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[bookmark: _Toc187327729]2025 ACA Schedule 
[bookmark: _Toc187327730]Key dates
February 1 – March 9, 2025 – Black Out Dates 
January 28, 2025 – ACA Materials shipped to parishes
Week of February 3, 2025 – Direct Mail solicitation mailed
February 15/16, 2025 – Optional Early Announcement Weekend
February 22/23, 2025 – Announcement Weekend
March 1/2, 2025 – Commitment Weekend
March 8/9, 2025 – Follow-Up Weekend

[bookmark: _Toc187327731]2025 ACA Calendar
Oct 2024	Parishes asked for supply order numbers for the ACA print materials.

Dec 2024	Pastors notified of parish goal.

Jan 28, 2025                                    All ACA supplies mailed to parishes. 
Once received, please display the posters.

Feb 1 – Mar 9, 2025	ACA Black Out Period

Feb 1/2, 2025                             	Parishes announce ACA solicitation mailing. Use bulletin, altar announcements, and Prayer of the Faithful petition.

Feb 3, 2025	Solicitation letter mailed to all parish members.

Feb 8/9, 2025                                 Use bulletin, altar announcements, and Prayer of the Faithful petition.

Feb 10-14 OR Feb 17-21, 2025	Choose the date depending on if you are doing an early announcement weekend.
Pastors and parish ACA committees prepare for Announcement Weekend activities. 


Feb 15/16 OR Feb 22/23, 2025   Early/Announcement Weekends
Pastor’s Homily at all Masses
Bulletin Covers reflect the ACA artwork
Tabloid inserted in Parish Bulletins
Bulletin Announcement and Prayer of the Faithful

Feb 24-28, 2025	Pastors and parish staff prepare for Commitment Weekend. (ALL parishes, regardless of when Announcement Weekend was conducted.)

Mar 1/2, 2025	Commitment Weekend
ACA Video
Pastor leads the in-pew process
Bulletin Announcement and Prayer of the Faithful

Mar 3, 2025	If 50 or more pledge envelopes were collected from the in-pew pledge process, mail pledge envelopes to the Diocese of Madison via Fed Ex using provided mailing instructions and transmittal located at end of manual.

Mar 3-7, 2025	Pastors and parish staff prepare for Follow-up Weekend activities.

Mar 8/9, 2025			Follow-Up Weekend
Pastor or volunteer leads the in-pew process, or follow the modified procedure.
Bulletin Announcement and Prayer of the Faithful

Mar 10, 2025	Mail all pledge envelopes received from in-pew pledge process to the Diocese of Madison via Fed Ex using provided mailing instructions and transmittal located at the end of manual.

Apr - Dec 2025	Pledge reminders are mailed from the Office of Stewardship and Development until pledges are paid in full. Follow-up letters and telephone calls by the diocese occur, as needed.

Nov 2025	Publish wrap up Tabloid with the 2025 results.

Dec 31, 2025	2025 Appeal closes to new gifts, payments still accepted.

Jan 2026	2025 ACA tax statements are mailed to the monthly pledge donors by the diocese. One time gift donors receive their tax statement letter as part of the thank you from the bishop throughout the year as their gift are processed.
[bookmark: _Toc187327732]
Why do we have the Annual Catholic Appeal (ACA)?
Dioceses generate much of their funding in three ways. First, they receive a tax on parish income. Second, they receive income from investments. Third, most dioceses have an annual appeal to generate direct contributions to support ministries and services. Without such appeals, the training, ministry, education, and administrative services provided by the dioceses would have to be funded almost totally through the tax that all parishes pay. While direct contributions made to annual appeals do not come out of parish income, a higher tax would.
Prior 2009, the Diocese of Madison had managed to support itself through a moderate tax and investment income. In 2009, the diocese instituted an annual appeal to provide a more stable revenue structure. This model is used by the majority of the dioceses around the country.

[bookmark: _Toc187327733]Why should people give to the ACA?
It is important to provide parishioners with an opportunity to share their financial gifts to help provide Catholic education, ministry, and services to the people, parishes, and schools throughout our diocese. 
The ACA provides a teachable moment. It allows parish leaders the opportunity to talk about the connectedness of our Church. Every time we say the Creed, we reaffirm the fact that we are members of the “One, Holy, Catholic, and Apostolic Church.”  However, often people do not reflect on the meaning of these words.
The ACA is a reminder that every Catholic is part of a local Church and the Universal Church. Each of us is responsible not only for our own parishes, but also for the well-being of the Church throughout our diocese and throughout the world. We are one community of believers, thus members of all parishes throughout the Diocese of Madison are asked to give to this appeal.

[bookmark: _Toc187327734]

Parish Goals – How are they calculated and are they mandatory?
Parish goals are calculated based on parish offertory. The formula that is used is listed below.

Your 2025 ACA parish goal is calculated as follows:

FYE 2023 parish offertory / total diocesan parish offertory = %
 x ACA Goal ($4,200,000)
= Your 2025 ACA Parish Goal 

If you have additional questions on your goal or how it is calculated, please contact Jill McNally at Jill.McNally@madisondiocese.org or 608-821-3039.
Parish goals are not mandatory.

[bookmark: _Toc187327735]How can a parish reach its goal?
Following these steps will help each parish achieve and potentially surpass its goal:
· Discontinue any fund collections or the use of envelopes to raise funds for payment of parish assessments during the black out period.
· Refrain from any significant fund raising other than the ACA for 3 weeks prior to Announcement Weekend through the end of Follow-Up Weekend unless given written consent by the diocese.
· Parish members will receive a solicitation mailing. Parishes are asked to use bulletin announcements and altar announcements to endorse and promote generous responses to the mailing. 
· Conduct the campaign on the weekends specified so that maximum benefit from publicity and organization can be achieved.
· Fully implement the in-pew solicitation process. When in-pew and mail results are combined, many parishes exceed their goal on the second weekend of the in-pew process. 
· Encourage payment of pledges by using the monthly bulletin announcement contained in this manual and available on the diocesan web site, www.madisondiocese.org/appeal-materials.
Keys to Success
· Follow the recommended process - This tried-and-true process works. If it is followed and the ACA is promoted in a positive way, the parish should come close to, if not exceed its goal.
· Consistent communication - Keep the ACA in the forefront of parishioner’s minds during the ACA and throughout the year. Have an ACA section with updates in the bulletin, make an altar announcement about how the parish is doing towards meeting its goal, and remind parishioners to not only make their pledge, but to fulfill it.
· Present the ACA in a positive light and tie in local/parish/pastorate ministries from the case for support - If pastors and parish staff are enthusiastic or supportive of the ACA, parishioners will notice this, making it easier to obtain their support through pledges. Speak positively about the ministries the ACA supports in your parish. If possible, Pastors may communicate about their own monetary support and ask parishioners to join in giving.
· Tie in local/parish ministries from the case for support – show and explain the benefits to your parish
· Follow the instructions in the weekly emails as much as you can, these will come out on Monday and will outline what needs to get done throughout the week to ensure parishes are prepared for the week ahead.
Diocesan follow-up activities
· The diocese will conduct follow-up mailings and, perhaps, telephone calls to assist parishes in meeting their goals. 
· Please note:  The follow-up mailings and telephone calls are not as effective as the parish promotion of the initial mailing and its thorough performance of the in-pew solicitation process. 
If you are willing to share any other keys to success or best practices that you have found to work well in your parish, please email Courtney.Waack@madisondiocese.org.


[bookmark: _Toc187327736]Roles and Responsibilities
[bookmark: _Toc187327737]Pastor
The Pastor will participate in and oversee the completion of the following activities:
· Provide spiritual leadership by endorsing sacrificial giving and active participation.
· Submit all ACA forms distributed by the Office of Stewardship and Development.
· Brief all Presiders on the activities of Announcement, Commitment, and Follow-Up Weekends.
· Endorse and strongly promote generous responses to all diocesan mailings.
· Implement all activities for Announcement, Commitment and Follow-Up Weekends.
· Be available at all masses on Announcement and Commitment Weekends.
· Provide a theological basis for participation during the preaching of a homily from the readings of the day at all Masses on Announcement Weekend.
Introduce the ACA video at all Masses on Commitment Weekend. (There is no need for any additional homily that day since the video will take care of this.)
· Immediately after the video, lead the process of completing the in-pew pledge envelopes at all Masses on Commitment Weekend.
The Pastor is asked to assure that the following tasks are completed:
· Include Prayers of the Faithful, Bulletin, and Altar Announcements on designated weekends. 
· Ensure the ACA artwork is displayed on the parish bulletin cover for Announcement Weekend.
· Distribute the ACA tabloid on Announcement Weekend. 
· Prepare the in-pew envelopes and pencils for Commitment and Follow-Up Weekends.
· Recruit students and/or ushers to assist with the in-pew process on Commitment and Follow-Up Weekends.
· Facilitate timely transmission of all pledges received by the parish to the diocese using Fed Ex.
· Update parishioners about the parish ACA results and progress toward achieving its assigned goal on a regular basis.
· Encourage timely pledge payments.

[bookmark: _Toc187327738]Coordinator/Parish Secretary
Coordinator/Parish Secretary provides administrative support for the ACA and is asked to ensure that the following tasks are completed:
· Oversee all record keeping and transmittals.
· Update the Office of Stewardship and Development regularly as to any changes, additions, or deletions to the parish mailing list during the ACA and throughout the year.
· Count all materials shipped to the parish from the Office of Stewardship and Development and ensure that sufficient materials have been provided to your parish.
· Make sure that the announcements and Prayers of the Faithful are used.
· Organize volunteers to insert the Announcement Weekend material (tabloid) into the parish bulletin. Assist with organizing students or ushers in distribution and pick-up of pledge envelopes.
· Collect, sort, and transmit all pledges to the diocese after Commitment and Follow-Up weekends. Timely transmission is critical. Any additional pledge envelopes received throughout the year can be forwarded to the Diocese of Madison, Office of Stewardship and Development.
· In the fall of 2025, organize volunteers to insert the ACA Wrap Up Tabloid in the parish bulletin. 
Please note: This role may fall to the Parish Secretary, Bookkeeper, Business Manager, other staff person, or a volunteer. Please request training on any ACA processes or tasks from the Office of Stewardship and Development as needed. 
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Bulletin Announcements, Prayer of the Faithful, and Altar Announcements
[bookmark: _Toc187327740]For the weekend of February 1/2, 2025 
This is the weekend prior to the in-home mailing of the ACA solicitation letter to all parishioners.
Bulletin Announcement
Please print the Bulletin Announcement shown below on the weekend of February 1/2, 2025. 
You may wish to use the ACA logo to call attention to the bulletin announcement. If so, you can obtain a copy of the logo by going to www.madisondiocese.org/appeal-materials. 2025 Diocese of Madison Annual Catholic Appeal Begins
Please Make a Generous Pledge

In the next week or two, parishioners throughout the diocese will receive a mailing asking for a pledge to the Annual Catholic Appeal to support the ministries of the Diocese of Madison. 

Please prayerfully consider joining the Perpetual Steward Society by making a continuous monthly gift of any amount. Or consider making a pledge payable over 6-months to the appeal.  Your gift will help enable the diocese to reach its goal and provide for many ministries, education and services throughout the diocese.

Thank you for your continuing support of our parish, diocese, and the work of the Church throughout the world.


Prayer of the Faithful
May we all join in prayer to support this year’s Annual Catholic Appeal and all the ministries it funds in the Diocese of Madison. Let us come together with hearts filled with gratitude, love, and the knowledge that “Hope Does Not Disappoint” … We pray to the Lord.
Altar Announcement
Please prepare an altar announcement encouraging a generous response to the bishop’s letter by making a pledge for six monthly payments or by joining the Perpetual Steward Society with a continuous monthly gift of any amount. 
Additionally, ask people to read the bulletin announcement.
[bookmark: _Toc187327741]
For the Early Announcement Weekend: Feb 15/16, 2025
Please note:  The information in this section can be skipped by parishes/pastorates that are not doing the Optional Early Announcement Weekend.
Bulletin Announcement
You may wish to use the ACA logo to call attention to the bulletin announcement. If so, you can obtain a copy of the logo by going here: www.madisondiocese.org/appeal-materials. 
Please note:  If you do Announcement Weekend on February 15-16, please run this bulletin announcement (or something similar) 2 weekends in a row.Announcement Weekend
February 15/16, 2025 

On March 1/2, Father/Msgr. _______________ will lead the in-pew process for the Annual Catholic Appeal. Those who have not made a pledge by mail will be asked to do so at this time. You will also be sent a special edition of the Catholic Herald on February 27th where you will have the opportunity to make a gift, as well. 
Please read the Annual Catholic Appeal Tabloid. It provides a detailed explanation of the use of the funds that you are asked to give. This appeal funds many ministries throughout the diocese and helps many in need. 
Each household is asked to prayerfully consider making a gift. In doing so, please consider joining the Perpetual Steward Society by making a continuous monthly gift of any amount. Or consider making a pledge, payable over six months. 
One member from each household will be asked to fill out a commitment envelope during mass. Thank you in advance for your support of our parish, the diocese, and the work of the church throughout the world.
  


Prayer of the Faithful
May we all join in prayer to support this year’s Annual Catholic Appeal and all the ministries it funds in the Diocese of Madison. Let us come together with hearts filled with gratitude, love, and the knowledge that “Hope Does Not Disappoint” … We pray to the Lord.
Altar Announcement
Please prepare an altar announcement encouraging a generous response to the bishop’s letter by making a pledge for six monthly payments or by joining the Perpetual Steward Society with a continuous monthly gift of any amount. Additionally, ask people to read the bulletin announcement.
[bookmark: _Toc187327742]For Announcement Weekend:  February 22/23, 2025
Bulletin Announcement
You may wish to use the ACA logo to call attention to the bulletin announcement. If so, you can obtain a copy of the logo by going here: www.madisondiocese.org/appeal-materials. Announcement Weekend
February 22/23, 2025 

On March 1/2, Father/Msgr. _______________ will lead the in-pew process for the Annual Catholic Appeal. Those who have not made a pledge by mail will be asked to do so at this time. You will also be sent a special edition of the Catholic Herald on February 27th where you will have the opportunity to make a gift, as well. 
Please read the Annual Catholic Appeal Tabloid. It provides a detailed explanation of the use of the funds that you are asked to give. This appeal funds many ministries throughout the diocese and helps many in need. 
Each household is asked to prayerfully consider making a gift. In doing so, please consider joining the Perpetual Steward Society by making a continuous monthly gift of any amount. Or consider making a pledge, payable over six months. 
One member from each household will be asked to fill out a commitment envelope during mass. Thank you in advance for your support of our parish, the diocese, and the work of the church throughout the world.
  


Prayer of the Faithful
May we all join in prayer to support this year’s Annual Catholic Appeal and all the ministries it funds in the Diocese of Madison. Let us come together with hearts filled with gratitude, love, and the knowledge that “Hope Does Not Disappoint” … We pray to the Lord.
Altar Announcement
Please prepare an altar announcement encouraging a generous response to the bishop’s letter by making a pledge for six monthly payments or by joining the Perpetual Steward Society with a continuous monthly gift of any amount. 
Additionally, ask people to read the bulletin announcement.



For Commitment Weekend:  March 1/2, 2025
Prayer of the Faithful
May we all join in prayer to support this year’s Annual Catholic Appeal and all the ministries it funds in the Diocese of Madison. Let us come together with hearts filled with gratitude, love, and the knowledge that “Hope Does Not Disappoint” … We pray to the Lord.
Bulletin Announcement
You may wish to use the Annual Appeal logo to call attention to the bulletin announcement.  If so, you can obtain a copy of the logo by going to: www.madisondiocese.org/appeal-materials
	Diocese of Madison
Annual Catholic Appeal 2025
“Hope Does Not Disappoint”

“Hope Does Not Disappoint,” is inspired by Romans 5:5, which reminds us that God’s love has been poured into our hearts through the Holy Spirit. In Jeremiah 29:11, we are assured, “For I know the plans I have for you,” declares the Lord, “plans to prosper you and not to harm you, plans to give you hope and a future.” These scriptures remind us that our hope in God is never in vain.
Each pledge to the Annual Catholic Appeal supports the many programs, resources and services that the Diocese sponsors, enabling us to share the transformative power of Christ’s love with those who are lost, forgotten, or in need. During this Year of Jubilee, we are called to reflect on God’s abundant grace, celebrate the gift of forgiveness, and shine Christ's light in the world through acts of charity and service.
Please prayerfully consider joining the Perpetual Steward Society by making a continuous monthly gift of any amount. Or consider making a pledge, payable over six months. Your gift will help enable our parish and the diocese to reach its goal and provide to the ministries supported by the appeal.
If you received your pledge form in the mail, please complete it and mail it back.  
Thank you for your prayerful consideration and generous response. 
[image: Website ACA logo]

























Altar Announcement
Please prepare an altar announcement encouraging a generous response to the bishop’s letter by making a pledge for six monthly payments or by joining the Perpetual Steward Society with a continuous monthly gift of any amount. Additionally, ask people to read the bulletin announcement.

[bookmark: _Toc187327743]For Follow-Up Weekend:  March 8/9, 2025
Prayer of the Faithful
May we all join in prayer to support this year’s Annual Catholic Appeal and all the ministries it funds in the Diocese of Madison. Let us come together with hearts filled with gratitude, love, and the knowledge that “Hope Does Not Disappoint” … We pray to the Lord.
Bulletin Announcement
You may wish to use the Annual Appeal logo to call attention to the bulletin announcement.  If so, you can obtain a copy of the logo by going to: www.madisondiocese.org/appeal-materials
	Diocese of Madison
Annual Catholic Appeal 2025
“Hope Does Not Disappoint”

“Hope Does Not Disappoint,” is inspired by Romans 5:5, which reminds us that God’s love has been poured into our hearts through the Holy Spirit. In Jeremiah 29:11, we are assured, “For I know the plans I have for you,” declares the Lord, “plans to prosper you and not to harm you, plans to give you hope and a future.” These scriptures remind us that our hope in God is never in vain.
Each pledge to the Annual Catholic Appeal supports the many programs, resources and services that the Diocese sponsors, enabling us to share the transformative power of Christ’s love with those who are lost, forgotten, or in need. During this Year of Jubilee, we are called to reflect on God’s abundant grace, celebrate the gift of forgiveness, and shine Christ's light in the world through acts of charity and service.
Please prayerfully consider joining the Perpetual Steward Society by making a continuous monthly gift of any amount. Or consider making a pledge, payable over six months. Your gift will help enable our parish and the diocese to reach its goal and provide to the ministries supported by the appeal.
If you received your pledge form in the mail, please complete it and mail it back.  
Thank you for your prayerful consideration and generous response. 
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Altar Announcement
Please prepare an altar announcement encouraging a generous response to the bishop’s letter by making a pledge for six monthly payments or by joining the Perpetual Steward Society with a continuous monthly gift of any amount. Additionally, ask people to read the bulletin announcement.

Monthly Bulletin Update Announcement
On or about the first of each month, anyone who did not pay their pledge in full will receive a monthly reminder from the diocese.

Parishes are asked to encourage payment of pledges by using the monthly bulletin announcement contained in this manual and available on the diocesan web site, www.madisondiocese.org/appeal-materials.
ANNUAL CATHOLIC APPEAL
PLEDGE REPORT

The monthly pledge billings for the Annual Catholic Appeal pledges have been mailed.  It is very important that these pledges be paid so that our parish will reach our goal.
	
	PARISH GOAL:	_______________________
	AMOUNT PLEDGED:	_______________________	
	AMOUNT PAID:	_______________________
	REMAINING BALANCE:	_______________________

[bookmark: _Toc187327744]


Announcement Weekend
Announcement Weekend is February 22/23, 2025. For those parishes/pastorates that will be doing the optional Early Announcement weekend, activities should begin prior to February 15/16, 2025, and continue for two consecutive weekends.
[bookmark: _Toc187327745]Getting Organized
The focus of Announcement Weekend is to provide substantial information about the use of ACA funds and to advise parishioners that they will be asked to make a pledge the weekend of March 1/2 during the in-pew process. 
Please ensure the ACA posters are hung before the first weekend Mass.
Please consider using the cover artwork in the bulletin and be sure to include the bulletin announcement.
Please insert ACA tabloid into bulletins this weekend. 
Please prepare an altar announcement that asks people to read the tabloid and to come to Mass prepared to make their ACA pledge next weekend. Note that the in-pew envelope will have a place where those that have given by mail can indicate that fact. 
Please continue to use The Prayer of the Faithful.

[bookmark: _Toc187327746]Homily Preparation
The Pastor’s homily should be a five-to-seven-minute presentation. 
It is suggested that the homily serve as a prelude to the video, which will be played the following weekend, to develop a consistent message. 

Possible Homily Content
· Our parish serves as our gathering point, our temple, where we are helped to practice and strengthen our faith. We strive to reach out to others so that they will feel God’s love and hear His Word. However, we cannot stop at the boundaries of our parish. We are part of the Universal Church and part of our local Church, the Diocese of Madison.
· It is as part of the diocese that we can multiply the expression of the Word of God and touch many thousands of people whom we could never reach on our own or as a parish. 
· (This point is critical) Stress that the Appeal supports the work of the diocese, it is not just another special collection. Rather, it is the one time during the year that all Catholics are asked to make a significant financial gift to our diocese so that it can meet the spiritual, educational, and temporal needs of parishes, schools, and the people throughout our diocese. By making a monthly pledge, we can each give a larger amount to fund the important work of our diocese.    
· Please ask parishioners to read the campaign information included with today’s bulletin. Encourage them to prayerfully reflect on the generosity of God in their lives and decide upon a suitable gift that reflects their appreciation for His blessings. The amount of the pledge should be considered thoughtfully, representing a gift given in gratitude for what God has given and continues to give.
· Refer to the “Link Parish ministries with Diocesan ministries” section for more detailed information.
[bookmark: _Toc222055644]
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Commitment Weekend:  March 1/2, 2025
[bookmark: _Toc187327748]Why do we have commitment weekend when parishioners give via mail?
All parishes across the diocese will participate simultaneously and unite as one, holy, Catholic and apostolic church – this is a moment to celebrate all the great works of the church, past, present and future.
No amount of follow up mailing is as effective as the advance promotion of the initial mailing and thorough performance of the in–pew solicitation process.

[bookmark: _Toc187327749]Getting organized
As soon as you receive the shipment of ACA supplies, open the boxes, and check to make sure that you have received sufficient quantities of all items. Also, prior to Commitment Weekend, make certain that you have enough pencils. 
To ease the pledge envelope distribution process, put a PENCIL inside each pledge envelope before distribution. Close the flap of the envelope but do not seal it. By doing this, you assure that each person has everything he or she needs when they receive the pledge envelope. 
Download and play the ACA video on the equipment that will be used on Commitment Weekend. Ensure the equipment is working properly and all areas can view the video easily. If for some reason you are having difficulty downloading or playing the video, call Courtney Waack in the Office of Stewardship and Development at 608-821-4577 to seek her assistance. 
During the week prior to the in-pew process, each Presider should be briefed on the in-pew process. The Pastor will be leading the in-pew process at every Mass. If the Pastor is not the Presider, the Presider or Deacon should introduce the Pastor immediately after the reading of the Gospel or after the short homily. Be sure to contact the other Presiders early in the week to remind them that they will not need to prepare a homily.

[bookmark: _Toc187327750]Informing the Ushers and other volunteers
Parishes are encouraged to consider recruiting students preparing for Confirmation, those in the youth group, or others involved in the parish to distribute and collect pledge envelopes. This provides a valuable service project and ensures ample help. Ensure there is adequate adult supervision and training to guarantee all pledge envelopes are distributed and collected properly. If a parish/pastorate cannot or chooses not to recruit student volunteers, the Mass ushers, or other volunteers, should be used to distribute and collect the in-pew envelopes.
One student/usher/volunteer will be needed in every section of your church, about every 5 to 8 pews. Another adult on the opposite side of the pew can retrieve extra envelopes and provide extra envelopes for pews that do not have enough. These adults should also take care of any people who are standing or are in the cry room, the choir loft, or the choir.
The students/ushers/volunteers will collect the ACA envelopes immediately after the in-pew process. At each Mass, an usher should be designated to take the ACA envelopes to an appropriate, secure place after they are collected. 
Students/ushers/volunteers will need the following information. It is a good idea to provide it in writing. 
1. Where to report.
2. What time to report.
3. Where to pick up their supplies.
4. The specific pews they will work.
5. When they will be expected to move to their assigned locations (what signal will be used and when it will be used).
6. What to do while the people are completing their pledge envelopes.
7. Where to get the collection baskets.
8. Where to empty the baskets after they collect the pledge envelopes.
9. Where to return the baskets.

[bookmark: _Toc187327751]In-pew overview
The Commitment Weekend presentation is very important to the success of the ACA. Up to this point, people have heard about the ACA and why it is so very important to support it. Some people may have pledged by mail. Now is the time to ask all other parishioners for their financial support! The fact that the Pastor is asking will have a very positive effect on the importance that people place on the request. 
Immediately after the proclaiming of the gospel, the Pastor should introduce the ACA video. There is no need for an additional homily. After the video, the Pastor should ask that the pledge envelopes and pencils be distributed. The Pastor can offer support for the ACA by reading the first few paragraphs of the in-pew script. The reading of the script can be timed so that parishioners are asked to raise their hands when the students or ushers are at their appointed positions.
Be careful not to state or imply that people should take the pledge envelopes home and bring them back. This approach always results in large numbers of pledge cards never being returned. The publicity about the program has allowed everyone sufficient time to consider his or her level of support. Now is the time to ask them to decide whether or not they will make a commitment.
Some parishes may have experienced a pledge payment rate that is significantly below the norm of 95-98%. It is suggested that efforts be made to educate parishioners on the importance of not only making, but also paying their pledges.
Care must be taken not to discourage pledging. During the in-pew commitment process, be sure to include a reminder that pledge payments should be made every month and that the diocese will send reminders, refer to the in-pew script.
[bookmark: _Toc222055646]
[bookmark: _Toc187327752]In-Pew Solicitation
Implement the full in-pew process on Commitment Weekend. Remember that many things affect the outcome of the in-pew process. Among them are the availability of supplies and even the attitude of the people distributing them.
Ideally, pledge envelopes are distributed by hand. If not, please make sure that additional volunteers are available to put the pledge envelopes in the pew racks. Be sure the pencils are inside the envelopes and pew racks are replenished before each Mass. 
Immediately after the video, the Pastor should begin the in-pew process. If the envelopes and pencils are already in the pews, the Pastor should adjust the in-pew script to ask one member of each household to pick up a pledge envelope and remove the pencil. 

[bookmark: _Toc187327753]In-Pew Presentation Script
To be used by Pastors on Commitment Weekend (March 1/2, 2025)
Please note: The In-Pew Presentation Script is meant to help pastors who have not run the ACA before. Do not feel like this has to be followed verbatim – pastors are to use their discretion as to how much they need to walk parishioners through the process. Please DO instruct one member from each household to fill out the pledge envelope COMPLETELY and return the envelope at the time of collection. After the pastor has edited the following script, please double space it, enlarge it to 14- or 16-point type, print it, and place it in a notebook.

Good evening/morning.
Today, we are conducting the Annual Catholic Appeal, asking all parishioners to make a financial commitment to the Diocese of Madison.
As your pastor, I want to thank everyone who has given to this appeal in past years or responded to a recent mailing from the diocese. Your contributions are deeply appreciated by those served by diocesan ministries.
Each of us is called to share our gifts in support of the Church. We must first support our parish, then our diocese, and the Church worldwide. The Annual Catholic Appeal of the Diocese of Madison is an effective way to support ministries beyond our parish boundaries and the services the diocese provides to our parish.
I ask one member of each household to take a pledge envelope and a pencil. Please take an envelope even if you have already made a gift to the 2025 ACA. If you have already made a pledge this year, check the box at the bottom of section 1 that says, “I have already made an ACA pledge.”
I will now guide you through the commitment process to keep it brief.
Please open the flap and find the pledge form and pencil. Take a few moments to complete Section 1 – Contact Information, filling out your name, address, phone number, and email. Indicate the name of our parish/church and city so we receive credit for your gift. If you are a visitor and a member of another parish/church in the diocese, indicate that parish/church. If you belong to a parish outside our diocese, please note this parish/church so we can receive credit for your gift.
If you have already made a pledge this year, check the box at the bottom of section 1 that says, “I have already made an ACA pledge.” Do not provide any additional financial information to avoid double counting your pledge. It is still important to complete the name and parish information sections.
Everyone else, please look at Section 2 – Gift and Frequency and check the amount you wish to give. Please check only one box. Your pledge can be billed over six months if you choose. There is no need to provide a down payment today unless you prefer to do so.
If you wish to contribute an amount other than those indicated, check the “Other” box and write the full amount of your pledge on the blank line.
I will give you another moment to complete Section 3 – Payment Information. 
Select your payment method. Please check only one box.
If you are making a down payment or paying your gift in full and enclosing a check today, write the amount on the Amount Enclosed line.
If you are paying by credit card or direct debit from your bank account, fill in your credit card/EFT information. You can also use this section to join the Perpetual Steward Society, which allows you to give a recurring credit card or EFT gift with no end date.
Please seal the envelope and keep the pencil separate.
We will now collect your pledge envelopes and pencils.
Thank you for your contribution to the Annual Catholic Appeal. May God bless you.

[bookmark: _Toc187327754]Follow-Up Weekend:  March 8/9, 2025
[bookmark: _Toc187327755]Why is there a second in-pew solicitation?
The appeal’s primary objective is participation. Even after the initial mailing and the Commitment Weekend process concluded, there will be a significant number of potential contributors that have not given. These are not necessarily people who do not want to give. Many of them will make a pledge during the follow-up activities. Conducting the in-pew process on two weekends saves the appeal a significant amount of money because it may otherwise take two or three mailings before the letters are opened and a response is received.

[bookmark: _Toc187327756]Getting organized
The person coordinating the in-pew process will need to perform similar steps that were followed for Commitment Weekend. Prepare the pledge envelopes and pencils. Be sure to arrange for the students/ushers/volunteers that will help with the process at each Mass. Make sure that one person is assigned to manage the process at each Mass and collect the completed pledge envelopes.

[bookmark: _Toc187327757]In-Pew Presentation Script
To be used on Follow-Up Weekend (March 8/9, 2025)
For the best results, it is recommended to follow the full in-pew process and follow the script below.

Good evening/morning.
As your pastor, I want to thank everyone who has given to this appeal in past years or has already contributed to the Annual Catholic Appeal in 2025, whether by mail, online, or during the in-pew process conducted last weekend. Your contributions are deeply appreciated by those served by diocesan ministries.
Because it is our hope that most of our parishioners will make a significant pledge to support the diocese, I ask those who have already pledged to bear with us for just a few minutes. Please offer a prayer for the success of this Annual Catholic Appeal while I conduct this process.
Each of us is called to share our gifts in support of the Church. We must first support our parish, then our diocese, and the Church worldwide. The Annual Catholic Appeal of the Diocese of Madison is an effective way to support ministries beyond our parish boundaries and the services the diocese provides to our parish.
For those who will fill out a form today, you may make a pledge or indicate that you gave in the mail. 
Please open the flap and find the pledge form and pencil. Take a few moments to complete Section 1 – Contact Information, filling out your name, address, phone number, and email. Indicate the name of our parish/church and city so we receive credit for your gift. If you are a visitor and a member of another parish/church in the diocese, indicate that parish/church. If you belong to a parish outside our diocese, please note this parish/church so we can receive credit for your gift.
If you have already made a pledge this year, check the box at the bottom of section 1 that says, “I have already made an ACA pledge.” Do not provide any additional financial information to avoid double counting your pledge. It is still important to complete the name and parish information sections.
Everyone else, please look at Section 2 – Gift and Frequency and check the amount you wish to give. Please check only one box. Your pledge can be billed over six months if you choose. There is no need to provide a down payment today unless you prefer to do so.
If you wish to contribute an amount other than those indicated, check the “Other” box and write the full amount of your pledge on the blank line.
I will give you another moment to complete Section 3 – Payment Information. 
Select your payment method. Please check only one box.
If you are making a down payment or paying your gift in full and enclosing a check today, write the amount on the Amount Enclosed line.
If you are paying by credit card or direct debit from your bank account, fill in your credit card/EFT information. You can also use this section to join the Perpetual Steward Society, which allows you to give a recurring credit card or EFT gift with no end date.
Please seal the envelope and keep the pencil separate.
We will now collect your pledge envelopes and pencils.
Thank you for your prayers and contribution to the Annual Catholic Appeal. May God bless you.

Optional:  Abbreviated Follow-Up weekend process
If a parish feels confident that the Commitment Weekend process was successful, the Follow-Up Weekend process can be modified. If making any modifications, please conduct the process as follows:
Announce before Mass begins – “If you have not had an opportunity to make a pledge to this year’s Annual Catholic Appeal yet, please take time before Mass begins to complete a pledge card. Everyone in our parish is asked to participate in the Annual Catholic Appeal and we are counting on you to join in the mission if you have not already. The cards are located ________________. Completed cards can be placed in the Offertory basket during Mass. Thank you.”
After the homily, the Presider announces that completed ACA pledge envelopes should be placed in the Offertory basket.
[bookmark: _Toc187327758]Processing of Pledges and Gifts
Shipping
At the end of Commitment and Follow-up Weekends, send all in-pew pledges directly to the Diocese of Madison (additional shipping instructions located at www.madisondiocese.org/appeal-materials).  Please ship within one week. Prompt submission of pledges ensures faster processing and mailing of the first pledge billing, allowing people more time to pay their pledges. Be sure to enclose a Parish Transmittal Form in each package. Please DO NOT open any envelopes prior to shipping.
Pledge Processing
Pledges are processed as soon as they are received. In-pew pledge envelopes are processed as quickly as possible. A small delay may occur due to the volume of pledges received from all parishes at the same time.
Monthly Reminders
On or about the first of each month, anyone who did not pay their pledge in full will receive a monthly reminder from the diocese. 
Thank you Letters
Every pledge should receive a thank you letter. People that pay their pledge in full as a one-time pledge will receive a thank you that includes their tax receipt as part of the letter. People that make their initial pledge without the full contribution enclosed are set up as a monthly contributor. If these people choose to pay their balance in full with their first monthly reminder or pay over several months, 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 pledge that was established as a monthly bill (anyone who did not pay their pledge in full at the time of establishing their pledge) will receive a tax statement in January. This will include anyone who originally made a pledge, received a monthly reminder, and then paid on their pledge in the previous year.
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 their gift.
Parish Reports
The Diocesan Hub is no longer being updated with ACA information.
Parish reports will now be sent out in weekly emails from Courtney Waack via Flocknote. This email will go to all Pastors/Parochial Administrators. If Pastor/Parochial Administrators or parish staff need additional information on this, please reach out to Courtney Waack – 608-821-4577 (Courtney.Waack@madisondiocese.org) or Jill McNally - 608-821-3039 (Jill.McNally@madisondiocese.org).
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 to ensure that the next monthly reminder is as accurate as possible. Monthly reminders are sent on or about the first of each month. All processing of pledge payments must be complete by the 25th of the month in order to be reflected on the next monthly reminder.
Payment Letter to Parishes
Parishes/pastorates may receive a letter from the diocese asking for assistance in researching donor payments. Periodically, notes are received from donors indicating 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.
Questions, Comments, and Requests for Assistance
If you have questions, comments, or need assistance with the implementation of the ACA, please call Courtney Waack – 608-821-4577 or Jill McNally 608-821-3039.

[bookmark: _Toc187327759]Linking Parish Ministries to the ACA
One effective way to communicate the purpose of the ACA is to help parishioners understand the connections that exist between parish ministries and diocesan ministries. These can be presented in many ways, including:
· Ask a parishioner who has benefitted from a diocesan ministry to present their experience to the rest of the parish during announcement weekend – the more a parish can do to put a human face to the ACA the better the chance of increased participation.
· Use your bulletin to present ongoing messages about specific connections to a particular ministry in your parish that the ACA supports.
· Remember to mention a particular ministry or service that has been supported by the ACA in your parish:
· Marriage Preparation – Support for couples engaged to be married. Assisting civilly married couples to receive the sacrament of matrimony in the Church. Offering retreats, like Witness to Love, to couples prior to their marriage as well as after marriage to strengthen their union.
· Camp Gray – Sending a child to Camp Gray during the summer not only gives them a week of fun, but also brings them closer to Jesus Christ by attending daily Mass, experiencing the beauty of God’s creation all around them, and building friendships that may last a lifetime.
· Campus Ministry – The Diocese of Madison hosts two campus ministry locations: St. Paul’s at UW Madison and St. Augustine at UW Platteville. These centers, along with FOCUS missionaries, emphasize the importance of keeping Jesus Christ in students' lives, especially as they pursue higher education away from family. These ministries become their family away from home and foster more vocations to the priesthood and religious life than any other ministry.
· Frassati Fest and Love Begins Here – Both of these programs focus on the youth in our diocese. Building the future leaders of our faith is critical. Frassati Fest is an annual retreat where teens have fun, pray and learn more about their faith. Love Begins Here puts their faith into action by providing a week of service to those in our diocese who may be in need. The ACA makes these programs possible.
· Liturgical Formation – Parishes around the diocese are working to strengthen their teachings on the Catholic faith through the Mass, in faith formation classes, and in receiving the sacraments. All these efforts are opportunities for education and materials that provide inspiration and that are administered through funding from the ACA. Our Worship Office provides training in parishes for Extraordinary Ministers of Holy Communion and Lectors.
· Go Make Disciples – As Christians, we are all called to be disciples and to go out and make disciples. The ACA supports this initiative by providing website directives, educational materials and leadership for evangelization committees. The ACA also provides parishes with mentors to assist evangelization teams and who act as liaisons to the bishop, complete with periodic check-ins via Zoom meetings.
· Totus Tuus - This summer Catholic youth program promotes the faith through evangelization, catechesis, and worship. This week-long Parish Summer Catechetical Program and Camps support parents and parishes in teaching youth. Totus Tuus focuses on igniting faith in young people and forming dedicated young adults for the Church’s mission.
· Called & Gifted™ - This discernment process is offered by the Catherine of Siena Institute. Called and Gifted™ workshops help Christians discern the presence of charisms in their lives. Charisms, or spiritual gifts, are special abilities that Christians receive from the Holy Spirit. Charisms enable one to represent Christ and to be a channel of God's goodness for people. Events like Called and Gifted™ would not be possible without support from the ACA.
· Mental Health Programs – The mental wellness ministries offered in collaboration between the Apostolate for Persons with Disabilities and Catholic Charities, and the diocese work to educate parishes and communities, train staff and volunteers, and accompany those affected by mental health challenges. 
· Divorce Support Ministry – Several groups have been started in the Diocese of Madison with the goal of providing guidance and support to Catholics during or after a divorce. The groups offer a space to speak openly, ask questions, and find comfort in a community that understands their experiences.
· Mobile Food Pantry – This program helps residents in rural areas stretch their grocery budgets providing produce, meat, and other necessities each month at parishes throughout the Diocese of Madison.
· Walking with Moms in Need – The goal of this ministry is to "walk in the shoes" of local pregnant and parenting women (and dads too) in need, accompanying them in friendship and helping to connect them with local resources. 
· Consider some of the following questions and if/how they pertain to your parish – they may reveal a connection you have not thought of before:
· Has your parish ever received a grant from the ACA? What was this money used for?
· Does your parish have a school? If so…support for the ACA helps our school retain and continue to educate good and faithful teachers; ensure the highest level of curriculum; support and promotion of the benefits of a Catholic education; Human Resources hiring support; Superintendent support and marketing and legal support.
· Has your pastor (or deacon, if applicable) participated in any continuing education or trainings? Many of these are provided by the diocese, funded by the ACA.
· Is your parish participating in a capital campaign? The ACA helps fund services to make diocesan staff members accessible to parishes who needed advice in these areas.
· Does your parish utilize any of the IT services that the diocese funds from the ACA?
· Does anyone in your parish utilize any of the 30+ programs offered through Catholic Charities for mental health, marriage and family counseling, drug and alcohol abuse counseling or the rural mobile food pantry? The ACA designates $440,000 to help support all the services listed above.
· Is your parish located in a rural area? If so…support for the ACA helps with specific concerns and challenges from our rural communities and all those who provide us with “Our Daily Bread,” including Rural Life Mass, Catholic Charities food pantry, liturgical support, and training for religious education volunteers.
· Does your parish minister to the Hispanic population? If so…support for the ACA helps to ensure our Hispanic population has the same opportunities as our English-speaking population. This includes religious education classes, Spanish Masses, Sacramental preparation, marriage preparation and retreats, and so much more. The recently launched Diocesan Pastoral Plan for Hispanic Ministry in the Diocese of Madison offers a more comprehensive mission statement and further information on initiatives and projects.
· Has Bishop Hying ever visited your parish or parish school? If so… when did he visit, what was the impact he had on your parishioners? Remind parishioners about the time(s) Bishop spent with them and how they appreciated his visit. Bishop’s visits are made possible by the support for the ACA.
· Does your parish normally go over goal? If so… focus on increasing participation in the ACA versus a level of giving. Remind your parishioners that their support for the Church includes the diocese and the importance of everyone’s participation. Give examples of participation in your parish, e.g., __ number of households participated out of ___ number of registered households. Encourage everyone to support the diocese and impress upon your parishioners how you would like to see this number grow at your parish.

This list is by no means comprehensive; instead, it is intended to present the diocese in a different way to people.
[bookmark: _Toc187327760]

Contact Information - Office of Stewardship and Development
General Annual Appeal Information
	Jill McNally – 608-821-3039 or Jill.McNally@madisondiocese.org
	Courtney Waack – 608-821-4577 or Courtney.Waack@madisondiocese.org
	
Case Statement Information
	Jill McNally – 608-821-3039 or Jill.McNally@madisondiocese.org
	Courtney Waack – 608-821-4577 or Courtney.Waack@madisondiocese.org
	
Parish Goals
	Jill McNally – 608-821-3039 or Jill.McNally@madisondiocese.org
	Courtney Waack – 608-821-4577 or Courtney.Waack@madisondiocese.org

Tax Assessment Information
	Maggie Opichka – 608-821-3027 or Maggie.Opichka@madisondiocese.org

Shipping Instructions
	Monica McCabe – 608-821-3042 or Monica.McCabe@madisondiocese.org 

Appeal Pledge Processing Questions
	Monica McCabe – 608-821-3042 or Monica.McCabe@madisondiocese.org 

Parish Appeal Reports
	Jill McNally – 608-821-3039 or Jill.McNally@madisondiocese.org
	Courtney Waack – 608-821-4577 or Courtney.Waack@madisondiocese.org

Year End Tax Statements
	Monica McCabe – 608-821-3042 or Monica.McCabe@madisondiocese.org 

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