Annual Appeal Information
Case Statement Information
Parish Goals
Parish Appeal Reports
	Jill McNally
	608-821-3039 Jill.McNally@madisondiocese.org

	1. 
	Courtney Waack
	608-821-4577
Courtney.Waack@madisondiocese.org

	Shipping Instructions
Appeal Pledge Processing Questions
Year End Tax Statements
	Monica McCabe
	608-821-3042
Monica.McCabe@madisondiocese.org

	Tax Assessment Information
	Derek Metcalf
	608-821-3027
Derek.Metcalf@madisondiocese.org

	Spanish speaking questions
	Katzua Ballesteros
	608-821-3043 or Katzua.Ballesteros@madisondiocese.org




Reminders
Shipping
At the end of Commitment and Follow-up Weekends, send all in-pew envelopes directly to the Diocese of Madison (additional shipping instructions located at www.madisondiocese.org/appeal-materials). Please DO NOT open any envelopes prior to shipping. Be sure to enclose a Parish Transmittal Form in each package. Please ship within one week. Prompt submission of envelopes ensures faster processing and mailing of the first pledge payment reminder. 
Pledge Processing
In-pew pledge envelopes are processed as quickly as possible; in the order they are received. A small delay may occur due to the volume received from all parishes at the same time.
Monthly Reminders
On or about the first of each month, anyone who has not yet paid their pledge in full will receive a monthly reminder from the diocese. 
Thank you Letters
Every gift should receive a thank you letter. People who make one-time gifts will receive a thank you letter that includes their tax receipt. People that make their initial pledge without the full contribution enclosed are set up as a monthly contributor. They will receive a thank you letter right away and receive a tax statement in January of the following year for all contributions made in the previous year.
Tax Statements – Monthly Pledges
Any person that was set as a monthly contributor (anyone who did not pay their pledge in full as a one-time gift) will receive a tax statement in January. 
Tax Statements – One-time Gifts
Any gift that was paid in full at the time the original gift was made will receive a thank you letter acknowledging the gift for tax purposes. The thank you letter will be mailed within a few weeks of receiving the gift.
Parish Reports
Parish reports will be sent in weekly emails from Courtney Waack via Flocknote. This email will go to all Pastors/Parochial Administrators. 
Timely Transmission of Pledge Payments
If a pledge payment is sent to a parish instead of the diocese, please forward them to the diocese as quickly as possible. Payments need to be credited to the donors’ account by the 25th of the month to be reflected on the next monthly reminder, which are sent on or about the first of each month. 
Payment Letter to Parishes
Parishes/pastorates may receive a letter from the diocese asking for assistance in researching donor payments. Periodically, donors indicate a payment has been made, but it is not in diocesan records. If this occurs, a letter is sent to the donor’s parish of registration to determine if payment was received at the parish rather than the diocese. Any assistance that can be provided is appreciated.
Copies of this Manual, Bulletin Announcements and In-Pew Scripts
Copies of the manual, including bulletin and altar announcements, Prayers of the Faithful, in-pew scripts, etc. can be found on the diocesan website at www.madisondiocese.org/appeal-materials
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