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A rich description is found in the 1993
pastoral letter from the National
Conference of Catholic Bishops

entitled Stewardship: A Disciple’s Response.

The bishops call us to:
• receive God’s gifts gratefully;
• cultivate them responsibly;
• share them lovingly with others, and

return them with increase to God.

Stewardship includes the concept of
safeguarding — using wisely and justly —
our human and financial resources. It is
frequently expressed as a call to give our
time, talent and financial resources to God,
especially through the Church.

Scriptural components include “tithing”
and giving of our “first fruits.” Today we
frequently hear and read about the need to
practice “sacrificial giving” in order to
understand the importance, the priority, of
stewardship in our lives. We also know that
the spirituality of stewardship is closely
related to another critical element of our
discipleship, that is, evangelization —
bringing the Good News into all the strata of
humanity and, through its influence,
transforming humanity from within and
making it new. Stewardship is the basic
attitude and way of life, while evangelization
is the impact we have on the lives of others
by being living examples of the Good News.

Advocating stewardship does not mean
we ask our parishioners to relinquish all of

their possessions. Stewardship does require
education and the effort to connect
stewardship with our relationships.
Stewardship education is about how we care
for the possessions that God has entrusted to
us. Stewardship calls us to nurture our
relationships with God, our families, our
church, our workplace, our environment, our
suffering neighbors, our world. 

Stewardship is a personal response as
Christians to the Gospel call to conversion of
mind and heart. Stewardship is a faith
response to share all we have and thus to
participate fully in God’s plan for our world.

Stewardship is an expression of
discipleship — how we understand and live
out our lives. Whatever we are and possess is
in actuality God’s gift that we hold in trust.
God calls us to be collaborators in the work of
creation, redemption and sanctification. Jesus
enjoins us to live in witness to His love with
such an enthusiasm that we freely and
gratefully share our gifts with others.

Stewardship is part of our Catholic
tradition and who we are as Church. God is
the source of all we have and are, and we can
learn to see ourselves as sharing in the work
of God by the way we live, by the way we
use our time, talent and financial resources.
Stewardship calls for commitment and for
some of us that might mean a radical
conversion. We need to avoid the temptation
to make giving an end in itself. It is part of
something much larger.

The Why

What is Stewardship?
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B ishop Robert Morneau, speaking at
the Conference on Evangelization and
Stewardship for Parishes on April 12,

1997, listed seven signs of a good stewardship
parish:

1. Hospitality — Parishes need to
welcome warmly all members. Everyone has
something to contribute. Everyone is needed.
Communities known for the vitality of their
faith and for the quality of their service to
people in need invariably inspire others to
participate in ministry and to be generous in
financial support.

2. Prayer — The authentic steward must
be rooted in the sanctifying presence of
Christ, which, when recognized, embraced
and celebrated in prayer and in the
sacraments, becomes spiritual nourishment
and a bond of unity. The steward needs to be
sustained, above all, with constant contact
with the Christian community – the parish –
and with the opportunities that it offers for the
nourishment of the faith.

3. Stewardship Committee — Parishes
need a systematic way of infusing the
theology and practice of stewardship into the
life of the parish. This work involves
identifying opportunities for members of the
parish to share their time, talent and financial
resources, and establishing an ongoing
process for recruiting, recognizing and
thanking volunteers in all parish ministries.

4. Recommitment — Stewardship is
expressed not in a single program but, rather,
in a constant reminder to commit one’s very
self to the Lord. Annual recommitments
inform and form in order to transform
individual lives and the life of the parish.

5. Outreach — The parish as a whole
needs to set aside a portion of its resources to
serve persons in need in the parish, the
community, the Local Church, and the
Universal Church. Ideally, parish outreach
programs involve parishioners at the human
level and create opportunities for human
interaction.

6. Lay Witnesses — A key ingredient is
the personal witness of lay individuals who
have experienced a change of heart as a result
of their commitment to stewardship. Personal
witness is essential to building a solid
foundation for parish stewardship.

7. Accountability — Constant
accountability is fundamental to good
stewardship. Parish stewardship efforts
require a visible commitment to
accountability for the full range of parish
activities – from the way decisions are made
and carried out by parish personnel, to the
way resources are collected, managed, and
used.

Bishop Morneau stressed that, when these
seven elements are present, stewardship not
only works well but also renews parish life.

The Seven Signs of Stewardship
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A passage from Deuteronomy shows
how the Hebrew scriptures shape the
vision and lives of the people of God.

The issue of giving flows from that larger
context.

The First Fruits
When you have come into the land which

the Lord, your God, is giving you as a
heritage and have occupied it and settled in
it, you shall take some first fruits of the
various products of the soil which you harvest
from the land which the Lord, your God, gives
you, and putting them in a basket, you shall
go to the place which the Lord, your God,
chooses for the dwelling place of his name.
There you shall go to the priest in office at
that time and say to him, “Today I
acknowledge to the Lord, my God, that I have
indeed come into the land which he swore to
our fathers he would give us.” The priest
shall then receive the basket from you and
shall set it in front of the altar of the Lord,
your God 

Then you shall declare before the Lord,
your God, “My father was a wandering
Aramean who went down to Egypt with a
small household and lived there as an alien.
But there he became a nation great, strong,
and numerous. 

When the Egyptians maltreated and
oppressed us, imposing hard labor upon us,
we cried to the Lord, the God of our fathers,
and he heard our cry and saw our affliction,
our toil and our oppression. He brought us
out of Egypt with his strong hand and
outstretched arm, with terrifying power, with
signs and wonders; and bringing us into this
country, he gave us this land flowing with
milk and honey. Therefore, I have now

brought you the first fruits of the products of
the soil which you, O Lord, have given me.”
And having set them before the Lord, your
God, you shall bow down in his presence.
Then you and your family, together with the
Levite and the aliens who live among you,
shall make merry over all these good things
which the Lord, your God, has given you.

(Deuteronomy 26: 1-11; NAB)

T he context of giving here is that the
givers of the first fruits of the land have a

clear set of images that shape their notion of
God, themselves, and their world. God is a
liberator who frees the people from
oppression, protects them, and blesses them
with a fertile land. The people see themselves
as people who have been gifted. The world is
a gift and blessing. From these images, it is
natural that one of the fundamental attitudes
of the Israelites is gratitude.

What happened to the Hebrew farmer in
the book of Deuteronomy in the years when
there were bad crops, or when freedom was
threatened by invasion or despotic kings?
Wouldn’t there seem to be little to thank God
for at such times? It may not be all that
apparent that our lives are full of blessings.
The story of the multiplication of loaves and
fish in Mark’s Gospel is illustrative. It gives
us a theology of giving, but also a
fundamental shape of Christian
consciousness. From that orientation, giving
and the reasons for giving should flow.

Scriptural Background and Context
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The Loaves and Fish
The apostles returned to Jesus and

reported to him all that they had done and
what they had taught. He said to them,
“Come by yourselves to an out of the way
place and rest a little.” People were coming
and going in great numbers, making it
impossible for them to so much as eat. So
Jesus and the apostles went off in the boat by
themselves to a deserted place. People saw
them leaving, and many got to know about it.
People from all the towns hastened on foot to
the place, arriving ahead of them.

Upon disembarking, Jesus saw a vast
crowd. He pitied them, for they were like
sheep without a shepherd, and he began to
teach them at great length. It was now getting
late and his disciples came to him with a
suggestion: “This is a deserted place and it is
already late. Why do you not dismiss them so
that they can go to the crossroads and
villages around here and buy themselves
something to eat?” “You give them something
to eat,”” Jesus replied. At that they said, “Are
we to go and spend two hundred days’ wages
for bread to feed them?” “How many loaves
have you?” Jesus asked. “Go and see.”

When they learned the number, they
answered, “five, and two fish.” He told them
to make the people sit down on the green
grass in groups or parties. The people took
their places in hundreds and fifties, neatly
arranged like flower beds. Then, taking the
five loaves and the two fish, Jesus raised his
eyes to heaven, pronounced a blessing, broke
the loaves, and gave them to the disciples to
distribute. He divided the two fish among all
of them and they ate until they had their fill.
They gathered up enough leftovers to fill
twelve baskets, besides what remained of the
fish. Those who had eaten the loaves
numbered about five thousand men.

(Mark 6:30-44, NAB)

J esus gave thanks for the loaves and fish in
the midst of hunger and want. The image

is that God is faithful even in our times of
hunger, hurt and spiritual need. God is still to
be thanked no matter the circumstances in
which we find ourselves. To discern the
presence and the workings of God even in
desperate situations means we have developed
a deeper sensitivity to God’s presence. To
give thanks in bad times is to be shaped by a
deep faith.

Jesus as our model took what little he and
his disciples had and shared it with the
people. This central Christian mystery
ultimately is demonstrated by the death and
resurrection of Christ. When Jesus gave his
life for the world on the cross, life returned in
abundance, not only for him in his
resurrection, but also for all of us. When Jesus
gave thanks and blessed the five loaves and
two fish, took and shared it with others, there
was abundance. Following the example of
Christ, when we as disciples take the gift of
life, break it open and share it with others, life
returns abundantly. In the giving, life
blossoms, grows and returns multiplied.
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S tewardship is an aspect of discipleship,
Christ’s invitation to follow Him.
Stewardship is our response to Christ’s

call. We do well to create conditions for
Christ’s universal invitation, “Come, follow
me,” to be heard in a new way – including the
use of all of our resources. In stewardship,
there is a direct relationship between what we
believe in and why we give.

Stewardship calls us to gratitude,
responsibility and accountability for all of our
human and financial resources. It calls us to
make the best possible use of what we have
been given  through prudent planning and
careful allocation of resources so that we can
serve the community of faith in the most
effective and just way possible. Good
stewardship allows us to make decisions
about resources that are mission-driven rather
than crisis-driven. It also calls us to work
beyond our parish boundaries to share
resources and to cooperate with one another. 

We need to be responsible and
accountable to our baptismal call to holiness
and service. Service in parish life is about the
Spirit at its inner core. Buildings and budgets
do not provide the fire for making the Spirit
the central focus of the Christian life. The
faith community calls people to maturity and
responsibility, not only to receive the services
available but also to share what they have
been given.

If we as Christians could live with the
sense of the Cross in our pockets, at our
desks, in our checkbooks, or covering the
dials of our watches, we would radically
change our view of the stewardship of our
time, our talent and our financial resources.
To live as a steward under the Cross is to lose

oneself in the service of Christ. The life of
consistent stewardship becomes a life lived
for others.

If every dimension of life is lifted up to
God as a spiritual sacrifice, the monetary
aspect of giving would follow as naturally as
the opening of a flower in the warm light of
the sun. When giving is singled out as an
exceptional aspect of Christian living apart
from the larger context of living the mission
of Christ, it is devoid of its larger motivation
and meaning. Failure to give is never a matter
of the pocketbook; it is a matter of the heart.
“For where your treasure is, there your heart
will be also.” (Luke 12:34)

Stewardship is about our relationship with
God and with each other. To live as a
Christian steward is an expression of a mature
discipleship. To live as a follower of Jesus
Christ is to understand our relationship to
creation and to the abundant gifts which we
have received from God. We are stewards, not
owners; we are disciples, not the Master. We
are called to care for others and for the world
we share. We are called to share with a
willing heart, filled with love and gratitude
for the abundance we have been given. 

A reflection prepared from a variety of
source material by Patricia L. Young,
Director of Advancement, St. Francis
Seminary 

Stewardship as Discipleship
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T he goal of stewardship education is
that all members of a parish
community  will embrace

stewardship as a way of life. A strong
stewardship committee should lead the way. A
parish stewardship program requires:

• a stewardship committee of energetic
and committed volunteers;

• a Pastor / Administrator who embraces
the concept of stewardship and supports the
specific program chosen; and

• volunteers willing to share their time and
talent for the effort.

The responsibilities of the various people
who need to be involved with parish
stewardship are described in this section.

Diocesan Staff

T he Central Offices and agencies of the
Local Church often have been called the

“supply line” to the parishes. The Pastoral
Office for Stewardship and Development can
assist you with the tools for your stewardship
program. Our role is to provide you with:

• methods that can be used to conduct a
stewardship program;

• training for stewardship committees so
they are better able to implement a program;

• printed materials and “on-disk” samples
that can be adapted for individual parish use;

• individual counsel for parishes aimed at
tailoring a stewardship effort to their
particular needs; and

• regular communication about
stewardship issues.

We are in constant communication with

parishes and with other dioceses around the
country. These experiences can be shared to
improve the collective programs of all
parishes.

Parish Leadership:
Pastor / Administrator

Parish Council

T he commitment of the Pastor /
Administrator and Parish Council are

necessary in all phases of stewardship
renewal. Generally, people will embrace
biblical stewardship to the extent the pastor
and stewardship leaders inspire them. Some
ideas to consider:

• Spend time reading about and studying
stewardship in order to fully understand its
meaning and focus.

• Encourage the Parish Council to read
about and to study stewardship.

• Commit the parish to conduct an annual
stewardship effort of time, talent and financial
resources.

• Form a stewardship committee to
develop and implement the stewardship
program.

• Utilize diocesan training and consulting
services for parish staff, parish councils and
stewardship committees.

• Commit the parish to carry out
stewardship awareness efforts throughout the
year.

• Prepare stewardship homilies for the
stewardship weekends.

• Incorporate comments about stewardship
in homilies regularly throughout the year.

• Help to select lay witnesses and assist
with their training.

•Thank people for all they do to serve

The Who
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God by serving others.
• Pray that people in the parish will grow

spiritually as a result of their embracing
stewardship as a way of life.

• Encourage the parish as a whole to set
an example for individual parishioners by
giving a portion of its offertory to community
agencies and/or by committing to provide
volunteers for community projects.

• Work to ensure that stewardship is not
just a one-time activity, but continues as an
ongoing part of parish life.

• Publicly support all elements of
stewardship as a way of life for the parish.

• Evaluate “faithfulness” not “success.”

The Stewardship Committee

I n order for stewardship to be understood,
practiced and nurtured in the lives of

parishioners and in the life of the parish itself,
it is important to have an active Stewardship
Committee. We suggest that the parish form a
Stewardship Committee as a committee of the
Parish Council charged with the general
responsibility for stewardship awareness and
annual stewardship efforts, both for the parish
and for the diocesan biennial Fruitful Harvest
Appeal.

We suggest that the Stewardship
Committee not be placed under the auspices
of the Finance Committee because that tends
to put too much emphasis on the budgetary
needs of the parish rather than on the proper
focus of the individual’s spiritual
development and our inherent need to give.
Placing the committee with finance also tends
to emphasize financial giving and to neglect
the equally important aspects of time and
talent.

The committee should consist of six or
more members. It is recommended for
continuity that members be asked to serve a

term of three years.

Who is the ideal member? Try to recruit
people who are:

• involved in the parish;
• spiritually motivated;
• givers of time, talent and financial

resources;
• good communicators, both oral and

written;
• visionary – who have a sense of the

direction of the parish and the Church;
• comfortable talking about money and its

relationship to our faith;
• willing to implement accountability in

reporting back to parishioners; and 
• organized, reliable and creative.

The committee’s responsibilities should be
explained thoroughly to the person being
recruited. A parishioner who accepts
membership but later finds that the
expectations do not fit in with his or her
availability or skill set ends up to be inactive
or eventually resigns. 

Being a member of the Stewardship
Committee is a year-round responsibility
which is not limited to the annual stewardship
drives. 

Stewardship Committee Duties

T he following duties are suggested for all
Stewardship Committees.

1. Helps to choose the method best
suited for the parish’s annual effort at any
particular time. The parish climate, culture
and financial situation all should be examined
by the committee to select the best method for
allowing parishioners to make their
commitments of time, talent and financial
resources.
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2. Directs the implementation of the
method that is chosen for the stewardship
effort. This means active participation during
the two or three stewardship weekends a year
as well as helping to recruit additional
workers for mailings, phoning parishioners,
witnessing at liturgies, preparing printed
materials or training home visitors (if that
option is chosen).

3. Ensures that those who volunteer
their time and talent are contacted by the
appropriate committees or commissions.
The way to kill a successful stewardship
program is to ignore people’s offers to help. It
is essential that volunteers be invited
personally to become involved. The
committee’s job is to stay in regular
communication with staff and committee
chairs regarding volunteer contacts.

4. Evaluates stewardship and awareness
efforts annually. All elements of the
stewardship efforts need to be evaluated.
Review comments, criticisms and questions
that are received through the course of the
program. Evaluate the written materials used
throughout the year including letters,
brochures, bulletin announcements, and
articles. The Pastoral Office for Stewardship
and Development would be happy to assist
the committee with this process.

5. Integrates stewardship into parish
life throughout the year. Stewardship needs
to become an integral part of the fabric of
the community. Publishing brief stewardship
thoughts in the weekly bulletin, providing
literature on stewardship for the parish book
racks and working with the liturgist and
priest(s) to integrate stewardship into the
Prayer of the Faithful and into homilies are
some of the ways to keep stewardship in the
consciousness of the parishioners. (Sample
prayers are located in the What section.)

6. Develops a system to include new
parishioners in all stewardship activities.
Work with the parish staff and volunteers who
are involved with the welcoming program to
ensure that all new members are given time,
talent and financial resources materials and
any materials on the theology of stewardship
that have been distributed to the parishioners.

7. Promotes stewardship as part of the
diocesan Fruitful Harvest Appeal. Most
parishes have a “Fruitful Harvest Chair” but
we urge this function to be made a part of the
entire parish stewardship effort.

Lay Witnesses

S tories and testimonials delivered to the
entire congregation by individuals whose

lives have changed as a result of stewardship
are essential. Stewardship is a part of the
internal change of heart or conversion process
talked about in Scripture. The Old and New
Testaments are filled with stories of real
people who became aware of the need to put
their faith into action.

Parishioner testimonials send a strong
message to the faithful about giving of
oneself and one’s treasures (time, talent and
financial resources) in gratitude for what God
has given them. People are motivated by
hearing that stewardship is working for other
people, people with whom they can relate.
Christians throughout history have been
raised to a new level of awareness by hearing
how a deeper sense of spirituality has taken
over the lives of people just like them.

Parishioners who are selected will need to
believe and practice stewardship, i.e., give of
their time, talent and financial resources. They
need to relate well to other parishioners, feel
comfortable speaking to a large group about
their personal experiences, and be enthusiastic

B-3



about their contribution to parish stewardship.

It will be important for them to meet with
the Pastor / Administrator about how to
present the message of stewardship. They
likely would benefit from reading Scriptural
passages about stewardship as well as other
source material. (Suggested Scriptural
readings and a stewardship bibliography are
located in the What section of this manual.)

The presentation should be written out, be
5-7 minutes in length, and show how they
relate their faith to their gifts of time, talent
and financial resources. Although their talks
will be based on personal experience, the
witnesses may find it helpful to review the
sample presentations provided in the What
section.

Volunteers

F ostering stewardship in the parish
throughout the year requires help. While

the committee keeps the “big picture” in
sight, and does some of the activities, it is
important to recruit other volunteers to
perform some duties.

The level of involvement required from
volunteers is dependent upon the method
chosen. 

The Home Visit method requires a large
number of volunteers. Some will serve as
coordinators and must give several hours a
month for three or four months. Others will
volunteer to be Home Visitors and will have
to give only a few hours over a week’s time
once per year.

If you choose to do telephone follow-up,
you need to recruit articulate parishioners for
a night or two of work. All methods,
including the direct mail option, require
clerical assistance for computer work,

envelope stuffing, and file maintenance.
Others should be recruited for their artistic
gifts and writing talents. Brochures, posters,
and handouts are all part of the process.

Explanations of the role the volunteers
play are located in the How section under
each individual method. Formal job
descriptions are printed in the What section of
this manual.

Paid Stewardship Staff

T here may come a time when the parish
will want to consider adding a paid staff

position for stewardship. If a program is
growing at a rapid rate, many volunteers are
coming forward, and record keeping has
overwhelmed existing staff, it may be wise to
hire a part-time or full-time coordinator. 

Adding a paid staff member provides a
measure of consistency and accountability
that may be missing with an all-volunteer
effort.
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T here are many ways to communicate
the message of stewardship to the
members of a parish. The programs

contained in this section detail different
approaches parishes can use to foster
stewardship to its congregation.

Because each parish in the Diocese of
Lafayette-in-Indiana has a distinct culture and
circumstances, it is best that the parish choose
its own method of securing commitments of
time, talent and financial resources. What is
universal and constant, however, is the
meaning of stewardship and the need to
communicate that message to parishioners.
The Pastoral Office for Stewardship and
Development can assist in conducting
workshops and also works individually with a
parish to tailor a program that is the right fit
for an individual parish.

This section describes three ways to
enhance stewardship:

• In-Pew Commitment with Mail and
Phone Follow-up 

• Home Visits with In-Pew and/or Mail
Follow-up

• Direct Mail with Phone Follow-up

Elements of the different methods can be
combined to produce the proper approach for
a parish.

As stewardship at a parish grows and
matures, alternate methods can be employed
to keep the message fresh. For example,
parishes that have been doing direct mail for
two years may want to move to in-pew. Some
may wish to try home visits every three or

five years. If stewardship is kept in the minds
of parishioners all year, the method for the
annual “drives” can be changed to match the
circumstances of the parish.

Constants of All Programs

Prior to describing the three methods, we
are including the constants for all of the
programs.

The Continuous Message:
Stewardship Throughout the Year

S tewardship must be kept as a focus
throughout the year, not just on

Commitment Weekends. The congregation
needs to be reminded that stewardship is not a
“program” that they can focus on once or
twice a year. Rather, stewardship is a personal
response to the Christian’s gratitude and
desire to give. It is a way of life, week in and
week out.

There are various ways that the message
of stewardship can be reinforced throughout
the year. Some of these possibilities are as
follows:

• Add regular bulletin announcements.
“Stewardship Thoughts” are simple
reflections of one or two lines that can be
included in a Stewardship Corner of the
parish bulletin. (Samples are in the What
section.) Also included should be a report on
parish collections to date, the total as it relates
to the parish goal and whether there has been
an increase or decrease in giving from the
previous year. This kind of reporting keeps
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stewardship as an active issue.

• Publish parish newsletter articles. If
your parish has a monthly or quarterly
newsletter, you could include articles on
stewardship. Ideas for articles include
profiling an individual or couple in the parish
who live their lives committed to stewardship,
developing a “Q and A” on stewardship, or
reprinting national articles on the topic.

• Integrate stewardship into the liturgy.
The presider occasionally, as appropriate, can
incorporate comments about stewardship in
homilies. In looking at the three-year cycle of
Gospel readings, there is at least one Gospel
about a stewardship-related message during
most months. Prayers of the Faithful also can
encourage support for stewardship. (See the
What section for samples.)

• Make publications available to
parishioners via the parish book store or
book racks. (See the What section for a
stewardship bibliography with ordering
information )

• Offer stewardship education programs
occasionally after Masses. These can include
talks, video showings (see Bibliography) and
Scripture readings.

Preparations Common
to All Programs

T he three processes for facilitating
stewardship all require preparation prior

to implementation. The following
preparations are common to all methods.

List Management

A n accurate parish mailing list is essential
for communication. Since mailings are

sent regularly at most parishes, your mailing
list should be relatively up-to-date. If it is not,
the parish should take the time to make the
list more accurate. Any mailing list becomes
out of date rapidly; in the United States it is
estimated that 20% to 25% of the population
moves in any given year.

The most common mechanism for
updating a list is to send “Return Service
Requested” mail (address correction) twice a
year. Because mail is forwarded for one year,
each Return Service mailing will catch those
who have moved. When utilizing this service,
parishes will receive back mail with new
addresses. These pieces are not forwarded,
and you will have to re-send them. Thus, it is
a good idea to use Return Service  when the
information sent does not require an
immediate response or does not announce an
event that is to occur in the very near future.
There is a per-piece charge for every letter
that is returned.

Another way to ensure an accurate list is
to have “We’ve Moved” cards available in the
church. Call attention to these cards in the
weeks leading up to the stewardship
weekends. Finally, the Pastoral Office for
Stewardship and Development updates parish
mailing lists every day based on the mailings
we do for the Fruitful Harvest Appeal, or
other related mailings. If you update your list
with us regularly you also will receive these
corrections.
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Mail Techniques

A ll three methods utilize mail at certain
points. Mailings should be as personal

as possible.

Try to avoid mailing labels. Run the
envelopes through your printer if possible. If
this is not possible and typing is too time
intensive, try using clear mailing labels or a
distinctive font.

Letters should use salutations that reflect
the way your parishioners prefer to be
addressed. Most people prefer to receive mail
using their first names (e.g. Dear John &
Mary rather than Mr. & Mrs. Smith). Even the
envelope is more warm and personal (and
therefore more likely to be opened) if it is
addressed to John & Mary Smith, 320 Main
Street.

In general, mail should be sent first class,
preferably with a stamp instead of metered
postage. Reduced cost stamps for presorted
first class mail are available from the post
office. The old direct mail adage is true: “A
third-class mailing will get only a third-class
response!”

Letters should be short and simple. One
page is generally best. Avoid redundancy. Be
friendly, warm and clear. Flowery language
and superlatives are usually inappropriate.

Always provide a response mechanism if
you want a response. Have return envelopes
and post cards addressed to a person, not an
office.

Time and Talent

T he Time and Talent elements of
stewardship are every bit as important as

that of Financial Resources. Providing a
unique focus for Time and Talent is critical to
engaging parishioners at a more involved and
personal level. The donation of time is often
immeasurable and in many ways even more
valuable than money in terms of its results on
parish life. Imagine the ministries of a parish
such as worship, human concerns and
religious education for adults and children
without the participation of volunteers! It can
be argued that the gifts of oneself through
Time and Talent are at the very core of a
parish’s vitality and effectiveness.

A natural by-product of participation is
that people will feel more involved and
invested and thus give more of their financial
resources. This should not, however, be the
goal of a Time and Talent effort. It should be
viewed as an end in and of itself and the
monetary increases as a welcome bonus.

The communication of clear, sufficient
and accurate information is critical to
enlisting volunteers. Do not give parishioners
an indecipherable list of committees that need
help or activities that will be occurring. Give
them information regarding the time
commitment, the time of year their help is
needed, or the types of skills needed. People
are reluctant to commit to something when
they have no idea what they are getting
themselves into or for how long!

Preparing a Time and Talent Catalog and
having a Ministry Fair are two ways to inform
parishioners of the many volunteer
opportunities available in the parish.
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Time and Talent Catalog

T he Time and Talent Catalog should be
prepared several weeks prior to

Commitment Weekend and should include
input from the chairs of all ministries and
committees. 

These steps should be followed when
preparing a catalog:

1. Develop a master list of committees,
ministries and activities in the parish.

2. Send a survey to the chairs of these
groups. Ask them to provide a description of
the activity / ministry, the frequency of
meetings or functions and the role and
responsibilities of the volunteers who join. If
there are different positions within the group,
all should be defined and the time
commitment clearly spelled out.

3. Some people are unwilling or unable to
commit to a certain group or committee. A
separate listing of “talents” or special skills
people have that they would be willing to
share on an as needed basis by any group that
required them should be included. Examples
of these types of skills are word processing,
desktop publishing, photography, accounting,
maintenance, etc.

4. If you don’t have an existing list of
activities or your parish has not surveyed
parishioners as to their thoughts on parish life
recently, you may wish to hold a parish town
hall meeting to receive input from
parishioners before writing your catalog.
During this meeting, you will be able to
discover what parishioners think about
existing services and what they feel is lacking
in the parish. Diocesan staff can help you plan
your town hall meeting.

5. If you utilize the Parish Data Systems
(PDS) computer program or another computer
application, code each volunteer opportunity
in the catalog with a number. You will then be
able easily to extract lists for the committee
chairs of those who volunteered for their
activities.

Parish Life or Ministry Fair

A Parish Life or Ministry Fair is an
opportunity for parishioners to meet

firsthand those people currently involved in
parish activities, to get more information
about the various ministries, and to ask
questions. Fairs can enhance greatly the
annual time and talent renewal. Fairs also
provide two things your parishioners probably
need: a social gathering and information
about parish life that should be known by as
many people as possible. 

Follow the steps listed below to have a
successful Parish Life/Ministry Fair:

1. Pick a date for the Fair that is far
enough in the future to allow for thorough
planning and publicity. A Sunday morning
from the end of the first liturgy until an hour
after the last one is often a good time to hold
the Fair. Ideally, the Fair should be held
shortly before the Commitment Weekend.

2. Contact all of the chairs of existing
activities/ministries to participate in the Fair.
All should be contacted personally, not just by
mail, in order to get a maximum response.

3. Ask all participants to provide a display
and request that it be staffed for the entire
time by volunteers. Those staffing the booth
should be knowledgeable about the group’s
activities and be able to answer questions
from prospective volunteers. Literature
distributed by the group should include a
name and phone number of someone who
would be able to answer questions.
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4. Advertise the Fair several weeks before
it is scheduled. Have the presider promote it
from the pulpit.

5. Be sure to provide refreshments (coffee,
juice, donuts, rolls) for all who attend. Food
helps to draw a crowd!

6. Send out the Time and Talent Catalogs
before the Fair so parishioners are familiar
with the volunteer options. Have additional
copies of the catalog available at the Fair.

7. Take pictures of the displays that were
most effective. This will help groups plan for
the following year’s Fair.

Commitment Forms

C ommitment forms should be easy to fill
out and should correspond with the

entries in the Time and Talent Catalog. It is
also important to ask each appropriate person
in the household to sign up for time and talent
opportunities. You can achieve this by having
each eligible person fill out a form or by
having one form filled out per family. If you
choose the latter method, have each person
list his or her name on the form next to a
numbered line. The volunteer then uses that
number to sign up for an activity. 

An example of this method:
List all persons in your household who

will be giving of their time and talent:

1. John Smith
2. Mary Smith
3. Billy Smith
4._________________
5._________________
6._________________

Write the corresponding number of the
persons volunteering for a ministry in the

space before that activity.
Liturgy Ministries
__3___ Altar Server
__2___ Lector
______ Choir Member
______ Minister of Holy Communion
__1___ Usher

As mentioned earlier, a separate part of
this form can contain listings of talents that
could be used by many different ministries.
Some volunteers may be more comfortable
offering to use a specific skill such as writing
or photography rather than committing to a
specific group. The more options people have,
the more likely they will volunteer.

A sample Time and Talent Commitment
Form is in the What section.

Discerning Talents

A t times, people are unsure of their talents
and need help identifying them. One

way to facilitate this is to provide parishioners
with a talent inventory (sample in the What
section). The respondents fill out the survey,
return it, and are then matched by the
Volunteer Coordinator with ministries they
may want to consider. The parishioner
chooses from this shortened list and returns it
to the Coordinator.

Financial Resources

Weekly Envelopes

I t is essential that the weekly envelope
design and distribution method be

evaluated before the stewardship effort is
launched. If giving levels are included on the
front of the envelope, consider raising the
lowest level to better reflect what people
should be giving rather than what they are
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giving. $15 to $20 is the lowest we
recommend. Another common mistake is to
set the highest option too low as well. Many
parishes set the levels too low and people are
only too quick to think that’s all we are asking
of them.

A blank space is always provided.
Parishioners whose circumstances prevent
them from making a $15 weekly gift have the
opportunity to fill in the amount they are able
to contribute.

Envelopes should be mailed to
parishioners monthly or bimonthly rather than
sent out annually. Even more ineffective is to
put the envelopes out in the back of church
and ask people to pick them up. The objective
is to have the envelopes reach the most people
in the most timely fashion. If the envelopes
are sent monthly, bimonthly or even quarterly,
parishioners are reminded regularly of one of
their stewardship opportunities; new
parishioners are also up to date with their
envelopes; and people are less likely to
misplace them.

Sacrificial Giving Cards

C ards for committing to sacrificial giving
must be prepared regardless of which

method is used for securing gifts. Parishioners
should be asked to commit to giving weekly.

Another option for Sacrificial Giving
Cards is to use the Take-a-Step approach
(form in What section). This lists a variety of
income levels and the corresponding weekly
gifts for each percentage of income the
contributor wishes to contribute. Parishioners
are asked to Take a Step, that is, to consider
moving up a half or whole percentage in the
amount they give to the parish. (Suggested
weekly offerings and Sacrificial Giving Cards
are included in the What section.)

If you will be suggesting increased levels
of commitment through personalized direct
mail, you should tailor your Sacrificial Giving
Cards to the individual contributor. (Example
in What section.)

Monthly Payment Method

O ne pastor, in another diocese, pioneered
a monthly method of parishioner

payment. This pastor realized that many of his
parishioners were used to paying bills on a
monthly basis and that some would appreciate
the convenience of receiving a monthly
statement which they would be able to return
with their contribution. Father’s experience is
recounted in the What section.
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O nce preparation is complete, the
parish will follow the method it has
determined is best suited for its

particular circumstances. 
These methods, which secure the Time,

Talent and Financial Resources commitments
of parishioners are as follows:

Method 1: In-Pew Commitment with
Mail and Telephone Follow-up

Method 2: Home Visitation with In-Pew
and/or Mail and Telephone Follow-up

Method 3: Direct Mail with Telephone
Follow-up
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Implementing the Methods

Method 1:
In-Pew Commitment with Mail

and Telephone Follow-up

T he In-Pew Commitment Method
provides a communal stewardship
opportunity. The congregation makes

its commitment in a process of parish
solidarity. This method also includes
provisions for those who are unable or who do
not always attend weekend liturgies. This
method is effectively launched with
Announcement Weekend.

Preparations

Bulletin and pulpit announcements should
be made the weekend before Announcement
Weekend. These can be brief, simply pointing
out that the next two weekends will be
Stewardship Weekends.

Announcement Weekend

A committee chairperson or member of the
parish Stewardship Committee should present
a brief report at all Masses on Announcement
Weekend, the weekend before Commitment
Weekend. This report should take
approximately two minutes and touch on the
following points:

• The purpose of the commitment of time,
talent and financial resources.

• The date when all parishioners will
receive a stewardship brochure in the mail.

• The fact that the parish budget and
information on time, talent and financial
giving information are contained in the
brochure.

• A reminder that at each Mass on
Commitment Weekend, one member of each
family should complete a Sacrificial Giving
Card and that each family member (above the
minimum age) is encouraged to fill out a Time
and Talent Commitment Form.

Homily

The presider’s homily, based upon the
readings of the day, should touch on moving
away from giving-to-need and moving toward
understanding stewardship as a way of life. It
should stress that all that we have has been
shared with us by our God and stewardship
teaching obligates us to care for all of the gifts
we are given, to use them well, and to share
them generously.

The homily should clarify the fact that



commitments during Stewardship Weekend
provide an opportunity for all parishioners to
reflect upon the gifts they return to God. We
should urge our parishioners to consider
prayerfully if their gifts are sufficient to
demonstrate an attitude of gratitude.

The homily should make the point that
sharing of time, talent and financial resources
are a part of stewardship as a way of life. Our
act of giving is a step forward on a journey
toward eternal life.

Brochure Mailing

A brochure is to be mailed to each family
the week prior to Commitment Weekend. The
brochure for in-pew parishes should include
samples but not actual Time and Talent
Commitment Forms or Sacrificial Giving
Cards.

The brochure should be sent using first
class postage in order to assure that every
parish family receives their information no
later than Thursday or Friday of that week.

Arrangements

It will be necessary for the parish
committee to secure enough pencils, #10
envelopes, and commitment materials for all
the Masses on Commitment Weekend.

The parish committee should meet with
the ushers and/or others involved in
monitoring the process for each liturgy. It is
suggested that at least one member of the
Stewardship Committee be present at every
Mass to ensure that there are sufficient Time
and Talent Commitment Forms, Sacrificial
Giving Cards and pencils available in each
pew. In addition, the committee should ensure
that the responses are properly secured after
each Mass. Again, be sure that there are

plenty of blank #10 envelopes into which
people can place their responses in
confidence.

Commitment Weekend: 
The In-Pew Commitment Process

T he Chair or another member of the parish
Stewardship Committee should speak at

each Mass. The speaker need not say any
more than the information contained in the
following script. It should be read
immediately after the Prayers of the Faithful.
Please use a slow pace. Take a five- to 10-
second pause where “pause” is indicated.
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Good morning.
My name is ______________________

and I am here to assist you as you make your
stewardship commitment to our parish.
Hopefully, everyone has taken some time to
read the publicity in the parish bulletin
announcements and the brochure that was
mailed to you earlier this week. If you did not
receive a brochure in the mail, you may not
be an officially registered member of our
parish. If you did not receive the mailing,
kindly print “No Mail” at the top of a
Sacrificial Giving Card along with your
phone number. Someone will contact you to
make sure that you are listed correctly on the
parish census.

As our parish enters this program, we
hope that everyone has prayerfully considered
the gifts that they have received from God
and in turn, will share a generous portion of
them with our parish as it carries out the
Lord’s work in our community.

Would one designated member of each
family pick up a Sacrificial Giving Card and a
pencil?

(PAUSE. Look around to make sure that
you do not need to direct an usher to someone
who needs supplies.)

Carefully print your name in the space
provided.

(PAUSE)

Now, carefully print your address.

(PAUSE)

Please check off the amount of the weekly

financial gift that you will share with our
parish in (year). If the amounts provided do
not reflect your intended weekly offering,
then fill in another amount on the line marked
“other.” It is important to indicate a weekly
amount even if you intend to give monthly,
quarterly, or annually.

(PAUSE)

Now, I ask that all over the age of ____
pick up a pencil and a Time and Talent Form.

(PAUSE)

Carefully print your name and address.

(PAUSE)

Check the ministry, or ministries, in which
you wish to serve.

(PAUSE)

Now, please fold your Time and Talent
Form and insert it into a blank envelope. If
you are the family member in possession of
the Sacrificial Giving Card, kindly insert that
into the envelope as well. Seal the envelope
and place it in the collection basket as it
comes to you.

On behalf of our pastor / administrator,
the parish staff, the Parish Council, the
Finance Committee, our trustees and the
committee for the Parish Stewardship
Program, I wish to thank you for your
continuing generosity. 

May God bless you all.
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Follow-up Weekend

O n the weekend following Commitment
Weekend, a member of the parish

Stewardship Committee should be available at
a specific parish location immediately
following each Mass.

A post-communion announcement should
be made, calling parishioner attention to the
fact that follow-up on the stewardship
commitment process continues. The
announcement should indicate that all
parishioners are encouraged to complete
forms so that the parish will not need to
undertake extensive follow-up procedures.
The announcement should include that
parishioners have the option to make no
commitment, but they should indicate that on
the card to avoid a contact during further
follow-up procedures.

The person charged with the responsibility
of recording the data should be sure to cross-
check the accuracy of individual family
addresses as well as to look for the words “No
Mail.” The committee and parish staff should
decide who will assume the responsibility for
contacting the “No Mail” parishioners in
order to have them officially register.

Follow-up Letter
A sample follow-up letter is provided in

the What section of this manual. It is
suggested that this letter be sent along with
appropriate enclosures to anyone who did not
fill out the cards on Commitment or Follow-
up weekends.

The parish should make sure that it
requests a return of any undeliverable mail.
This will allow the parish to update their
census even further.

“Stay the Same” Letter
A sample “Stay the Same” Letter provided

in the What section of this manual must be
sent to contributing parishioners who have not

returned commitment materials. As with any
communication regarding contributions, you
will have a few families call and express their
displeasure in receiving such correspondence.
Simply apologize. Other families who receive
this letter may decide to increase their
financial commitments or at least will be
prepared to receive their reminders each
quarter.

Failure to use this letter will result in
more work for the parish office staff who will
be required to sort out those parishioners who
did not complete commitment materials prior
to sending the quarterly reminders.

Gift Confirmation Letter
A sample Gift Confirmation Letter is also

located in the What section. The use of this
type of letter is essential to the success of the
program. It should be sent within two weeks
after receiving commitment materials from a
parishioner.

Telephone Follow-up
After the initial follow-up letter has been

sent but before the initial reminders are sent
out, you may wish to utilize a telephone
follow-up strategy to maximize the number of
commitments you receive.

Effective telephone follow-up is best done
in a group setting with 10 to 12 volunteers.
Good times to call are Sunday or Monday
evenings from 7 p.m. to 9 p.m. Prior to the
calling, the leadership should meet for a half
hour with the volunteers to go over the
sample script, recording cards and answers to
common questions asked by parishioners
(these materials are located in the What
section).

Volunteers should not be given cards to
take home for calling. Very often these calls
don’t get made and accounting will be
difficult. Anyone who is not reached during
two or three nights of calling should receive a
“Stay the Same” letter.
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Overview

H ome visitation provides an effective
opportunity for all members of the
parish community to receive an

invitation to experience a personal contact
regarding their commitment to stewardship as
a way of life. Even those who attend liturgies
regularly and participate in parish life will
benefit by a few minutes of stewardship
contact. Also, the simple act of visiting
provides a significant sign of Christian
witness to our being disciples of Christ.

Some parishioners who will be visited
will not have been actively involved in parish
life. In studying parish records, it is not
unusual to find that 40% to 50% of parish
households show no record of participation.
Contact with inactive Catholics serves an
important pre-evangelization function. It
represents the only effective way to facilitate
additional contact with them.

Should this “empty pew” phenomenon
bother us? Should we care whether or not
those who are inactive return to the practice
of their faith? The answer is a resounding
YES! The reason? Non-practicing Catholics
can benefit from hearing the Gospel in a
more complete way and from participating
more fully in the faith life of the Church.

Home visitation is designed to reach
beyond the simple task of giving people an
opportunity to commit their time, talent and
financial resources. Parishioner contact begins
when they receive a four-page brochure which
explains the program. Enclosed with this

brochure are the following items (samples are
located in the What section):

• A Parish Census Form which includes
sacramental status and Mass attendance
questions for each family member.

• A Personal Compliments & Concerns
Card which any family member can complete
and then seal in an envelope to be opened
only by a parish staff member.

• Time and Talent Forms to be completed
by members of the family.

Sacrificial Givng Cards are delivered by
the Visitor. A sample of this card appears
within the brochure so that the family will be
familiar with its layout prior to Commitment
Weekend. This also allows the family to
decide on the weekly amount they wish to
commit ahead of time.

All Sacrificial Givng Cards will be pre-
labeled so that the family need check off only
the amount they wish to commit and seal the
commitment card in a large envelope with the
census form and each family member’s Time
and Talent forms.

If a Personal Concerns Card is submitted,
“Personal Concerns Card” will be written on
the envelope by the family member. These
envelopes will be opened by a member of the
parish staff. The sealed envelope ensures that
the Visitor will not see any of the forms.

Visitors will be asked not to tell people
that they should give or how much they
should give. 
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Most visits occur during a two- to three-
hour period on the Sunday afternoon of
Commitment Weekend. Visitors are trained in
the morning, commissioned at the last
morning Mass on Sunday and asked to
contact approximately 10 parishioners (from a
pre-set list per Visitor) prior to a specific
hour, usually 3 p.m., when the Visitors are
asked to return completed materials to the
parish. Visitors are requested to attempt to
visit parishioners who were not at home on
Sunday only once more prior to the following
Friday.

If the parish is unable to recruit enough
Visitors to contact its entire community, the
parish can be divided in half, thirds, or
quarters. The parish then can conduct an in-
pew solicitation on the weekend after
Visitation Weekend. Those who have been
visited will be asked to be patient during the
few minutes it will take to walk the rest of the
congregation through the Sacrifical Givng
Card and the Time and Talent Commitment
Form. The parish needs to produce a brochure
to be mailed to all of the families who will
not be visited. Mail and/or telephone follow-
up methods also can be used.

Stewardship Committee member
qualifications and responsibilities are in the
Who section. Parishes engaging in home
visitation will be equipped with and
encouraged to use a follow-up letter, a gift
acknowledgment letter and reminder
processes that are identical to those that in-
pew parishes will receive.

Home Visit Rationale
William C. McCready, Ph.D., a noted

Catholic sociologist, has worked on several
survey research projects. His view is that the
normal resistance to home visitation programs
finds at its core several basic elements.

• The first element might be titled the
moving syndrome. Many in our society find
the need to relocate somewhat frequently. At
some point, the pain of leaving good friends
causes us to stop making them. In short, we
cease wanting to get to know our neighbors.

• The second element could be called the
fundraiser stigma. Most active parishioners
have been drafted into capital campaign
processes which have required them to visit
parishioners in their home to solicit large
amounts of money. Some do not welcome this
opportunity and therefore parishes sometimes
find it difficult to recruit Visitors.

• The third element is the church is for
weekends fallacy. It comes as no surprise to
parish staff members and very active
parishioners to find that average active
Catholics, especially in larger parishes, are
reluctant to take the parish to their own
neighbors.

Program Outline

T he Home Visit program will involve the
following steps: 

1. Recruitment and training of leadership.

2. Identification and recruitment of
prospects as Area Coordinators,
Neighborhood Coordinators and Home
Visitors.

3. Preparation of material including
financial reports for the brochure.

4. Preparation of materials to be delivered
and mailed.

5. Home visitations.

6. Completion of a mailing to parishioners
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who were not contacted.

7. Initiation of new giving levels.

8. Initiation of quarterly reminders and
contact made with new parishioners.

9. Annual update of commitments.

Organization of the Visitor Network
Your visitor network ideally should be

assembled as follows:

Area Coordinators .... 1 for every 250 families
Neighborhood
Coordinators ............... 1 for every 50 families
Home Visitors ............ 1 for every 10 families

In other words:
• Divide the number of visits desired by

10 to determine how many Home Visitors you
will need.

• Divide the number of Home Visitors by
five to determine how many Neighborhood
Coordinators you will need.

• Divide the number of Neighborhood
Coordinators by five to determine how many
Area Coordinators you will need.

Job descriptions for each position are
located in the What section.

Recruiting Volunteers

W hen developing a home visitation
program, many parishes decide that

they will recruit visitors only from the pool of
parishioners who are not currently involved in
other parish programs. This is not necessarily
the best approach.

First, Home Visitors should have a good
sense of the mission and ministry of the
parish. Second, the programs supported by
current parish volunteers certainly will benefit

from the additional funding and volunteer
resources that will be generated by the home
visitation program. Finally, the efforts of
individual Home Visitors are narrowly
confined so that only a limited amount of
time is required to fulfill them.

If the parish focuses on home visitation as
a priority, it will be able to secure more than
enough Home Visitors. In order to highlight
this focus, parishes should consider clearing
their calendars for the full week prior to
Home Visitation Weekend. The
Pastor/Administrator and Stewardship
Committee Chair should promote this
program to all ministry leaders. For example,
they should appear at least once before all
parish groups to discuss the program and
answer questions.

Volunteer Prospecting
Eight weeks before Commitment

Weekend, the Stewardship Committee Chair,
Coordinator of Volunteer Services, Clerical
Assistants and the Pastor/Administrator
should meet to identify and discuss a
volunteer recruitment plan.

Names of Area Coordinators are usually
very apparent to parish leadership. You may
or may not require a recruiting letter as
suggested in the Master Calendar. If you wish
to send a letter, simply adapt the letter
included within these materials that is
intended to be sent to Neighborhood
Coordinators. Typically, Area Coordinators
are directly recruited by the Stewardship
Committee Chair and the Pastor /
Administrator.

Then, you will need to identify at least
twice as many prospective Neighborhood
Coordinators as actually needed. This will
allow for the fact that at least half of these
individuals will say “no” when called. It also
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would be a good idea to identify several
additional prospects and hold them in reserve
in the event that anyone of your Area
Coordinators has a failure rate greater than
50% in their recruiting efforts.

The goal of this initial effort will be to
make a complete prospect list of the names,
addresses and phone numbers of 10
Neighborhood Coordinator prospects for each
of the Area Coordinators. A suggested list
format can be found in the What section.

Your group then should continue through
the parish census and indicate the names of
the best Home Visitor prospects. Because five
Home Visitors are needed for every
Neighborhood Coordinator, this list should
contain at least 10 prospective Home Visitors
for each Neighborhood Coordinator. Again,
your prospect list (found in the What section)
should be double the number of required
Home Visitors. Make copies of these lists as
explained above.

Recruiting Neighborhood
Coordinators

T he first task for the Program Coordinator
will be to assure that all of your Area

Coordinators are in place. You may wish to
follow the mail and telephone recruiting
process shown in the Master Calendar or you
may wish to work with the Pastor to contact
potential Area Coordinators individually.

In any event, all Area Coordinators must
be available no later than one month before
Announcement Weekend in order to begin
Neighborhood Coordinator recruiting. Any
effort that can be made to advance this
schedule will allow additional time for
recruitment of Neighborhood Coordinators
and Home Visitors.

As the parish recruits Neighborhood
Coordinators, you will need to be working on
the development of the Neighborhood
Coordinator Prospect List. 

Recruiting Ground Rules
Once those lists are ready and you are

about to mail the Neighborhood Coordinator
Prospect Letters, you should meet with the
Area Coordinators to review recruiting
ground rules with them:

1. Area Coordinators should be mailed a
sample of the Neighborhood Coordinator
Prospect Letter at the same time the letter
itself is mailed. This will be their signal to
begin recruiting.

2. Each Area Coordinator should have a
sample of the letter, his/her Prospect List and
a copy of the Neighborhood Coordinator Job
Description.

3. Area Coordinators should attempt to do
most of their recruiting in person.

4. Area Coordinators should assure that
the Neighborhood Coordinators’ time
commitment will be carefully managed.

5. Area Coordinators should share the
Neighborhood Coordinator Job Description
with their prospects so that they can read it on
their own.

6. Area Coordinators should assure
Neighborhood Coordinators that they will be
provided with a Prospect List of Home Visitor
candidates and that those candidates will
receive a letter prior to the time that they are
recruited.

7. Area Coordinators should assure each
Neighborhood Coordinator prospect that this
effort is going to be very different from any
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home visitation effort they may have
experienced in the past. The responsibility of
the Home Visitor is to hand parishioners a
Sacrificial Giving Card and a blank envelope.
Parishioners then will seal their Census
Forms, Personal Concerns Cards, Time and
Talent Commitment Forms and the Sacrificial
Giving Card in the envelope to assure
confidentiality of the information provided.

8. Prospective Neighborhood Coordinators
also should be assured that Visitors will not
be required to answer questions regarding the
parish budget. On Commitment Sunday,
Finance Committee members will be
available by telephone to answer questions of
this nature.

Neighborhood Coordinators will be
trained by the parish committee four weeks
prior to the beginning of visitation. In order to
meet this deadline, you will need to train your
Area Coordinators two weeks before this date.
Again, if this deadline can be advanced, you
should make every attempt to do so.

Included with this manual is a
Neighborhood Coordinator Training Packet.
This packet should be reproduced for all
committee members, Area Coordinators and
Neighborhood Coordinators. The sample kit
should be checked carefully for items which
need specific information. For example, the
parish must indicate the time and location of
Home Visitor training. It also must insert the
time of the Home Visitor Commissioning
Mass.

The parish is also responsible for the
following activities:

1. Completing the Home Visitor Prospect
Lists.

2. Assuring that the appropriate number of

Neighborhood Coordinators are in attendance.

3. Mailing the Home Visitor Prospect
Letter.

4. Assuring that Area Coordinators contact
Neighborhood Coordinators shortly before the
training workshops, making certain of their
attendance.

5. Filling in the time and place in the
appropriate spaces on the Neighborhood
Coordinator Training materials.

The parish is encouraged to schedule
Home Visitor training on the morning of
Commitment Sunday. Experience has shown
that training Home Visitors on Friday or
Saturday can result in a significant loss of
Visitors by Sunday afternoon. Further, it is
easier to get people to commit to a specific
block of time.

Thus, Visitors should be trained 1-1/2
hours prior to the last Mass on Commitment
Sunday. Training will take a little more than
an hour, and Visitors will have time to join
their families in the church. Visitors are
commissioned during the course of the last
Mass. Visitors then return to the training site
to pick up their materials and depart from
there to make visits.

Recruiting & Training Materials
The following items are contained in the

What section of materials:

1. Neighborhood Coordinator Job
Description: Be sure to provide a copy of the
job description to each Area Coordinator for
use during recruiting.

2. Prospect List for Neighborhood
Coordinators: A blank copy of this list is
included with these materials. The Prospect
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List is to be completed during the prospecting
meeting of your committee. One list should
be prepared for each Area Coordinator. Copy
distribution for record keeping purposes is
noted on the form.

3. Neighborhood Coordinator Prospect
Letter: During each phase of recruiting there
is an introductory letter sent to every
prospect. Prospect Letters are to be mailed to
Neighborhood Coordinator prospects six
weeks before Commitment Weekend.

4. Neighborhood Coordinator Roster: As
Area Coordinators recruit a Neighborhood
Coordinator, this name should be given
immediately to the Key Clerical Assistant.
He/she should then begin to fill in the Area
Coordinators’ Neighborhood Coordinator
Roster. Please note that, upon conclusion of
recruiting, three copies of this form should be
made and distributed as noted on the bottom
of the form.

5. Home Visitor Job Description: Please
complete the information and give one copy
to each of the Neighborhood Coordinators for
use in recruiting.

6. Prospect List for Home Visitors: Home
Visitor Prospects need to be selected for each
Neighborhood Coordinator required. Earlier,
we suggested that this process be
accomplished during the same time that you
are developing Prospect Lists for
Neighborhood Coordinators.

Once again, the Home Visitor Prospect
List needs to be completed and the four
copies need to be distributed as noted on the
bottom of the form. These lists should be
given to the Neighborhood Coordinators at
their training session.

7. Home Visitor Prospect Letter: These

Prospect Letters are to be mailed four weeks
before Commitment Weekend. A copy of the
letter sent to each Home Visitor should be
sent to that Home Visitor’s respective
Neighborhood Coordinator. When the copy of
the letter arrives, the Coordinator is assured
that their Home Visitor received it as well.
This will serve as the Coordinator’s signal to
begin contacting his/her prospects.

Neighborhood Coordinator Training

T he period of time allowed for recruitment
of Neighborhood Coordinators is very

brief. It will be important for the committee to
be ready to implement the Neighborhood
Coordinator training meeting on a timely
basis. This meeting should be held three to
four weeks before Commitment Weekend.
Please try to schedule the training meeting as
early as possible during that week. Several
tasks must be implemented simultaneously.

• First, the Home Visitor Prospect Lists
must be completed and appropriate copies
must be made. 

• Second, the Home Visitor Prospect
Letter must be mailed to arrive the day after
training occurs. 

• Third, a copy of the Home Visitor
Prospect Letter must be sent to every
Neighborhood Coordinator’s home in order to
serve as a signal to begin recruiting.

• Fourth, Neighborhood Coordinator
Training Packets must be reproduced in
sufficient quantity in order to provide one
copy for each committee member, Area
Coordinator and Neighborhood Coordinator.

On the Thursday or Friday prior to the
Neighborhood Coordinator training meeting,
the Regional Coordinator should call each of
the Area Coordinators in order to ask them to
call all of their Neighborhood Coordinators
and notify them of the meeting time and
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location. The Area Coordinators should
complete their calls over the weekend.

In the event that a Neighborhood
Coordinator cannot attend the meeting, the
Area Coordinator must take responsibility to
deliver the Neighborhood Coordinator’s
materials to him/her and explain the activities
that occurred at the training meeting,
deadlines, etc.

Meeting Room Arrangements
The meeting room should be arranged

with a head table, podium and one table for
each Area Coordinator. It is helpful to have
the appropriate Area Coordinator’s name
visible on his/her table. Area Coordinator
tables should be arranged so that everyone is
facing the front of the room.

Organization
The committee and the Area Coordinators

should arrive at least 30 minutes prior to the
meeting. Some Area Coordinators should be
asked to serve as “ushers” to point out where
each Coordinator’s table is located. They
should greet the Neighborhood Coordinators
as they arrive and direct them to the
appropriate table.

Home Visitor Prospect Lists should be
pre-assigned to each Neighborhood
Coordinator and should be attached to their
training materials. Give each Area
Coordinator their Neighborhood Coordinator
packets. Area Coordinators should be
instructed not to hand out these materials until
the meeting begins.

Please do not allow Neighborhood
Coordinators to select their own Home Visitor
prospects. This results in a logistical
nightmare and the meeting will take much
longer.

Training Meeting Agenda
Pastor / Administrator
The Pastor / Administrator should begin

with welcoming remarks, open the meeting
with a prayer, and introduce the Program
Coordinator.

Program Coordinator
The Program Coordinator should review

the background materials that will be
provided in the Neighborhood Coordinator
Training Packet. It is up to each Program
Coordinator to select which background
materials he/she wishes to highlight. The
Coordinator should be sure to indicate the
important responsibility that each
Neighborhood Coordinator has accepted.
Then, he/she should go through the Program
Overview, the Neighborhood Coordinator Job
Description, and the section entitled
“Neighborhood Coordinator’s Keys to
Success” which will detail all of the
information necessary for each Neighborhood
Coordinator to do his/her job effectively. The
Coordinator then will review the Home
Visitor Job Description.

Area Coordinators
The Program Coordinator will allow Area

Coordinators 10 minutes to review the Home
Visitor Prospect List and to inform the
Neighborhood Coordinators about the mailing
of the Home Visitor Prospect Letter. The Area
Coordinators and their Neighborhood
Coordinators will agree mutually on deadline
dates and any arrangements that are to be
made in the event that a Neighborhood
Coordinator needs more prospect names.

Conclusion
The Program Coordinator or

Pastor/Administrator will reconvene the
meeting, ask for questions and direct them to
the appropriate committee member, then offer
a final thank you and a closing prayer.
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Additional Prospect Names
Some Neighborhood Coordinators will be

more successful than others in their recruiting
tasks. Occasionally, Neighborhood
Coordinators will receive an affirmative
response from the first five people they call. It
is important to stress to all Neighborhood
Coordinators that they must call everyone on
their list, because everyone received a letter.
If a Neighborhood Coordinator is able to
recruit more than five Home Visitors, these
individuals can make up for Neighborhood
Coordinators who ended up with fewer than
five.

On the other hand, occasionally a
Neighborhood Coordinator will call all 10
prospects and receive mostly negative
answers. It is important to advise
Neighborhood Coordinators who receive a
negative response to their first three phone
calls that they should get in touch with their
Area Coordinator and practice their “pitch”
on the Coordinator before making additional
calls. Quite often people who are not used to
asking others for help will start with a
negative opening: “I don’t suppose you would
like to be a Home Visitor.” It is important to
catch these habits early and correct them.

Each parish should come up with an
additional list of Home Visitor prospects who
do not receive the initial mailing. These
prospects can be given to Neighborhood
Coordinators who have gone through all 10 of
their names and have not succeeded in getting
five Home Visitors. Since these names will be
given out late, there will be no time to send
them a Home Visitor Prospect letter.
Therefore, any Neighborhood Coordinator
who is given “extra” names must be sure to
adjust their approach to the prospect to
recognize the fact that they have not received
a letter.

If a parish has exhausted its recruiting
procedures and still is unable to secure all of
the visitors necessary, a final direct request
should be made to all parish staff, school
staff, ministry directors and volunteers. This
approach should stress the critical importance
of the visitation process and the absolute need
to have each one of them participate.

Route Preparation (Logistics
Coordinator)

The following steps should be taken to
prepare walk routes for the Home Visitors: 

1. Print out labels for each of your parish
families.

2. Affix these labels to each Sacrificial
Giving Card. Hopefully you have left room
for the label on the side of the card that the
parishioner will be completing. 

3. Using your grid system, the 9-digit zip
code or your local knowledge of the
geography, stack the cards in walk route
order. There should be no more than 10 cards
in each stack.

4. Rubber band or paper clip each stack.

5. Go back through the cards and
determine which walk routes will need to be
less than 10 houses. Remove the appropriate
number of cards from that stack and assign
them to adjacent stacks. The effort should be
to have fewer visits in rural areas and as many
as 12 visits in well-populated areas.

6. The Neighborhood Coordinators will
call or send in the names of the confirmed
Home Visitors. Each Home Visitor’s
Sacrificial Giving Card should be found in the
appropriate geographic stack. The Home
Visitor’s card should be moved to the top of
that stack and marked (in a specific location)
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with an initial or colored dot to indicate that
the individual is the Home Visitor.

7. The Sacrificial Givng Card stacks
should be placed in 9x12 brown envelopes
with the appropriate Home Visitor’s name and
the name of the Neighborhood Coordinator
clearly indicated on the envelope.

8. The envelope should be given to one of
the Clerical Assistants. This individual will be
charged with the responsibility of completing
the visit list by typing, printing or using labels
(a sample visit list is in the What section).
You will need to type your own master copy
of the visit list because you will need to fill in
the appropriate hotline schedule at the bottom
of the form.

9. The Clerical Assistant should have an
alphabetized printout of labels for every
family in the parish. Upon completing
preparation of the visit list, the Clerical
Assistant should place the one label on one
blank #10 envelope for each of the Sacrificial
Givng Cards. If a parish is providing a Parish
Census Form, and a Personal Concerns Card
with the Time and Talent Commitment Forms
to each family, you may wish to consider
using a larger envelope. 

10. The Clerical Assistant should retain
one copy of the master list so that a check list
of returned materials can be kept.

11. The Clerical Assistant should place the
appropriate Sacrificial Giving Cards (still
rubber banded), the Visit List, and the
appropriately labeled #10 envelopes into the
9x12 brown envelope.

12. The brown envelope should be
returned to the Logistics Coordinator.

13. Once the additional materials (listed

on the next page) have been assembled, the
Clerical Assistants, Logistics Coordinator and
Area Coordinators should complete stuffing
the envelopes.

14. All of the brown envelopes should be
grouped by Area and Neighborhood
Coordinator, then closed (not sealed) and
placed in a box to be held for the training
meeting. The Area and Neighborhood
Coordinators’ additional copies of the Visit
Lists should be kept in the same box with
their Home Visitors’ Kits.

Observation Form & Hotline
It would be difficult to attempt to train

Home Visitors to be able to answer all of the
questions that they will be asked during home
visitation. Home Visitors will have an
Observation Form (with the Home Visitor
Instructions) on which they can note
important items after the conclusion of each
home visit. It is suggested that Home Visitors
note any ministry questions or suggestions
that they are asked during their visits.

On occasion, questions will arise about
the parish budget. Experience indicates that
most of these questions are an attempt to
deflect making a commitment. Therefore, we
suggest that each parish ask a member of the
Finance Committee to monitor a phone
hotline to which parishioners may call and
ask questions regarding the budget. In this
way, Visitors will not have to learn budget
details and legitimate questions can be
accurately answered. In a parish of 1,000
families, one can expect only three to five
calls on Commitment Sunday.
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Parish Mailing

The following is a list of materials that
should be mailed to every parish family.

ONE (1) Brochure (sample in What
section)

ONE (1) Census Form (sample in What
section)

TWO (2) Time & Talent Commitment
Forms (samples in What section) 

ONE (1) Personal Concerns Card (in
What section)

ONE (1) Visit Notification Slip (in What
section)

Home Visitor Kit Materials

Each kit should contain the following
items:

ONE (1) set of Home Visitor instructions
(appendix of manual)

TWO (2) peel-off name tags

THREE (3) copies of the brochure
(sample in What section)

THREE (3) blank Sacrificial Giving Cards
(sample in What section)

FIFTEEN (15) blank Time & Talent
Commitment Forms (sample in What section)

ONE (1) pen or pencil

SIX (6) “While You Were Out” cards
(sample in What section) 

THREE (3) blank Parish Census Forms

(sample in What section)

FIVE (5) Personal Concerns Cards (in
What section) 

ONE (1) Observations Form (with Home
Visitor Instructions)

Note: The Stewardship Committee should
make sure that the Visitor’s List, labeled
Sacrificial Giving Cards and labeled
envelopes already have been included in the
Home Visitor Kit
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The Home Visitor’s List

Home Visitor __________________________________________________________________

Neighborhood Coordinator _______________________________________________________

Neighborhood Coordinator Phone __________________________________________________

Name(s)_____________________________ Name(s) __________________________________

_____________________________               __________________________________

Address _____________________________ Address __________________________________

______________________________________________________________________________

Name(s)_____________________________ Name(s) __________________________________

_____________________________               __________________________________

Address _____________________________ Address __________________________________

______________________________________________________________________________

Name(s)_____________________________ Name(s) __________________________________

_____________________________               __________________________________

Address _____________________________ Address __________________________________

______________________________________________________________________________

Name(s)_____________________________ Name(s) __________________________________

_____________________________               __________________________________

Address _____________________________ Address __________________________________

______________________________________________________________________________

Hotline Schedule
If you have questions about the parish budget,  call a member of the Parish Finance Committee

at (phone)________________ between ______ and______ p.m. Sunday
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Personal Compliments & Concerns Cards
Each parish can develop its own Personal

Compliments & Concerns Card from the
sample provided below. Personal
Compliments & Concerns Cards should be
printed on paper that is the approximate
weight of index card stock. These cards
should fit in a #10 envelope (letter size).

Your parish may wish to develop a card
that is more in the form of a questionnaire. In
the event that you choose to ask questions of
your parishioners, please be sure that you are
equipped to answer them. If you adopt the
questionnaire format, simply add a personal
compliments / concerns segment and provide
appropriate blank space for responses.

C-24

Church
Address

City/State/Zip

PERSONAL COMPLIMENTS & CONCERNS CARD

Please note any personal compliments and/or concerns that you would like to relate
directly to the parish staff. All items will be kept strictly confidential. In the event that
you use this card, please write “Personal” on the front of the response envelope to
assure that it reaches the parish staff.

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Visit Notification Slips
In order to enhance the likelihood that the

person to be visited will be at home, it is
recommended that the sample slips on the next
page be printed on brightly colored paper and
inserted in each envelope with the brochure,
census form, etc. A parish can edit this form to
accommodate the times during which visits
will be made. No mention should be made of

follow-up visits, since this will encourage
people not to be at home on Commitment
Sunday.

The slips should be printed on 16-pound
paper and should fit inside a #10 envelope
(letter size).



Church 
Address 

City/State/Zip

COMMITMENT SUNDAY SCHEDULE

A Home Visitor will come to see you between the hours of______ and _______on
___________________________. Please make every effort to be at home during
these hours.

Prior to the arrival of the Home Visitor, please complete the enclosed Parish
Census Form and the Time and Talent Form. Please prayerfully consider the level of
weekly support that you wish to provide to our parish. Your Visitor will bring your
Sacrificial Giving Card and an envelope to seal all of your information.

In the event that you have any personal concerns, please feel free to note them on
the card enclosed.

All of the responses you provide will be kept confidential.
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In the event that your parish finds that you
were not able to visit all of your families,

please use the card shown below to notify
those families who will not be visited.

Church
Address 

City/State/Zip

NOTICE TO HOUSEHOLDS NOT TO BE VISITED

We will not be able to visit your home on__________________. Because we did
not have enough volunteers to visit the entire parish, we have selected randomly those
homes that will be visited and those that will be visited in a subsequent year.

We apologize for being unable to make a personal contact this year.
Please complete the Parish Census Form and Time and Talent Form at your

convenience and bring them with you to church on the weekend of ______________. 
At each Mass, we will ask those families that were not visited to complete a

weekly support card and to insert that card, with your other information, into an
envelope to be collected at each liturgy.

Once again, we apologize for not being able to visit with you.



C-26

Re-enlistment Forms
Your Neighborhood Coordinators and

Home Visitors will feel more at ease about the
process after the initial visit attempts have
been made on Sunday. In order to limit the
amount of work committees will need to do
next year, if the parish chooses to do home
visitation again, the use of re-enlistment forms
is encouraged. A sample of this form is below.
It is recommended that re-enlistment forms be

provided to each Neighborhood and Area
Coordinator. 

As Visitors return on Sunday afternoon,
they should be asked to re-enlist immediately.
Each Area Coordinator should then ask each
Neighborhood Coordinator to re-enlist before
they go home on Sunday afternoon. Typically,
most of the Home Visitors and Neighborhood
Coordinators will re-enlist.

HOME VISITATION PROCESS 
RE-ENLISTMENT FORM

Please count on me! I am willing to serve again next fall as a

_________ Neighborhood Coordinator                             ________ Home Visitor

Name_______________________________________________________

Address ______________________________________________________

Phone ______________________

Church
Address 

City/State/Zip

While you were out, I stopped by to visit with
you about our Stewardship Program. Please call me
this evening so I can schedule a better time to meet
with you. Thank you!

Name _________________________________

Phone Number __________________________

“While You Were Out” Cards
The following blank notes should be provided to each Visitor.



Home Visitor Training

T he training of Home Visitors should take
place 1 1/2 hours prior to the last

morning Mass. All Committee members and
Area Coordinators should arrive at least 45
minutes prior to the meeting. All
Neighborhood Coordinators should arrive at
least 30 minutes prior to the meeting.

Home Visitor Kits should be grouped in
advance by Neighborhood Coordinators.
Home Visit Lists should be copied and ready
for distribution to the appropriate persons.
Home Visitor Kits should be copied and
placed in each Visitor’s envelope with their
other materials. Extra copies of the training
materials should be produced for
Neighborhood Coordinators, Area
Coordinators and all Stewardship Committee
members.

Contained in the appendix of this manual
is a set of Home Visitor Instructions. A Home
Visitor’s Kit should be provided to the
committee members, Neighborhood
Coordinators and Home Visitors. Meeting set-
up and agendas are detailed in this section.

Meeting Room Arrangements
Please be sure to have light refreshments

available for the return of the Home Visitors.
Ideally, you should have a podium and a
sound system set up if your group will be
somewhat large.

Some tables should be set up near the
main entrance so that all participants can
register and fill out a nametag. These tables
should be divided in such a way that Home
Visitors sign in at a separate place than the
Neighborhood Coordinators. Area
Coordinators and other Stewardship
Committee members should be available to
usher both Neighborhood Coordinators and
Home Visitors to the correct tables.

Organization
There should be a small head table to

accommodate those who will be addressing
the group. One side table should be set up for
the other members of the Stewardship
Committee and the Area Coordinators.

There should be one table for each
Neighborhood Coordinator and his/her Home
Visitors. Please arrange to have the
Neighborhood Coordinator’s table marked
with the appropriate Coordinator’s name.

Neighborhood Coordinator tables should
be grouped by Area Coordinator so that each
Area Coordinator can move freely about their
section to answer questions and/or fill-in for
absent Neighborhood Coordinators.

Training Meeting Agenda
Each Area Coordinator should visit his/her

tables prior to the start of the meeting. In the
event that any Neighborhood Coordinator is
missing, the Area Coordinator should fill in
until he/she arrives. The Area Coordinator
should make all his/her Neighborhood
Coordinators aware of where he/she is sitting
so that the Neighborhood Coordinators have
access to their Area Coordinators if problems
arise.

Pastor/ Administrator
The Pastor / Administrator should provide

welcoming remarks, open the meeting with a
prayer and introduce the Program
Coordinator.

Program Coordinator
Prior to the meeting, the Program

Coordinator should review all of the training
materials and the contents of the Home
Visitor Kit. At the meeting, the Program
Coordinator should ask the Visitors to remove
the training materials from the rest of the
Home Visitor Kit.
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He/she should then review every item in
the training materials. He/she should:

(1) emphasize the time visits are to begin
and end on this Commitment Sunday and
encourage Visitors to return all of their
completed materials that afternoon;

(2) mention the deadline for returning all
materials (usually the following Friday or
Saturday); and

(3) highlight the availability of the hotline.

Upon concluding the review of the
training materials, the Coordinator should ask
the Home Visitors to check the contents of the
Training Kit by asking them to remove each
item as he/she lists it. At this point, the
Program Coordinator should turn the meeting
over to the Neighborhood Coordinators.

In the event that a Home Visitor does not
have the listed amount of a certain item, it is
the responsibility of the Area Coordinator to
find the additional item(s) for that Visitor.

Neighborhood Coordinators
Neighborhood Coordinators should make

certain that each Home Visitor’s Kit is
complete, that he/she is familiar with the area
that he/she will be visiting and whether or not
he/she has any specific questions. The
Neighborhood Coordinators should write
down any questions that they cannot answer
in order to ask the Program Coordinator when
he/she reconvenes the meeting. This entire
process should take approximately five
minutes.

Program Coordinator
As the Program Coordinator reconvenes

the meeting, he/she should ask if
Neighborhood Coordinators have any
questions from their Home Visitors. At the
completion of the question and answer
session, the Program Coordinator should let
the visitors know that there will be

refreshments available after Mass and upon
their return. He/she should then turn the
meeting over to the Pastor/Administrator.

The Pastor/ Administrator should offer a
closing prayer and invite all participants to
attend the Mass at which commissioning will
take place.

Home Visitor Commissioning

T he following commissioning service is
provided for your use or modification.

The important thing is that all of the Home
Visitors, Neighborhood Coordinators and
Area Coordinators should be commissioned at
the last Mass on the Sunday on which home
visits will occur. All of these people should be
asked to stand during the Commissioning
Service which should be conducted
immediately prior to the Dismissal Rite.
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Commissioning Service

T oday is a very special day for our parish.
We will be visiting the homes of our

families as part of our Parish Stewardship
Program. The Visitors will, in a special way,
be witnessing to the love we have for our
parish and our Church and will be bringing
that love to the homes of our parish
community.

The Home Visitors have participated in
this liturgy. At this time, we would ask the
Visitors, Neighborhood Coordinators, Area
Coordinators and the Committee to please
stand. We offer them our blessing that the
walk they take today will be one with and in
the name of the Lord and that the witness they
give will be one of deep love and faithful
commitment to the Gospel.

Let us pray: 

Compassionate God, we are here to give
ourselves to you and to your people. It is
through what we are and do that others will
come to know you. We are here to bring
peace and healing, to witness to others of
your love. Teach us to be sight for the blind,
ears for those who are deaf to hear your word,
hands for those who look to build a kingdom
of love. Guide our steps, keep us safe, fill us
with peace.

Spirit of Power, time and again throughout
history you anointed your servants and sent
them on the mission to speak your word,
always renewing the face of the earth in such
a variety of ways that creation itself sings of
your glory and the human family reflects your
beauty a thousand times over.

(Extending hands over the water):

Come, Spirit of the Living One, bless this

water of commissioning. Make it a source of
gladness and tenderness. We pray that by this
blessing, our hands and hearts might be
strengthened for the task to which you sent
us, that we be compassionate to human need,
tender and strong in our care for one another,
genuine in our friendship, and faithful in the
commitment we have made.

At this time, I ask that all of those
standing come to the altar to be blessed and I
invite the congregation to join in singing “Let
Us Build the City of God.”

All are gathered and the following
blessing is given:

The Lord bless you and keep you. The
Lord let his face shine upon you and be
gracious to you. The Lord look upon you
kindly and give you peace.

I now ask that each of you take a moment
and open your minds and hearts to the
acceptance of God’s blessings which will pass
through you to all of our parishioners.

Pause for a moment, and then the
celebrant gives the congregation the dismissal
blessing.
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After Mass
Immediately after Mass, Home Visitors

need to return to the training facility.
Refreshments are recommended. Each
Neighborhood Coordinator should be
instructed to assure that their Home Visitors
have looked through the materials and read
their instructions. In the event Neighborhood
Coordinators are asked a question that they
cannot answer, they should refer the question
to an appropriate Committee member.

It is very important that all members of
the Stewardship Committee circulate
throughout the training facility making certain
that people are well informed and well
organized.

Some Home Visitors may be inclined to
stall their departure. Typically, they are
nervous about getting started and will be
nervous until they complete their first visit.
For this reason, members of the Committee
should be observant of people who are
remaining in the hall more than 20-30
minutes. They should seek these people out,
answer their questions and get them on the
road as soon as possible.

After Visitors Depart
Once your Home Visitors have departed,

it is time to reorganize the training facility
and be ready to receive visit materials when
the Home Visitors return.

The majority of tables and chairs should
be removed from the training facility. One
table for each Area Coordinator should
remain and enough chairs for only the
Neighborhood Coordinators.

Table tents that identify Neighborhood
Coordinators’ tables should be placed in front
of their seats at their Area Coordinator’s table
so that they will be clearly visible to the

Home Visitors as they return.

Each Neighborhood Coordinator should
place copies of each of their Home Visitor’s
Visit List immediately in front of them. The
Area Coordinator should have a master copy
of all of their Neighborhood Coordinator’s
Visit Lists. Sufficient copies of the re-
enlistment form should be provided to each
Neighborhood Coordinator. They should be
encouraged to ask their Home Visitors to re-
enlist. This process will have to be observed
as each visitor returns, since some
Neighborhood Coordinators may be reluctant
to ask.

You should have refreshments available
for Home Visitors as they return.

As the Neighborhood Coordinator is
checking off the names of families and
individuals that have already been visited, the
Area Coordinator should ensure that the
Neighborhood Coordinator repeats the
deadline for the return of materials for anyone
not at home on Commitment Sunday.

As each Neighborhood Coordinator
finishes his/her check-in, the returned reply
envelopes should be given to the Area
Coordinator who in turn can check it off on
his/her master copy. The Area Coordinator
should have a box to put the reply envelopes
after checking them off.

During the course of this recording
process, it would be helpful if the Area
Coordinator made certain that any necessary
notes are marked clearly on the reply
envelope. It should be clearly marked on the
face of the envelope, for example, if a family
has moved, if a family refused to participate,
etc.
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Sample Home Visitor Return Set-Up

ENTRANCE

AREA COORDINATOR                  AREA COORDINATOR              AREA COORDINATOR  
N.C. N.C. N.C. N.C.                         N.C. N.C. N.C. N.C.                   N.C. N.C. N.C. N.C

R
E 
F 
R 
E 
S 
H 
M
E 
N 
T
S
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After each Neighborhood Coordinator has
checked in his/her last Visitor, the Area
Coordinator should reaffirm the need for
follow-up with Home Visitors who still have
pending visits. They should also reaffirm the

deadline to turn in those materials. Only then
should the Area Coordinator offer the re-
enlistment form to the Neighborhood
Coordinator.

Follow-up
During the week after Commitment

Sunday, the Area Coordinators should stay in
touch with Neighborhood Coordinators, who
should stay in touch with their Home Visitors.
A set of master home visit lists should be kept
at the parish office so that reply envelopes can
be checked off as they are returned by the
Home Visitors.

It may be helpful, particularly in larger
parishes, to hold a follow-up meeting with the
Neighborhood Coordinators on the Monday
after Follow-up Weekend. At this meeting,
Area Coordinators could review all the Home
Visit Lists with the appropriate Neighborhood
Coordinator in order to make certain that all
reply envelopes have been returned. The

Neighborhood Coordinator can then be asked
to make one final phone call to any Home
Visitor who still has Commitment Cards out.

All follow-up work should be concluded
by the Saturday after Follow-up Weekend.

Conclusion
These materials have provided all of the

information that is strictly relevant to the
Home Visitation Program. If, during the
course of your activities, you have a question
that deals specifically with the Home
Visitation Program, do not hesitate to contact
the Pastoral Office for Stewardship and
Development at 800-617-7466.
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Overview

U tilizing mail to secure stewardship
commitments has become common
since church leaders found the

success secular organizations had with
soliciting funds via the mail. Conducting a
stewardship program through the mail has
certain advantages. There are few volunteers
to recruit, no special meetings and — other
than postage and printing — few costs to
consider.

There are also certain disadvantages to
presenting stewardship to your parish in this
way. The number of pieces of mail anyone
household receives in a year has skyrocketed.
This information overload has caused many
people to be very selective in the mail they
actually open and read. There is also no sense
of a communal experience when a parishioner
is sitting by himself or herself reading about
stewardship, the parish’s needs and then
making a commitment.

However, a mail program can be
successful if certain guidelines are adhered to
and certain key steps for the in-pew process
are followed to prepare parishioners for the
mailing they will receive. A telephone
component as a follow-up is also a critical
part of this method.

Announcement Weekend
Because this method does not have the

same type of personal or community impact
as the home visit and in-pew methods do, it is
most critical that an atmosphere of
anticipation and excitement be created before
the letters are received. Thus, Announcement

Weekend, which is the Saturday and Sunday
prior to the letter mailing, must be focused on
conveying the importance of the stewardship
effort that is being launched.

As in the in-pew method, the Stewardship
Committee Chair should be prepared to give a
“state of the parish” talk at all of the Masses.
This will give the parishioners the practical
information they need to make a decision
about their gifts.

Even more importantly, the presider
should focus the homily on the theology of
stewardship. The homily, based upon the
readings of the day, should touch on moving
away from giving-to-need and moving toward
recognizing our need to give. It should stress
that stewardship teaching obligates us to care
for all of the gifts we are given, to use them
well and to share them generously; all that we
have has been shared with us by our God.

The homily should make the point that
sharing of time, talent and financial resources
alone does not make one a good steward.
Stewardship is a way of life, and giving gifts
is only one step in a very long journey.

The presider should also instruct the
parishioners to pay special attention to a letter
they will receive in the coming week about
the stewardship efforts. The congregation
should be urged to read the letter carefully
and to consider prayerfully the call to
stewardship.
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Letter Mailing
The Stewardship Letter should be

prepared well in advance of Announcement
Weekend. The mailing should be stuffed,
sealed, stamped and then mailed on the
Monday following Announcement Weekend.

In preparing the letter, special care must
be taken to adhere to the preparation
instructions detailed above. Because the letter
is the primary communicator of the
stewardship message, it must be personalized
and mailed first class.

It is also a good idea to consider changing
the outside envelope in some way to catch the
attention of the parishioners. Look at adding a
graphic or a tag line that communicates that
this is a different sort of parish letter; it
contains important information about
stewardship as a way of life. This type of
envelope should then be used for all follow-
up mailings about the stewardship program.
Parishioners will begin to associate this
phrase or symbol with stewardship and know
that the message contained is important.

Include with the letter a Sacrificial Givng
Card as described in the earlier section on
preparation. Parishioners should be instructed
to fill out the cards and return them the
following weekend. Cards can then be
collected in one of two ways. They can:

(1) be placed in the collection basket at
the Offertory; or

(2) the presider can ask those who have
their cards to approach the altar and place
them in a special basket. This latter option
allows for a greater sense of community and
shared experience and is highly
recommended.

We recommend you not include a return
envelope with this first mailing (bringing
them to liturgy is more appropriate) and you

will save the costs of postage for 30% of your
mailing list.

Acknowledgments
Everyone who turns in pledge cards for

time and talent and financial resources should
receive a personalized thank you from the
Pastor which acknowledges their pledge and
restates what they said they would give. This
letter ideally should reach parishioners within
two weeks of receipt of the pledge card. This
immediacy will help to reinforce their
commitments.

Mail Follow-up with Those Who Haven’t
Pledged

Reminders should be made from the
pulpit and in the bulletin on Commitment
Weekend and the following weekend to
remind those who have not yet pledged. Three
weeks after Commitment Weekend, a
reminder letter with another pledge card
should be mailed to all non-respondents. This
letter will also tell parishioners that a
telephone campaign will be conducted in the
coming weeks to speak with all of those who
have not yet pledged. This letter gives them
the opportunity to submit their pledge before
the telephone efforts begin. A return envelope
should be enclosed with this follow-up
mailing.

Telephone Follow-up
The telephone campaign should be

scheduled for a Sunday and Monday night
four weeks after Commitment Weekend.
Effective telephone follow-up is best done in
a group setting with 10 to 12 volunteers. Over
two nights with that number of volunteers,
you should be able to get through about 700-
800 names.

It is recommended that you not divide up
the cards and send them out to volunteers to
call from home. Callers will tend to
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procrastinate, not make the calls at all, or lose
cards. There is a certain positive energy when
calling in a group that makes a telephone
drive much more successful.

Try to secure a facility for calling where
the group can be in the same proximity.
Banks, law offices, investment groups and
telemarketing companies are all places that
have loaned the use of their telephones for
this type of effort. It is essential that, if you
go outside the parish, clear directions must be
given to callers regarding building access and
parking. Definite arrangements should also be
made with someone from the company to
ensure that the offices are open and to secure
any special instructions for the use of the
phones. Also, be clear about the company’s
policy regarding food and beverages at the
desks.

It is best to gather the volunteers at 6 p.m.
for a half hour of training before calling
begins. Consider providing sandwiches and
beverages so that the callers can come right
from work if necessary. During the training,
you should review the script and a sheet
describing common questions callers may
receive. The following are a sample script and
typical questions parishioners ask volunteer
callers.

Sample Telephone Script for Stewardship
Calls

Please Remember:
Relax.
Smile while you are talking (people will

“hear” your smile).
Speak sincerely.
Speak slowly.
You are a very special person and so is the

person you are calling regardless of the
outcome of the call.

Basic Script

Hello. This is __________________ May
I speak with _____________________

(Be sure to speak with an adult Catholic.
The names are highlighted on your
information cards or sheets.)

_____________ (use the first name), this
is ______________(use your first name), a
volunteer from __________________.
Church. Father __________________asked
me to follow up with you on your (year)
Stewardship commitment. I am calling to see
if you have any questions and if I may fill out
pledge cards for you tonight. (Pause and wait
for a response and/or questions.)

If, “Yes, you may fill out a card for me
over the phone”:

Father ________________ wants us to ask
everyone to try and take an affordable,
reasonable step toward increased giving, but
that amount is entirely up to you. You know
your situation the best. How much per week
would you like to pledge to______ Parish for
(year)?

If, “No, I would rather not fill out a card
over the phone”:

That’s absolutely fine. I would just like to
encourage you to fill out and mail the
commitment cards to Father ____________in
the envelope provided or bring it with you to
church this weekend.

Do you have any questions I can help you
with, or do you need me to mail you another
card? (If another card is desired, verify the
name and address and indicate that they will
be sent information in the mail during the
next few days. Notify the parish office
accordingly the next day.) 

Thank you very much for your time and
have a good evening.
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If they pledge:
_______________ (use the first name),

thank you for your help; we really appreciate
your commitment. Have a good evening.

If they do not pledge:
I can respect your decision. Thank you for

your time and support. Good night now.

(Mark “$0” on your record keeping
system so that the person will not be solicited
again until next year.)

If you reach an answering machine:
Do not leave a message the first time

through your cards. At the end of the session,
if you still get an answering machine, please
leave the following message

I am calling for _________________ (use
the first name). This is __________________
(your name), a volunteer from
_____________________ Church. Father
__________________ asked me to follow up
with you on your Stewardship commitment. I
am calling to see if you have any questions
and whether we can assist you in filling out
your pledge card. We will call back shortly.
Thank you.

Volunteers should record the results of
their calls on the calling cards. If the
parishioner contacted mentions any special
circumstances, those should be noted.

Calling should be scheduled to end by
8:30 p.m. Try to stick as closely to this
schedule as possible. By respecting your
volunteers’ time, you will ensure their future
participation.

Suggested Remarks for Certain
Parishioner Questions

1. Why do I need to make a written
pledge?

“The Sacrificial Giving Card is designed
to help you make a financial decision based
on faith as to how much you are going to give
to the parish on a weekly basis. The pastor
and Parish Finance Committee need to know
the approximate amount of parish income in
order to meet the parish budget for the
coming year.”

2. If someone suggests they are having
financial difficulty and are unable to pledge:

Express empathy — “I’m very sorry to
hear that ... but I want you to know that we’re
here to help. This is a two-way street. We
don’t just ask for help, but we try to also be
of assistance during tough times in people’s
lives. May I have someone from the parish
contact you?” If the answer is no, let them
know that if they change their mind they can
receive help by contacting the Parish Office.

3. If they ask for guidance about how
much to pledge:

“That’s entirely up to you. You know your
situation best. This year we’re asking
everyone to try to take an affordable and
reasonable step toward the Biblical norm of
giving 10%.” Then, if needed: “We ask that
you consider giving half of the 10%, or
whatever percentage you decide, to the parish,
1% to the Fruitful Harvest Appeal, and the
rest to other charities of your choosing.  But
examine your heart. When you are at peace
about the size of your gift (and do not find
yourself making excuses for its size) and
when you know in your heart that you have
been completely honest with God and
yourself, then your gift is the proper size.”

4.  If the person is fearful of the unknown
future (i.e., may lose their job, ill health, large
medical bills, etc.) or is uncomfortable with
signing or making a “legal commitment”: 

“That is something you must decide for
yourself. But, this intention is not a legal
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obligation. Your pledge is simply a statement
of your intention to provide support for our
parish ministries. If your situation changes,
just call or write the Parish Office to change
your pledge. Through pledging, our parish can
plan for its ministries and better utilize the
resources people have shared.”

5. What is Stewardship?
Stewardship begins with the recognition

that everything we have has been given to us
by God — our time, our talents and our
financial resources. Our Parish Stewardship
Program promotes an understanding of giving
time, talent and financial resources as an
essential part of a Christian lifestyle. It is
planning our giving. It is giving first to God.
It is giving proportionately in relation to what
we have received. It is giving sacrificially, or
from our substance, rather than from our
excess.

6. What about all the people in my parish
who give nothing at all?

This used to bother me until I realized that
the real question here is not about others; the
real question is: What about me? I had to ask
myself whether my gift was a sacrifice, or
was I giving only what is left over after taking
care of myself? I discovered that it is easy to
find in my own heart the seeds of the faults I
could so easily spot in others. I decided that
my giving should not be based on what others
give. Giving for me is going to involve a
personal faith decision that I would have to
make for myself based on my income and
ability to give.

Following up After the Telephone
Campaign

After the calls are completed, the calling
cards should be divided into the following
categories:

✓ Pledged with a definite amount
recorded on a pledge card

✓ Will pledge but will send card back
✓ Refused to pledge
✓ Left message on answering machine
✓ No answer
✓ Special circumstances that need follow-

up
Each group needs to be followed up with

in special ways. Suggested follow-up includes
the following:

Category 1: Pledged with a definite
amount recorded on a pledge card

This group should receive an
acknowledgment letter similar to the one sent
to those who returned their pledge cards
before the telephone campaign. The letter
should be sent out within one week of the
phone drive.

Category 2: Will pledge but will send card
back

This group should be sent a note thanking
them for considering a pledge and urging
them to return their cards as soon as possible.
Another card and return envelope should be
sent with this memo.

Category 3: Refused to pledge
This group has a lower priority but still

should get a follow-up letter. After the other
categories have had letters sent, this group
can be sent a note acknowledging their
refusals but leaving the door open to future
pledges.

Categories 4 & 5: Left message on
answering machine or no answer

Both of these groups should receive a
letter saying that volunteers attempted to call
them during the telephone campaign but were
unsuccessful in reaching them. Send them the
“Stay the Same” Letter discussed earlier. A
new pledge card and return envelope should
be included. If there are parishioners on this
list who you suspect may have special
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concerns or who need extra attention, you
should assign their cards to trustworthy
volunteers for follow-up from home.

Category 6: Special circumstances that
require follow-up

Some parishioners will relate special
situations they are facing such as illness,
unexpected job loss or dissatisfaction with
some aspect of parish life. These cards should
be given to the appropriate person on staff so
that there is a professional follow-up. This is
an ideal opportunity for the parish to show
that stewardship volunteers aren’t just
interested in securing a time, talent or
sacrificial giving commitment, but also have
care and concern for each individual member
of the community.
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T horough follow-up is critical to the
success of a stewardship program.
The following procedures must be

done to maximize the results of your efforts.

Engaging New Parishioners
A key part of a welcoming program for

new parishioners should be an introduction to
stewardship. The staff member or volunteer
who gives the orientation to new parishioners
should include materials on the sharing of
time, talent and financial resources.

It is important to give new parishioners a
chance to experience the parish for
themselves for a while before committing to
volunteer activities. It is also critical,
however, that someone contact them after
several weeks to secure their commitments. A
member of the Stewardship Committee could
be assigned to help with this follow-up.

Thanking Volunteers
All volunteers need to be thanked for their

participation. Anyone who was involved in
the stewardship process should be written a
thank-you note. An end of the year thank-you
gathering also helps volunteers to feel
appreciated.

Time and Talent Follow-up: Contacting
Volunteers

Procedures must be determined in order to
ensure that all who volunteer for various
ministries are contacted. In order to process
the Time and Talent Forms, the following
must be decided:

1. The internal process that is used to
circulate the Time and Talent Forms to the
appropriate ministry director.

2. The length of time each ministry
director is given to make their initial contact
with new volunteer.

3. Whether or not the parish wishes to
invite all new volunteers to some type of
introductory session.

One way to involve new volunteers would
be to hold an orientation session. The point of
such a session would be to review the overall
mission of and vision of the parish and
commission all new volunteers. Current
volunteers also could be invited to renew their
commitment to parish activities.

Each group of new volunteers then could
meet with the appropriate ministry director or
committee chair. This would ensure that all
volunteers are contacted. Directors and chairs
would inform each of the volunteers of the
responsibilities required of anyone active
within the ministry as well as the schedule of
any training opportunities. Anyone who is
unable to attend the session should receive
materials handed out at the meeting and
receive a follow-up call from the director or
chairperson

If your parish does not choose to hold this
type of orientation session, it is essential that
a Volunteer Coordinator work closely with all
those responsible for making contact with
new volunteers. If volunteers are not
contacted (even if their help is not needed
immediately) they will be more reluctant to
volunteer in the future because they will
assume their time and talents are not needed
or valued. This is worse than never having
asked them in the first place!
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Quarterly Reminders
A thank-you letter should be sent after

receiving the Sacrificial Giving Cards,
verifying the time and talent offered and the
financial giving plan indicated by the
parishioner. After this initial acknowledgment
letter, it is important to implement a system of
quarterly reminders on financial obligations.
These reminders let people know where they
stand in relationship to the total amount they
have pledged. If parishioners have not kept up
regularly with their pledges, they will often
try to catch up by immediately sending in a
check for the amount they are behind. This
will help tremendously with cash flow. Other
reasons for the importance of quarterly
reminders include:

• When parishioners say they will give $X
per week, they don’t always make up the
weeks they miss Mass or attend a liturgy at
another church.

• People want to fulfill their stewardship
commitments, but they tend to quickly lose
track of their progress. Although very few
people will ever initiate the question of their
pledge fulfillment, parishioners generally get
back on track if a parish starts the
conversation. If there is no reminder process,
people will conclude that no one has noticed
they have fallen behind and therefore it’s not
important or no one really cares!

• The quarterly reminder is also another
opportunity to thank people for what they
have contributed so far. You cannot thank
contributors enough. Just as givers of time
and talent, donors of financial resources need
to be affirmed and assured that their
contributions have been noticed and are
making a real difference. Many people need
to be sure that their contributions have been
received and recorded properly.

You should also consider including a pre-
addressed return mail envelope. This will
greatly increase the chance that someone who
is behind will send in a “catch-up” payment.
Of course, there are some parishioners who
should NOT get a quarterly reminder. These
include:

• People who have newly pledged during
the preceding quarter.

• Families temporarily away.
• People who have asked not to receive a

reminder.

Examples:
1. A parishioner who alerts you to his/her

wish to donate at year end. Honor this
information by refraining from sending
reminders except possibly sending the fourth-
quarter reminder as a stimulus to the donor
that year-end is approaching.

2. Callers who ask you to “save the
postage” and indicate they will remember to
fulfill their pledge without being reminded. It
is better to honor the request than to risk
alienating the parishioner by ignoring the
request.

Good donor relations means honoring
individual requests even if you need to keep a
list of “special exceptions” to your master
reminder list.

Personal Follow-up – Making Friends
and Building Relationships

We suggest that, if a major donor
(determine what a major donor is in your
parish – $500, $1,000, or $2,000) is not
fulfilling his or her pledge and the giving
history indicates that financial hardship is not
likely to be a possibility, a phone call from
the right person is an invaluable opportunity
to hear and respond to a concern. Is the
parishioner upset because of misinformation?
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Can you connect the donor with a parish
ministry if a family or personal need surfaces?
Will you find out they have received an
erroneous reminder which may have offended
them but which can be corrected by extending
an apology?

Phone calls to donors let them know that
you are aware of their loyalty and the level of
generosity they have shown. It demonstrates
sincere concern for them as people as well as
the caller’s own concern for the parish well-
being. Take the opportunity to thank them for
past support. This is an example of how
evangelization and stewardship are
interwoven!

Of course, it is also critical that anyone
who returned a Personal Concerns Card
during the home visit program or who
expressed concerns during a telephone
follow-up are given personal attention. The
time taken to address issues expressed not
only will help to repair or build relationships
but also is a way to show compassion and
caring for fellow parishioners.
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• Master Calendars
• In-Pew Implementation Schedule
• Home Visit Implementation Schedule

The When

A
Steward’s
Journey

T
he W

hen



D-1

8 weeks before
Commitment Weekend

6-8 weeks before
Commitment Weekend

6 weeks before
Commitment Weekend

4-5 weeks before
Commitment Weekend

3 weeks before
Commitment Weekend

2 weeks before
Commitment Weekend

Saturday and Sunday before
Commitment Weekend

Monday before
Commitment Weekend

During week before
Commitment Weekend

Recruit parish committee

Hold parish committee
meeting

Review parish lists

Assemble parish support and
budget information

Recruit and train lay witnesses

Complete final draft of
program brochure

Present lay witness talks at all
Masses

Announcement Weekend
• Homily and report at Masses
• Continue publicity
• Use bulletin announcement

Mail brochure(s)
(but NOT commitment cards)

to all parishioners

Hold parish committee
meeting to finalize plans

Pastor/Administrator

Entire committee

Clerical Assistant(s)

Communications Coordinator
& Pastor/Administrator

Pastor/Administrator
& Program Coordinator

Communications Coordinator
& Pastor/Administrator

Lay Witnesses

Finance Committee Member
& Program Coordinator

Communications Coordinator 
& Clerical Assistants(s)

Entire Committee

The When

Master Calendar - In-Pew Implementation - Page 1 of 2

Date Activity Person Responsible



D-2

Commitment Weekend

Weekend after
Commitment Weekend

2 weeks after
Commitment Weekend

After status review meeting

3 weeks after
follow-up mailing

4 - 6 weeks after
Commitment Weekend

4 - 6 weeks after
Commitment Weekend

Ongoing

Every three months

Commitment Weekend
• Homily at all Masses
• In-pew commitment
implementation at all Masses

Follow-up at all Masses

Hold parish committee
meeting to review status

Mail follow-up materials
to parishioners

who did not complete cards

Make reminder phone calls
to all who have not yet

responded

Prepare and mail
all thank-you notes

and gift acknowledgements

Conclude first contact
with volunteers

Monitor volunteer
training, participation

and acknowledgements

Mail quarterly reminders

Pastor / Administrator
& entire committee

Entire committee

Entire committee

Communications Coordinator
& Clerical Assistant(s)

Telephone Committee

Communications Coordinator
& Clerical Assistant(s)

Volunteer Coordinator

Volunteer Coordinator

Pastor / Administrator
& Program Director

Master Calendar - In-Pew Implementation - Page 2 of 2

Date Activity Person Responsible



D-3

9 weeks before
Commitment Weekend

8 weeks before
Commitment Weekend

8 weeks before
Commitment Weekend

8 weeks before
Commitment Weekend

8 weeks before
Commitment Weekend

8 weeks before
Commitment Weekend

7 weeks before 
Commitment Weekend

6 weeks before 
Commitment Weekend

6 weeks before 
Commitment Weekend

Recruit parish committee

Hold organizational
committee meeting

Begin development
of walk routes

Assure that census data
is current

Prepare Area Coordinator
& Neighborhood Coordinator

prospect lists

Approve Area Coordinator
& Neighborhood Coordinator

letters. Prepare 
prospect list forms

Mail Area Coordinator
prospect letter

Recruit Area Coordinators

Mail Neighborhood
Coordinator recruiting letter

Train Area Coordinators

Pastor / Administrator

Entire committee

Logistics Coordinator

Clerical Assistant(s)

Pastor / Administrator
Parish Staff 

& Program Coordinator

Communications Coordinator
Logistics Coordinator
Clerical Assistant(s)

Clerical Assistant(s)

Regional Coordinators
& Program Coordinator

Clerical Assistant(s)

Program Coordinator
& Entire committee

Master Calendar - Home Visit Implementation - Page 1 of 5

Date Activity Person Responsible



D-4

5 weeks before
Commitment Weekend

5 weeks before
Commitment Weekend

5 weeks before
Commitment Weekend

4 - 5 weeks before
Commitment Weekend

4 weeks before
Commitment Weekend

4 weeks before
Commitment Weekend

4 weeks before
Commitment Weekend

4 weeks before
Commitment Weekend

4 weeks before
Commitment Weekend

4 weeks before
Commitment Weekend

Begin recruiting
Neighborhood Coordinators

Develop introductory
materials, census form and/or

personal concerns card

Prepare Home Visitor
prospect list

Recruit lay witnesses

Complete Home Visitor
prospect letter, prepare Home

Visitor prospect list forms

Complete recruiting of
Neighborhood Coordinators

Prepare Neighborhood
Coordinator training packets

Mail letters to
Home Visitor prospects

Confirm with Neighborhood
Coordinators attendance at

training session

Announce schedule and
program to parish

Area Coordinators

Pastor / Administrator,
Program Coordinator &

Communications Coordinator

Pastor / Administrator,
Program Coordinator,
Volunteer Coordinator

& Parish Staff

Pastor / Administrator
Program Coordinator

Program Coordinator,
Logistics Coordinator 
& Clerical Assistant(s)

Area Coordinators

Communications Coordinator
Logistics Coordinator 
& Clerical Assistant(s)

Clerical Assistant(s)

Area Coordinators

Communications Coordinator

Master Calendar - Home Visit Implementation - Page 2 of 5
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3-4 weeks before
Commitment Weekend

3-4 weeks before
Commitment Weekend

3-4 weeks before
Commitment Weekend

3-4 weeks before
Commitment Weekend

3 weeks before
Commitment Weekend

3 weeks before
Commitment Weekend

3 weeks before
Commitment Weekend

2 weeks before
Commitment Weekend

2 weeks before
Commitment Weekend

2 weeks before Commitment
Weekend

Weekend before
Commitment Weekend

Train Neighborhood
Coordinators

Begin Home Visitor recruiting

Complete development of
walk routes

Complete final draft of
program brochure

Begin preparation of visit lists

Continue publicity

Finalize materials and order
printing

Continue publicity

Complete printed materials
and supplies for

Home Visitor Kits

Present lay witness talks
at all Masses

Announcement Weekend
• Homily and report at Masses
• Continue publicity

Entire committee
& Area Coordinators

Area Coordinators &
Neighborhood Coordinators

Logistics Coordinator

Pastor / Administrator &
Communications Coordinator

Logistics Coordinator
& Clerical Assistant(s)

Communications Coordinator

Communications Coordinator

Communications Coordinator

Communications Coordinator,
Logistics Coordinator
& Clerical Assistant(s)

Lay witnesses

Finance Committee member,
Program Coordinator,

Communications Coordinator
& Volunteer Coordinator

Master Calendar - Home Visit Implementation - Page 3 of 5
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Monday before
Commitment Weekend

During week before
Commitment Weekend

During week before
Commitment Weekend

During week before
Commitment Weekend

During week before
Commitment Weekend

During week before
Commitment Weekend

Saturday of
Commitment Weekend

Commitment Weekend

Mail program brochure
to all parishioners

Conclude Home Visitor
recruiting

Match Home Visitors
to their walk routes

Assemble Home Visitor Kits

Complete preparation
of visit lists

Insert visit lists in appropriate
Home Visitor Kits

Hold final
organizational meeting

Commitment Weekend
• Train Home Visitors before
last Mass on Sunday morning
• Homily at all Masses
• Bulletin and post-
Communion announcement
• Commission Home Visitors
at last Sunday morning Mass
• Visit parishioners
• Turn in completed materials

Communications Coordinator
& Clerical Assistant(s)

Area Coordinators &
Neighborhood Coordinators

Logistics Coordinator

Communications Coordinator,
Logistics Coordinator
& Clerical Assistant(s)

Clerical Assistant(s)

Logistics Coordinator
& Clerical Assistant(s)

Entire committee

Entire committee
Pastor / Administrator &

Communications Coordinator 

Home Visitors

Home Visitors
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During week following
Commitment Weekend

Sunday after
Commitment Weekend

Weekend after
Commitment Weekend

2 weeks after
Commitment Weekend

During 2 months after
Commitment Weekend

4 - 6 weeks after
Commitment Weekend

4 - 6 weeks after
Commitment Weekend

Ongoing

Every 3 months

Continue visits to parishioners
who were not at home

Turn in all materials

Follow-up at all Masses

Mail follow-up materials to all
uncontacted parishioners

Contact those who need a
follow-up visit or phone call

Prepare and mail all
thank-you notes and gift

acknowledgements

Conclude first contact
with volunteers

Monitor volunteer training,
participation and

acknowledgements

Mail quarterly reminders

Home Visitors

Home Visitors 

Entire committee

Communications Coordinator
& Clerical Assistant(s)

Home Visitors

Communications Coordinator
& Clerical Assistant(s)

Volunteer Coordinator

Volunteer Coordinator

Pastor / Administrator
& Program Director

Master Calendar - Home Visit Implementation - Page 5 of 5

Date Activity Person Responsible





• Materials for All Methods
• In-Pew Materials
• Home Visit Materials
• Direct Mail Materials
• Job Descriptions

• Stewardship Coordinator
• Program Coordinator
• Coordinator of Volunteer Services
• Communication Coordinator
• Clerical Assistant
• Logistics Coordinator
• Regional Coordinator
• Area Coordinator
• Neighborhood Coordinator
• Home Visitor

The What

A
Steward’s
Journey

T
he W

hat



PARISH COUNCIL - provide spiritual leadership
10   ____  Consider being a candidate
11   ____  Attend an orientation program

ADMINISTRATIVE SERVICES - manage resources
20   ____  Committee member
21   ____  Grounds/Maintenance member
22   ____  Athletic Association member
23   ____  Stewardship member
24   ____  Scrip volunteer

CHRISTIAN  FORMATlON - teach our faith
30   ____  Committee member
31   ____  Catechist Appreciation Dinner helper

ADULT AND FAMILY - teach our adults
40   ____  Committee member
41   ____  Over 50 Group member
42   ____  Grief Ministry Group
43   ____  Cancer Support Group
44   ____  Sm Communities of Faith/Sm group sharing
45   ____  Marriage Preparation for engaged couples
46   ____  Baptismal Preparation for new parents

CHRISTIAN INITIATlON
50   ____  Committee member
51   ____  Sponsor: walk faith journey with candidates
52   ____  Catechist: help catechumens & candidates to study

the Word of God

CHILD FORMATION - teach our grade school children
60   ____  Committee member
61   ____  Catechist Grade
62   ____  Substitute catechist Grade
63   ____  Classroom / program assistance
64   ____  Sexuality program -Jr high group leader
65   ____  Vacation Bible School

YOUTH MINISTRY - work with our teens
70   ____  Committee member
71   ____  Small group discussion leader
72   ____  Advisor for Youth service projects
73   ____  Advisor for Youth Group
74   ____  Help with activities / socials
75   ____  Help with spaghetti dinner
76   ____  Confirmation retreat team

SCHOOL BOARD - manage school policv
80   ____  School Board Candidate

SCHOOL MINISTRY - teach our parish day schoolchildren
90   ____  Remedial reading helper
91   ____  Playground supervision
92   ____  Library aid
93   ____  Hot lunch volunteer
94   ____  Computer resource
95   ____  Substitute teacher

EVANGELIZATION & WELCOMING - assist members
100   ____  Committee member
101   ____  Home visitor-welcome new members
102   ____  Outreach worker-visit Baptism families
103   ____  Fellowship & Hospitality (Sunday am)

JUSTICE & PEACE / HUMAN CONCERNS
110   ____  Committee member
111   ____  St. Vincent de Paul member
112   ____  Feed the Poor-cook, serve, etc.
113   ____  Respect for Life Activities
114   ____  Los Toros Committee
115   ____  St. Elizabeth shade tree volunteer

STRATEGIC PLANNING - guide future development
130   ____  Committee member

WORSHIP - promote prayer opportunities
140   ____  Committee member
141   ____  Altar Server (family / individual)
142   ____  Extraordinary Minister of Holy Communion
143   ____  Minister of the Word - Reader
144   ____  Minister of Hospitality (Usher / Greeter)
145   ____  Adult choir     146   ____  Cantor
147   ____  Children's Choir Grades 3-8
148   ____  Angel Choir Grades 1-2
149   ____  Resurrection Choir
150   ____  Instrumentalist
151   ____  Liturgical Art & Art & Environment - prepare

church for seasonal celebrations
152   ____  Minister of Care - Serve Communion to

homebound - monthly or weekly
153   ____  Preparation prior to Liturgy
154   ____  Launder linens

COMMUNITY BUILDERS - planners and workers
160   ____  Fall Funival-Sunday after Labor Day
161   ____  St. Joseph Day Celebration-Mar 19
162   ____  Spring Dinner Dance Auction
163   ____  Spring Garden Party Luncheon
164   ____  Sesquicentennial Celebration - 1999

TALENTS AND SERVICES - called as needed
170   ____  Art               174   ____  Electrician
171   ____  Baking         175   ____  Plumbing
172   ____  Carpentry     176   ____  Secretarial
173   ____  Computer     177   ____  Yard Work
178   ____  Annual church cleaning day
179   ____  Fall & spring grounds clean up day 
180   ____  Serve, clean-up at funerals
181   ____  Helping Hands-cook meals, provide rides
182   ____  Bulletin Stuffer - Fri. afternoon-2 hrs
183   ____  Auditor - count Mass contributions on Sunday or

Monday mornings

E-1

Sample Time and Talent Commitment Form
Welcome the privilege to serve for God has blessed us with an abundance of gifts that we may share. My / our time and

talent contribution to St. Mary Community will be:



DIRECTIONS:

A.  Please read the list of ministries
that serve the St. Mary Community.

B.  Reflect and pray to discern where
the Lord wishes you to share your time
and talent.

C.  List all persons in your household
who will be giving of their time and
talent.

1._____________________________

2._____________________________

3._____________________________

4._____________________________

5._____________________________

6._____________________________

D.  Write the corresponding number of
the person volunteering in the space
before that activity. If you currently are
participating, please note again.

E.  Please sign. Bring this Time and
Talent Form to weekend Mass or drop
off at the parish office. Thank you.

Signature: 
_______________________________

Phone Number:
_______________________________
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By Rev. Richard J. Robinson

F or many years at Saint Joseph's Parish,
a large urban church founded in 1845,
the budget included paying an outside

vendor nearly $500 a month to mail each
family a weekly packet of envelopes. While
45 percent of the parishioners attend church
on any given Sunday, only 450 families used
their envelopes throughout the year. When
families missed a Sunday, they seldom
remembered to drop off their offering
envelope at the rectory.

The parish had to come up with a better
system. In the hope of increasing both the
number of members who financially support
the church and the amount collected, the
parish began a three-year experiment, trying
out another method of envelope collection in
August 1987.

I had long been convinced that if
members were invited to collaborate in parish
decision making they would be more
financially supportive. But was there a way to
make the collection process itself easier and
more effective? Since adults are accustomed
to paying monthly bills for utilities, rent or
mortgages, and credit cards, I wondered
whether the habit of writing a monthly check
to the parish would help parishioners to be
more consistent in their giving.

As pastor, I began to send out a one-page
monthly "good news" letter, informing
members about various aspects of parish life
- a new project, an update on the consolidated
school, a new staff member, a survey for
changing Mass schedules, a need for festival
volunteers or parish council nominees. The
newsletter is typed on a computer and features

a tear-off section at the bottom of the legal-
sized page for parishioners to fill out and
return in the business reply envelope enclosed
or in the collection plate at Mass, indicating
their intended contributions for the coming
month.

If there is to be a second collection or if
subscription renewals for the diocesan
newspaper are due, a second or third space is
provided on the same form. The instructions
ask parishioners to make out one check for
the total amount they are giving; the parish
keeps track of the bookkeeping. At other
times, this tear-off section is used to enlist
various volunteers.

This method eliminates the costly printing
of second-collection envelopes and it does not
interrupt the integrity of the liturgy with
needless appeals for money. Also, it reduces
the work of posting from a weekly chore to a
monthly one.

The parish hired a printer to prepare a #10
window mailing envelope, tractor-feed
letterhead stationery with the perforated tear-
off section, and a #9 business reply envelope
all for about the same monthly cost as the
weekly envelope packets. The post office
charges us $260 each year for a mailing
permit, plus an additional 8 cents per piece
for address corrections, enabling us to
maintain an accurate mailing list. The parish
pays the postage at the rate for first-class, pre-
sort by ZIP code. Roughly 65 percent of
parishioners return their envelopes in the
Sunday basket, 5 percent drop them off at the
rectory during the week, and only 30 percent
use the mail.
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Parish Giving Month by Month



Each month, parishioners who contribute
financially receive an up-to-date line item in
the letter of their monthly contributions, any
special collections, and a running total for the
year. Parishioners tend to report errors
immediately, so that the records are
consistently current and accurate. During the
January tax season, the church secretary has a
quiet period because her work is largely
finished. At Christmas and Easter, a Mass and
penance service schedule is enclosed with the
newsletter, which reduces many calls to the
rectory. In the seasonal letters parishioners are
encouraged to invite members of their
extended families to join in worship.

Once a year, the parish financial statement
is prepared and printed in the monthly
newsletter. Each family receives a statement
of their total contribution for the year, and an
increase for the coming year based on the
cost-of-living index is suggested. Parishioners
appreciate receiving recognition for their
contributions and the specific guidelines for
increased giving.

Those parishioners who have not
contributed money during the year receive a
version of the letter with a special paragraph
encouraging them to offer a small
contribution for a specific item. For example,
one December the letter listed 50 items on a
"parish wish list" of "stocking stuffers" such
as recharging a fire extinguisher or paying a
month's health insurance premium.

The goal was to inform nongivers of
certain precise itemized costs of running the
parish. It was surprising how people took to
that idea. At the end of the first year of the
experiment with monthly giving, the parish
revenue from envelopes increased by
$32,000. Offertory collections from the
baskets at Mass went up $8,000 in what might
be termed "guilt money" (churchgoers feel

guilty not putting something into the basket
every Sunday).

Many parishioners look forward to the
monthly newsletter and comment on its
contents. If they miss it in the mail, they may
complain. It is clear to see why, after three
years, the parish plans to continue its
"experiment" in financial giving.

Reprinted from CHURCH, Spring, 1991
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STEWARDSHIP

T he majority of the people I have
talked to don’t know how to give
money or who they give it to. 

There are five kinds of givers:

1. “I give what I can afford out of what is
left and I don’t foresee any big bills.”

2. “I give something every payday, more
if there is a special need such as the building
fund, if something breaks down, or the church
needs something for administration.”

3. “I give my fair share, so don’t bug me.
Go after those that don't give anything.”

4. “I give more than most of the people,
and I'll do more if I can when there is a
need.”

5. “I try to tithe the best that I can as long
as there is clear sailing. If I run into rough
water, God will understand.”

Do you fit into any of these categories? I
was in all five at one time or another, until I
realized I was giving for all the wrong
reasons. I thought the money was mine; I had
worked for it. Then it happened! I found out
God owned it all and I was just a steward of
His money. God wanted to know how I was
handling His money.

All God wanted was 10 percent and the
rest I could keep. Wow! What a deal!

Every paycheck, 10 percent comes off and
I give it to Jesus because He became alive in
my heart – not just in my head – and I enjoy

giving to God’s Son. As I began to see Jesus
working in my life and our family, I wanted
to give more. That is where the offering
comes in, the real gift.

In Malachi 3:8-10, 10 percent is expected;
the offering is the gift. For me to get to that
level, I had to work on my relationship with
Jesus. Who is He? Why did He come to
earth? What did He do here? Why did he
leave? Is Jesus coming back? All of these
answers are in the Bible.

When I started to love Jesus, I soon
wanted to serve Him. I’m far from perfect,
but there is more joy in my life now since I
put Jesus first. There’s another thing I noticed
when I give 10 percent to Jesus – He moves
the decimal point over three spaces and gives
back to me at 100 percent in health, helping
hands, and unexpected money that comes to
us with joy. 

The love of Jesus for our family is
ongoing. Our love and understanding for
Jesus grows every day.

Yours in Christ,

(Name)
(Parish)
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Lay Witness Testimonial
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I ’m here to share with you the effect that
stewardship and sacrificial giving have
had on my life. The first reading today

provides the perfect background for my talk.

For most of my life, I failed miserably at
living the first commandment. God was not
No. 1 in my life and I placed other gods
ahead of Him – like money, sports, TV and
me. The furthest thing from my mind was
God and my relationship with Him. As you’ll
see, it took a long time for God and
stewardship to make any sense to me. And,
although the focus of this talk is financial
giving, please don’t think that I consider
money the most important part of
stewardship. What is most important is being
willing to give our whole lives to God.

I was raised in a fairly typical Catholic
home. Both of my parents were Catholic and
they worked hard to give us a Catholic
education. My sister and I both went to
Catholic grade school and Catholic high
school. We went to church as a family every
Sunday. We said our rosaries during Lent and
made sure we got to Confession at least once
a year. I have to admit though that, normally,
between Sundays we rarely discussed our
faith. None of us felt comfortable talking
about it, I guess. 

One thing I clearly remember about going
to Mass on Sunday was thinking more about
the football or baseball game I was missing
than what Father was doing on the altar.
There was nothing necessarily wrong with
that; it just meant, like a lot of other kids, I
didn’t take the Church seriously while
growing up, which made it easy for me to fall
away as an adult – and that’s exactly what I
did.

In the five or so years I was away from
the Church, my life went from being fairly
content to being fairly miserable. To this day,
I’m not exactly sure if there was a connection
between my lack of happiness and my being
away from the Church, but it sure seemed that
way. I lost my job and my bank account
began to shrivel before my eyes. I became a
pretty unpleasant person to be around, and
there was little hope in sight. Worst of all, I
felt that God didn’t care about me because I
had stopped going to Mass. Because of that,
my parents spent many hours on their knees
praying that I would see the light.

I was living in Atlanta, Georgia, when I
lost my job and somehow – I’m not exactly
sure how – I was asked to go on a retreat by a
friend of a friend of a friend. And somehow,
after a lot of resistance, I said yes, but I was
embarrassed to tell the person that I couldn’t
afford the registration fee. Well, my new-
found friend was willing to pay my way
which made it even harder to say no. 

This retreat was the last thing I thought I
needed, but it turned out to be one of the most
profound experiences I ever had. I didn’t hear
any voices from God or have an apparition,
but I felt a deep sense of God’s love and his
forgiveness even though I had been away for
so long. The theme of the retreat was The
Prodigal Son, and I felt like God was talking
directly to me through the priest who led the
retreat. 

What does all of this have to do with the
Stewardship of Financial Resources? Well,
after I made the retreat, I had a strong desire
to get involved in Church again. It was at a
parish in Atlanta that I did something I had
never done before: I put a $5 bill in the

Sample Stewardship Lay Witness
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collection basket! Not a $1 bill, not change,
but a $5 bill. For the first time in my life, I
felt good about seeing the collection basket. I
was always embarrassed when the basket
would go by and I would either put nothing in
it or one of the several dollars I had in my
wallet. But I felt God “deserved” my $5 for
showing me how much he loved me on that
retreat. Coincidentally, my work situation
improved and putting the $5 in wasn’t as hard
as I thought it would be – which is what I
continued to do until I met my wife in 1988.

Mary had been tithing long before I met
her, and it was her suggestion that we
consider tithing as a couple. If my memory
serves me correct, I don’t think I had ever
heard of the word “tithing” until I met her.
When she told me what tithing meant, I
laughed at first and then got angry. There was
no way, so I thought, that we could give 10
percent of our income away and still pay our
bills. But she started to show me Scripture
passages that stressed God’s desire for us to
be generous. Like Luke 6:38, “Give and it
shall be given to you. Good measure, pressed
down, shaken together running over . . . for
the measure you measure with will be
measured back to you.” Or Luke 12:48,
“When much has been given a man, much
will be required of him. More will be asked of
a man to whom more has been entrusted.” Or
2 Corinthians 9:6-8, “Everyone should give
according to what he has inwardly decided;
not sadly, not grudgingly, for God loves a
cheerful giver . . .” But I said, “God may love
a cheerful giver, but Commonwealth Edison
likes the bills paid on time. So does Northern
Illinois Gas and Illinois Bell and the bank.
And what about our child: How will we keep
diapers on him and food in his mouth?” I
thought that if we gave away 10 percent of
our income we would have to lower our
standard of living. 

What it all boiled down to for me was a
matter of trust. Did I trust God enough that, if
we supported my church and other charities
with a substantial part of our income, he
would take care of our immediate needs? Did
I trust that God had given me enough talent
and ability to make an income to support a
family?

Well, with a lot of scratching and clawing
at first, we took the plunge and started to tithe
10 percent of our gross income – half going to
the parish and half to other charities. We
haven’t hit the lotto, we haven’t won big at
the Silver Eagle in East Dubuque, and I
haven’t gotten that huge promotion that would
mean a big raise. In other words, the blessings
we’ve received haven’t necessarily been
material ones (although God has met all of
our needs), but I’ll tell you what we have
been blessed with: a deeper trust in God that
calls us to put our money where our faith is; a
peace about being Catholic like we’ve never
had before; the sense of satisfaction that we’re
building for ourselves and our family a
treasure in heaven that no one can take from
us; and an enthusiasm about giving that we’ve
never had before.

I think I’m finally coming to understand
the Scripture that says that it is better to give
than to receive –  it’s really true! My wife and
I write a lot of checks during the month like I
know you do. There are two that I really look
forward to writing – the one that goes to my
church and, even more so, the one that goes to
someone or some cause that we know needs
our money.

In closing, I would like to share with you
some of the principles of the stewardship of
financial resources that we try to live by.
First, because we are grateful for everything
God has given us and we are just the
managers of his gifts, our giving is planned –
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5 percent goes to the parish and 5 percent
goes to other charities. Second, we try to give
sacrificially – we try to make it hurt a little,
make it have an effect on our lifestyle because
we’re battling and countering the world’s
consumer mentality. For us, it sometimes
means not buying the things we want, just the
things we need. Third, we use our envelopes
because we feel it’s the best way to wrap our
gift to the Lord. And, fourth, we try to make
our gift just that – a gift, without any strings
attached.

So I invite you to take a closer look at
your own giving. We’re all different, so
what’s happening in our lives might be
different from what happens in yours. All I do
know is that stewardship has had a wonderful
impact on me and my family. It has allowed
us to bridge the gap between our relationship
with God and how we spend our money. I
know it will do the same for 

Thank you for listening and God bless
you!
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Please remember:
• Relax.
• Smile while you are talking.
• Speak sincerely. Speak slowly.
• You are a very special person and so is

the person you are calling regardless of the
outcome of the call.

BASIC SCRIPT

Hello. This is ________________. May I
speak with __________________. (Be sure to
speak with an adult Catholic – the names are
highlighted on your information cards or
sheets).

_________ (use the first name), this is
___________________ (use your first name),
a volunteer from ___________ Church.
Father _____________________ asked me to
follow up with you on your 2004 Stewardship
commitment. I am calling to see if you have
any questions and if I may fill out a pledge
card for you tonight. (Pause and wait for a
response and/or questions.)

If: “Yes. you may fill out a card for me
over the phone.”

Father _____________ wants us to ask
everyone to try to take an affordable,
reasonable step toward increased giving, but
that amount is entirely up to you. You know
your situation the best. How much per week
would you like to pledge to ______________
Parish for 2004?

If: “No, I would rather not fill out a card
over the phone.”

That’s absolutely fine. I would just like to
encourage you to fill out and mail the
Sacrificial Giving Card to Father
____________ in the envelope provided or

bring it with you to church this Sunday. Do
you have any questions I can help you with,
or do you need me to mail you another card?
(If another card is desired, verify the name
and address and indicate that they will be sent
information in the mail during the next few
days. Notify the parish office accordingly the
next day.) Thank you very much for your time
and have a good evening.

If they pledge:
_____________ use the first name), thank

you for your help; we really appreciate your
commitment. Have a good evening.

If they do not pledge:
I can respect your decision. Thank you for

your time and support. Good night now.
(Mark “$0” on your record keeping system so
that the person will not be solicited again
until next year.)

If you reach an answering machine:
Do not leave a message the first time

through your cards. At the end of the session,
if you still get an answering machine, please
leave the following message:

I am calling for ___________ (use the
first name). This is _______________ (your
name), a volunteer from _________________
Church. Father ______________ asked me to
follow up with you on your Stewardship
commitment. I am calling to see if you have
any questions and whether we can assist you
in filling out your pledge card. We will call
back shortly. Thank you.

Telephone Script for Stewardship Calls
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1. Why do I need to make a written
pledge?

The Sacrificial Giving Card is designed to
help you make a financial decision based on
faith as to how much you are going to give to
the parish on a weekly basis. The Pastor and
Parish Finance Committee need to know the
approximate amount of parish income in
order to meet the parish budget for the
coming year.

2. If someone suggests they are having
financial difficulty and are unable to
pledge:

Express empathy – “I'm very sorry to hear
that . . . but I want you to know that we’re
here to help. This is a two-way street. We
don’t just ask for help, but we try also to be
of assistance during tough times in people’s
lives. May I have someone from the parish
contact you?” If the answer is no, let them
know that if they change their mind they can
receive help by contacting the Parish Office.

3. If they ask for guidance about how
much to pledge:

That’s entirely up to you. You know your
situation best. This year we’re asking
everyone to try to take an affordable
reasonable step toward the biblical norm of
giving 10%. Then, if needed: We ask that you
consider giving half of the 10%, or whatever
percentage you decide, to the parish and the
other half to the poor and other charities of
your choosing. But examine your heart. When
you are at peace about the size of your gift
(and do not find yourself making excuses for
its size) and when you know in your heart that
you have been completely honest with God
and yourself, then your gift is the proper size.

4. If the person is fearful of the
unknown future (i.e., may lose their job, ill

health, large medical bills, etc.) or is
uncomfortable with signing or making a
“legal commitment”:

That is something you must decide for
yourself. But, this intention is not a legal
obligation and we do not ask for a signature.
Your pledge is simply a statement of your
intention to provide support for our parish
ministries. If your situation changes, just call
or write the parish office to change your
pledge. Through pledging, our parish can plan
for its ministries and better utilize the
resources people have shared. 

5. What is Parish Stewardship?
Stewardship begins with the recognition

that everything we have has been given to us
by God – our time, our talents and our
financial resources. Parish Stewardship
promotes an understanding of giving time,
talent and money as an essential part of a
Christian lifestyle. It is planning our giving. It
is giving first to God. It is giving
proportionately in relation to what we have
received. It is giving sacrificially, or from our
substance rather than from our excess.

6. What about all the people in my
parish who give nothing at all?

This used to bother me until I realized that
the real question here is not about others; the
real question is: What about me? I had to ask
myself whether my gift was a sacrifice, or
was I giving only what is left over after taking
care of myself?

I discovered that it is easy to find in my
own heart the seeds of the faults I could so
easily spot in others. I decided that my giving
should not be based on what others give.
Giving for me is going to involve a personal
faith decision that I would have to make for
myself based on my income and ability to
give.

Suggested Remarks for Certain Parishioner Comments
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This letter should be personalized

Dear ___________________,

We recently attempted to contact all of our parish families asking them
to participate in our Parish Stewardship Program. We have not as yet
received a Sacrificial Giving Card from you and, in an effort to receive a
response from all parishioners, I am enclosing information for you.

It is never easy to address issues of financial and volunteer support. The
last thing I would wish to do would be to drive you away from the Church
as a result of asking you for a commitment. I want you to know this is
definitely not my intent.

I simply ask that you carefully read the enclosed brochure and consider
your financial and volunteer commitment to our parish. Then, I hope you
will complete the Sacrificial Giving Card and the Time / Talent
Commitment Form and either mail them back to the parish or put them in
the basket next weekend.

In the event that you are unable to make a commitment at this time,
please feel free to note this on your form. It is important that we receive a
response from you so that no further follow-up efforts will occur.

I want to thank you in advance for your careful consideration of this
information and for whatever support you are able to provide to our parish.

Sincerely Yours in Christ,

Pastor / Administrator

NOTE: Be sure to include a brochure, commitment materials and reply
envelope with the parish address.

Follow-up Letter



This letter should be personalized

Dear __________________,

We want to thank you for the sacrificial giving commitment you made
during our recent Parish Stewardship Program. Your generosity and that of
many other members of our parish family is gratifying.

Our records indicate that you have committed $_________ per week.
Please be sure to call ______ (Name & Phone) ______________________
if this information is not correct.

Please keep in mind that your sacrificial giving commitment should
begin on the first weekend of ______.

In addition, many parishioners indicated that they wish to assist in
parish ministries. We are committed to contact all who volunteer by 
______ (Date) _________.

Once again, thank you for responding to our Parish Stewardship
Program. May God’s blessings be with you and your family during the
coming year.

Sincerely Yours in Christ,

_______________________                        _________________________
Pastor / Administrator                                   Committee Chairperson

E-12

Gift Confirmation Letter
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Parish Logo
Date

Dear _________________________,

On behalf of our parish, I want to thank you for responding in faith to
our parish stewardship of treasure. With each renewal of this effort, we
strengthen our ties to each other as a parish and demonstrate to the wider
community the depth of our faith commitment.

I am both gratified and inspired by your pledge of $(amount) per week
from January 1 through the end of the calendar year (or from now through
next year). Your commitment will enable us to continue and to expand our
work for God’s people, and will help to carry out the mission of (parish
name).

May the blessings of God’s spirit continue to nourish you in the days to
come.

Gratefully in Christ,

_________________________
Pastor / Administrator

Sample Thank-You Letter or Card

All parishioners who return a commitment
card should be sent a thank you letter or card
as soon as possible. 

We recommend that the letter be
personalized on parish letterhead. It is also
strongly recommended that the Pastor /
Administrator sign the letter or card with blue

ink so that it is obvious to the recipient that
the signature was not photocopied with the
letter or stamped on the card.

Because pledge amount information is
given, we advise that only the Pastor /
Administrator sign the card or letter.
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This letter should be personalized

Dear_______________________,

I have not received an indication of your (year) sacrificial giving
commitment so I am assuming that this means you are unable to increase
your giving at this time.

I am writing today to let you know how much I appreciate your ongoing
support of the parish and to tell you that I am counting on the fact that this
support will continue.

In preparing the income budget for the coming year, I have to assume
that you will contribute an average of $________________ per week, which
is the average amount you gave during the past year. The quarterly
reminders which we will be sending this year will reflect this amount.

Once again, thank you for your support of our parish and its ministries.

Sincerely Yours in Christ,

Pastor / Administrator

“Stay the Same” Letter

This letter should be sent to contributing
families who did not return a form or who
returned a form with no commitment
indicated. A similar version of this letter may
be sent to volunteers if you asked them to re-
enlist and they did not.
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Dear Fellow Parishioner:

Our financial commitments began three months ago on ___(date)___. I
am writing this letter to all parishioners to provide a progress report on the
first 13 weeks of our program. This is the first of three quarterly reminders
that you will receive each year to assist you in monitoring your
commitment.

If you did not complete a Sacrificial Giving Card during the program,
we have assumed that you are continuing to give what you have given our
parish in the past.

For the past 13 weeks:

Your new sacrificial giving commitment totaled. . . . . . . . . . . . .  $ _______

Your actual parish support contributions totaled.  . . . . . . . . . . . .  $ _______

If you have any questions about this report, feel free to call me at the
parish office, (Phone No.).

All of your prayers and support will enable us to continue our ministries
and to plan for the future of ___________ Catholic Church. Thanks again
for your generosity. May God bless you and your family.

Sincerely Yours in Christ,

Pastor / Administrator

Quarterly Reminder

Quarterly reminders should be mailed
every three months thereafter. You will need to
adjust the wording in the paragraphs for each
quarter.

It is suggested that part of this form be
used to recognize individual or community-
wide volunteer efforts and to highlight one or
two items made possible by the increase in
financial support.

This letter should be sent to all
parishioners three months or 13 weeks after
the new giving levels begin. The
parishioners’s financial commitments for the

past 13 weeks and their actual contributions
should be written neatly on the letter.
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Parish Name
Address
Phone number
Date

Parishioner Name
Address

Dear ___________________,

Since our last letter to you on this subject, we have mailed out two letters and Time &
Talent reports. One was sent to each member who we have recorded as signing up for a Time
& Talent ministry or committee asking them to verify the current status of their commitment.
The second was sent to the chairperson / leader of each ministry / committee asking them to
cross reference their information about those members on their lists as having volunteered.
Many have been returned as of this writing, allowing us to have very accurate records of Time
& Talent volunteers. We hope to have all the verified information entered by the end of this
month, leaving us the ability to draw on this information throughout the year and years ahead.

We continue to enter information about the Treasure portion of our Stewardship activity
each week. This is the second of a set of reminders that you will receive throughout the year to
assist you in monitoring your commitment. If you did not complete a Sacrificial Giving Card
during our (yr) Stewardship Renewal effort, we have assumed that you are continuing to give
what you have given our parish in the past. Your (yr) weekly sacrificial giving for this period
would have totaled $_____. Your actual sacrificial giving contributions totaled $_____. This
report period includes the first 10 Sundays received through (insert date).

This does not include any other amounts you might have paid for other occasions, such as
Holy Days, special appeals, tuitions, capital appeals, etc. If you have any questions about this
information, feel free to call the parish office at (phone number). All of your prayers, your time
and financial support will enable us to continue our ministries and strengthen the future of
(name) Parish. Thank you for all your support and may God bless you and your family.

As a special opportunity to learn more about what Stewardship is really all about, we will
be making a short presentation about Stewardship, including a 25 minute video, just after the 9
a.m. Sunday Mass and ending before the 11 a.m. Mass, on both (date) and (date). Please join
us at either of those times and bring your whole family and as many friends as you desire.

Yours very truly,

(Name)
Stewardship Coordinator

Sample Quarterly Reminder / Update
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“As each one has received a
gift, use it to serve one
another as good stewards of
God’s varied graces.”

(1Pt 4:10)

(Date)

My Dear Parishioner,

The measure of Christian stewardship is
not the size of your contribution; it is
measured by the size of your heart. Yes,
Christian stewardship is heart work. And so it
is that I appeal to your heart as we call forth
your response to our annual parish
stewardship appeal. This is a call for your
time, talent, and treasure.

Your signed commitments to this most
important parish program have astonishing
implications:

• Mature disciples make a conscious
decision to follow Jesus, no matter what the
cost.

• Christian disciples experience
conversion – life shaping changes of mind
and heart – and commit their very selves to
the Lord.

• Christian stewards respond in particular
ways to the call of discipleship. Stewardship
has the power to shape and mold our
understanding of our lives and the way in
which we live.

Hence, stewardship has both personal and
communal implications. As members of the
one body, although we are many parts, we

seek the most effective means to accomplish
all that a parish undertakes for the common
good – for the church, our community, and
the world!

Each parishioner, in unique and individual
ways, assumes the responsibility of
contributing to the common good. Without
your commitment, the picture of our parish –
with all its programs, activities, and
commitments – cannot be fully developed.
Your commitment is measured not only in
terms of money and donated time and
services. The most important measurement is
the depth of the trust with which you pledge
your (year) stewardship, knowing that faithful
discipleship will reap rewards beyond
measure.

Please spend some prayerful time
studying the enclosed materials. Inventory the
treasures of your heart. Share your gifts for
the good of all, for faithful stewardship is
heart work!

Blessings,

(Name)

P.S. Please return the Time / Talent Form and
Sacrificial Giving Card on Commitment
Weekend (Date) 

Sample In-Pew Brochure
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EXPENSES

All salaries and benefits (including clergy, religious, lay and teacher salaries, auto,
ongoing education., FICA, health insurance.)

Operations (utilities, insurance, ordinary repairs, and maintenance)

Parish (non-school) expenses (supplies, liturgy, other ministries, printing, office,
parish activities)

Educational expenses (school, Christian formation – child & youth,
administration)

Major repairs, furniture, equipment (all buildings)

Fund raising expenses

TOTAL PROJECTED EXPENSES

INCOME

Envelopes, offertory, and holy day collections, etc.

Other income (rentals, interest, festival, etc.)

School income (tuition, fees, donations, Christian formation – child & youth)

TOTAL PROJECTED INCOME

On the weekend of (Date), Sacrificial Giving Cards will be filled out at all liturgies. If we do
not receive a card, we will presume you were out of town and will follow up later.

Parish Name
Projected Budget for Fiscal Year

(Date) to (Date)

Sample Parish Budget Format – (Part of brochure)
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An analysis of our parish support for the
first nine months of (year) shows that (#)
families / individuals did not give an
identifiable contribution. The giving pattern
of our parish for an average weekend this year
is shown in the following chart.

Average Weekly Envelope Contribution
by Number of Families

Number of Families        Amount Per Week

Without receiving a Sacrificial Giving
Card from you, we have no way to predict our
annual income. It is our firm belief that
through sound planning, we can avoid any
financial crisis and preserve our parish’s well
being now and in the years to come. We pray
that you will carefully review the chart above
(and the succeeding page of this brochure)
and will respond generously.

Current Parish Support Contributions – (Part of brochure)

25 ..................................$1 / week
55 .............................. $2-5 / week
80 ............................ $6-10 / week 
95 .......................... $11-20 / week
46 .......................... $21-30 / week
25 .......................... $31-40 / week
23 .......................... $41-60 / week
26 .............................. $ > 61week
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At all Masses this weekend, you will be
asked to commit your time, talent and treasure
to the parish. A time / talent form and a
sacrificial giving card are enclosed.

Please prayerfully consider your gifts and
the part of them that you will share with the
parish and return the enclosed forms at Mass
the weekend of (dates).

How Much Should We Give?

Many people ask whether or not there is a
standard for giving. Each person must arrive
at that conclusion on his or her own. We have
provided the following scale in order to serve
as a guide for those who are interested in
using it.

Commitment Weekend – (Part of brochure)

Annual
Family
Income

$10,000

$15,000

$20,000

$25,000

$30,000

$40,000

$50,000

$60,000

$70,000

5.0%
Household
of 1 or 2

9.00

14.00

19.00

24.00

28.00

38.00

48.00

57.00

67.00

4.5%
Household
of 3

8.00

12.00

17.00

21.00

25.00

34.00

43.00

51.00

61.00

4.0%
Household
of 4

7.00

11.00

15.00

19.00

23.00

30.00

38.00

46.00

54.00

3.5%
Household
of 5

6.00

10.00

13.00

16.00

20.00

26.00

33.00

40.00

47.00

3.0%
Household
of 6

5.00

8.00

11.00

14.00

17.00

23.00

28.00

34.00

40.00

Suggested Weekly Offering



E-21

Good morning.

My name is ________________________
and I am here to assist you as you make your
Stewardship commitment to our parish.
Hopefully, everyone has taken some time to
read the publicity in parish bulletin
announcements and the brochure that was
mailed to you earlier this week. 

If you did not receive a brochure in the
mail, you may not be an officially registered
member of our parish. If you did not receive
the mailing, kindly print “No Mail” at the top
of a Sacrificial Giving Card along with your
phone number. Someone will contact you to
make sure that you are listed correctly on the
Parish Census.

As our parish enters this program, we
hope that everyone has prayerfully considered
the gifts that they have received from God
and in turn, will share a generous portion of
them with our parish as it carries out the
Lord’s work in our community.

Would one designated member of each
family pick up a Sacrificial Giving Card and a
pencil?

PAUSE.  Look around to make sure that
you do not need to direct an usher to someone
who needs supplies.

Carefully print your name in the space
provided.

PAUSE

Now, carefully print your address.

PAUSE

Please check off the amount of the weekly
financial gift that you will share with our
parish in (year). If the amounts provided do
not reflect your intended weekly offering,
then fill in another amount on the line marked
“other”. It is important to indicate a weekly
amount even if you intend to give monthly,
quarterly, or annually.

PAUSE

Now, I ask that all over the age of ____
pick up a pencil and a Time and Talent Form.

PAUSE

Carefully print your name and address.

PAUSE

Check the ministry, or ministries, in which
you wish to serve.

PAUSE

Now, please fold your Time and Talent
Form and insert it into a blank envelope. If
you are the family member in possession of
the Sacrificial Giving Card, kindly insert that
into the envelope as well. Seal the envelope
and place it in the collection basket as it
comes to you.

On behalf of our pastor / administrator,
the parish staff, Parish Council, Finance
Committee, our trustees and the committee
for the Parish Stewardship Program, thank
you for your continuing generosity. May God
bless you all.

In-Pew Solicitation Script
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Parish Name
Address

Date

Dear Parishioners,

The Gospel of Matthew has this to say:

“You are the salt of the earth . . . You are
the light of the world. A city set on a
mountain cannot be hidden. Nor do they light
a lamp and then put it under a bushel basket;
it is set on a lamp stand where it gives light to
all in the house. Just so, your light must show
before others, that they may see your good
deeds and glorify your heavenly Father.”
(Matthew 5:13-16)

You have been the light of ____________
Parish this past year. With your support we
have been able to meet all our increased
financial obligations and replenish our
contingency funds. Your response in the first
year of our Parish Stewardship project was
overwhelming! Here are some of the statistics
from last year:

1st quarter from ________ to _________
2nd quarter from ________ to _________
3rd quarter from ______ to ___________

These are amazing statistics! In addition
we were able to add about (insert #) more
people to our volunteer roster over last year.
More than (insert #) people volunteered their
time and talent on their forms and we believe
everyone had the chance to help in some
capacity.

As we begin this second year of the Parish
Stewardship program, we want to encourage
more people to volunteer for various parish

committees and organizations. After all, we
have over (insert #) members! In order to do
this we have enclosed a list of various
activities and organizations of the parish
which includes a brief job description of each.
We hope you will give special attention to
these job descriptions and prayerfully select
the one(s) you feel called by God to get
involved in.

This weekend, (insert date), parish
volunteers will be visiting all of our
households between ______ a.m. and ______
p.m. Please complete the forms enclosed in
this mailing before your visitor arrives. Please
seal all of your information in the envelope
that your visitor will provide. 

Thank you for the prayerful reflection you
will give this matter and for the commitments
that you will make.

Sincerely,

Pastor / Administrator

Sample Home Visit Brochure
(Second year or later)
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INCOME
• Envelopes, offertory, and holy day
collections, etc.
• Other income (rentals, interest,
festival, etc.)
• School income (tuition, fees,
donations, Christian formation – child
& youth)
Total Anticipated Income

EXPENSES
• Salaries and benefits (including
clergy, religious, lay and teacher
salaries, maintenance person, auto,
ongoing education, FICA, health

insurance)
• Operations (utilities, insurance,
ordinary repairs, and maintenance)
• Parish (non-school) expenses
(supplies, liturgy, other ministries,
printing, office, parish activities)
• Educational expenses (school,
Christian formation – child & youth,
administration)
• Major repairs, furniture, equipment
(all buildings)
Total Anticipated Expenses

BALANCE

Parish Name
Church Operating Budget for (Year)

Sample Parish Budget Format – (Part of brochure)

Envelopes are sent to ____ families each
month. Throughout the year, approximately
___ families use envelopes. An analysis of
parish support for the first six months of ____
showed that ____ families gave less than
____ per week, and ____ families did not use
envelopes for parish support. The giving
pattern of our parish for an average weekend
this year is shown in the following chart.

Avg. Weekly Gifts by Number of Families

We ask that every family consider the
needs of our parish. Please consider a step up
in your weekly contribution. Without
receiving a Sacrificial Giving Card from you,
we have no way to predict our annual income.
It is our firm belief that through sound
planning, we can avoid financial crisis and
preserve our parish’s well being now and in
the years to come. We pray that parishioners
will review this chart carefully and consider
the giving levels provided with this brochure
and will respond generously.

Current Parish Support Contributions – (Part of brochure)

25 ..................................$1 / week
55 .............................. $2-5 / week
80 ............................ $6-10 / week 
95 .......................... $11-20 / week
46 .......................... $21-30 / week
25 .......................... $31-40 / week
23 .......................... $41-60 / week
26 .............................. $ > 61week
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Total envelope income for (year) equaled
___________. We had projected _____. The
increased income was the result of our Parish
Stewardship Program which is continuing for
the _____ church year. From other sources of
income we received ________. 

As a result of increased income which
covered our budgeted expenses, we were able
to maintain our investments and contingency
fund.

Investments total __________________ as
of (date)

Capital Improvement Balance

Estate Fund Balance

How Much Do We Have? – (Part of brochure)

Visits will take place between 11:30 a.m.
and 3 p.m. on Sunday, (insert date). Please
complete the time / talent forms and the
Sacrificial Giving Card prior to the arrival of
the visitor. If you have any personal concerns,
please write them on the card provided.

Seal all of your information in the
envelope provided by your visitor and return
it to him or her. These envelopes will not be
opened until the information provided is
entered into the parish computer.

If you have completed a personal
concerns card, please put it in the small
envelope provided.

Home Visitation – (With brochure)
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Hourly
4.80
7.20
9.60
12.00
14.50
16.75
19.25
24.00
29.00
33.50
38.50
43.00
48.00
72.00

Weekly
190
290
385
480
575
675
770
960

1,155
1,345
1,540
1,730
1,925
2,885

Monthly
835

1,250
1,665
2,085
2,500
2,915
3,335
4,165
5,000
5,835
6,665
7,500
8,335
12,500

Yearly
10,000
15,000
20,000
25,000
30,000
35,000
40,000
50,000
60,000
70,000
80,000
90,000
100,000
150,000

.5%*
1.00
1.50
2.00
2.50
3.00
3.50
4.00
5.00
6.00
7.00
8.00
9.00
10.00
14.00

1%*
2.00
3.00
4.00
5.00
6.00
7.00
8.00
10.00
12.00
13.00
15.00
17.00
19.00
29.00

1.5%*

3.00
4.00
6.00
7.00
9.00
10.00
12.00
14.00
17.00
20.00
23.00
26.00
29.00
43.00

2%*
4.00
6.00
8.00
10.00
12.00
13.00
15.00
19.00
23.00
27.00
31.00
35.00
38.00
58.00

2.5%*

5.00
7.00
10.00
12.00
14.00
17.00
19.00
24.00
29.00
34.00
38.00
43.00
48.00
72.00

3%*
6.00
9.00
12.00
14.00
17.00
20.00
23.00
29.00
35.00
40.00
46.00
52.00
58.00
87.00

3.5%*

7.00
10.00
13.00
17.00
20.00
24.00
27.00
34.00
40.00
47.00
54.00
61.00
67.00
101.

4%*
8.00
12.00
15.00
19.00
23.00
27.00
31.00
38.00
46.00
54.00
62.00
69.00
77.00
115.

4.5%*

9.00
13.00
17.00
22.00
26.00
30.00
35.00
43.00
52.00
61.00
69.00
78.00
87.00
130.

5%*
10.00
14.00
19.00
24.00
29.00
34.00
38.00
48.00
58.00
67.00
77.00
87.00
96.00
144.

Hourly
4.80
7.20
9.60
12.00
14.50
16.75
19.25
24.00
29.00
33.50
38.50
43.00
48.00
72.00

Weekly
190
290
385
480
575
675
770
960

1,155
1,345
1,540
1,730
1,925
2,885

Monthly
835

1,250
1,665
2,085
2,500
2,915
3,335
4,165
5,000
5,835
6,665
7,500
8,335
12,500

Yearly
10,000
15,000
20,000
25,000
30,000
35,000
40,000
50,000
60,000
70,000
80,000
90,000
100,000
150,000

.5%*
4.25
6.25
8.50
10.50
12.50
14.50
16.75
21.00
25.00
29.00
33.50
37.50
42.00
63.00

1%*
8.50
12.50
17.00
21.00
25.00
29.00
33.50
42.00
50.00
58.00
67.00
75.00
84.00
126.

1.5%*

12.75
18.75
22.50
31.50
37.50
43.50
50.25
63.00
75.00
87.00
100.5
112.5
126.
189.

2%*
17.00
25.00
34.00
42.00
50.00
58.00
67.00
84.00
100.
116.
134.
150.
168.
252.

2.5%*

21.25
31.25
42.50
52.50
62.50
72.50
83.75
105.
125.
145.
167.5
187.5
210.
315.

3%*
25.50
37.50
51.00
63.00
75.00
87.00
100.5
126.
150.
174.
201.
225.
252.
378.

3.5%*

29.75
43.75
59.50
73.50
87.50
101.5
117.
147.
175.
203.
234.5
262.5
294.
441.

4%*
34.00
50.00
68.00
84.00
100.
116.
134.
168.
200.
232.
268.
300.
336.
504.

4.5%*

38.25
56.25
76.50
94.50
112.5
130.5
150.5
189.
225.
261.
301.5
337.5
378.
567.

5%*
42.50
62.50
85.00
105.
125.
145.
167.5
210.
250.
290.
335.
375.
420.
630.

* You are asked to give an equal percentage to
other charities. (For example, if you give 5% to the
parish, give an additional 5% to other charities for

10% total giving.) Charities might include food
pantries, programs for the poor, missions, Fruitful
Harvest, United Way, Catholic schools, etc.

HOUSEHOLD INCOME
Based on a 40-hour Work Week,

or 2080 hours a year
Monthly Giving to the Parish

HOUSEHOLD INCOME
Based on a 40-hour Work Week,

or 2080 hours a year
Weekly Giving to the Parish

How to move gradually toward giving which is
planned, proportionate and sacrificial . . .

• Find your household income on the appropriate
chart (if necessary, approximate by using combinations
of amounts).

• Move across on the same line to find the amount
you currently give weekly or monthly in the envelope.

• Move straight up the chart to find what
percentage of your income your current gift to the

parish represents.
• Please consider taking a step by pledging at the

next level. For example, if you are presently giving 2%
to the parish, consider pledging 2.5% or even 3% now.

• Consider setting your eventual goal at the Biblical
tithe of 10% (5% to the parish and 5% to other
charities). It may take a few years to get there, but this
is a worthy and rewarding goal for all on the road of
discipleship.

Take a Step – (With brochure)
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Financial Stewardship – (Name) Parish

In gratitude to God for abundant blessings, (I) (we) desire to “Take-a-Step” and to commit
to contribute $ _______ per week to support our parish and the many good works we will
accomplish together as we follow the Gospel.

Signature __________________________________________________________
(This is a good faith commitment, not a legal obligation)

Name_____________________________________________________________________

Address ___________________- Parish May Affix Label -_________________________ 

City ______________________________________________Zip ____________________

Sacrificial Giving – (Name) Parish

John and Mary Jones
123 Any Street

Our Town, Indiana 46000

- Parish May Affix Label -

Your average weekly / monthly gift for 2004 was $ ________________.
Would you consider “Taking a Step” and increasing your contribution 1%?
This would mean an average weekly / monthly gift of $___________.
Thank you for your “Stay the Same” gift, if that is your decision, and for your
stewardship of all the blessings and talents God have given you.

In gratitude to God for abundant blessings, (I) (we) desire to commit to contribute
$ _______ per week to support our parish and the many good works we will
accomplish together as we follow the Gospel.

Signature __________________________________________________________
(This is a good faith commitment, not a legal obligation)

Personalized Sacrificial Giving Card – ‘Take a Step’ Approach



A separate census form should be completed by:

✓ Any SINGLE PERSON 21 years of age or older
✓ Any MARRIED COUPLE with no children under 21 years of age
✓ Any MARRIED COUPLE or SINGLE PERSON with children under 21
✓ Any SINGLE PERSON under 21 living away from home

If your family has children who are over 21 temporarily living away from home (college,
military), they may be included on the family form.

ALL INFORMATION ON THIS FORM WILL BE KEPT CONFIDENTIAL
If you need any assistance in completing this form, please contact:

(Name, phone number)

You need not answer any question you feel is too personal 
PLEASE PRINT ALL INFORMATION

Family Name ________________________ Wife’s Maiden name_________________

Street Address_______________________________________ Apt. # __________________

City__________________________________________ State _________ Zip____________

Mailing Address (if different from above) ________________________________________

City_______________________________________State __________ Zip_____________

How many years at this address?____  ❏ Own?  ❏ Rent?  ❏ Is this a nursing home? 

Telephone Number  (___________)_____________________  ❏  Please check if unlisted

For ofFor office use only: fice use only: Parishioner # _____________________________

The information on this form will be returned to the parish you indicate below. This is the
parish in which you will be considered a registered parishioner.

Parish __________________________________________  City ______________________
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RELATIONSHIP

(1) Husband   (2) Wife

(3) Child under 21  (4) Single Adult

GENDER

(1) Male  (2) Female

RACE

(1) Asian  (2) Black  (3) Hispanic

(4) White  (5) Other

MARITAL STATUS

(1) Married (2) Divorced (3) Separated 

(4) Widowed (5) Divorced Remarried

(6) Widowed Remarried (7) Single

MARRIAGE (Chose only one)

(1) Marriage recognized by the Catholic

Church  (2) Marriage outside the

Catholic Church  (3) Unsure

RELIGION

(1) Catholic (2) Catholic Eastern Rite

(3) Orthodox (4) Protestant (5) Jewish

(6) Other (7) None

BAPTISM (Indicate only one)

(1) Baptized  (2) Not Baptized

(3) Convert  (4) Unsure

FIRST COMMUNION

(1) Yes  (2) No  (3) Unsure

CONFIRMED

(1) Yes  (2) No  (3) Unsure

MASS ATTENDANCE

(1) Weekly (2) More than Weekly

(3) Monthly  (4) Several times a year

(5) Once a year  (6) Never/Rarely

DISABILITIES

(1) Sight (2) Hearing (3) Physical

(4) Mental  (5) Emotional (6) Other

(7) Does not apply  (8) Multiple

EDUCATION IN CATHOLIC

SCHOOLS Write No. of years (K-16)

PARISH RELIGIOUS EDUCATION

Write No. of years in CCD (K-12)

PRIESTHOOD OR RELIGIOUS LIFE

Interested in information on priesthood

or religious life?  Yes  No 

Parish Census

Please indicate number or word which corresponds to each person in the household.

Person 1:  First Name _______________ MI __ Last Name ____________________ Birth Date _________________
Person 2:  First Name _______________ MI __ Last Name ____________________ Birth Date _________________
Person 3:  First Name _______________ MI __ Last Name ____________________ Birth Date _________________
Person 4:  First Name _______________ MI __ Last Name ____________________ Birth Date _________________
Person 5:  First Name _______________ MI __ Last Name ____________________ Birth Date _________________
Person 6:  First Name _______________ MI __ Last Name ____________________ Birth Date _________________

MM / DD / YYYY

Person 1  Person 2  Person 3  Person 4  Person 5  Person 6



A.
Please indicate each individual’s principal

occupation, e.g. homemaker, plumber,
steelworker, unemployed, retired. List only
one occupation for each individual. If the
person is a full-time student, print the name of
the school attended.

Person 1

_____________________________________
Person 2

_____________________________________
Person 3

_____________________________________
Person 4

_____________________________________
Person 5

_____________________________________
Person 6

_____________________________________

B.
Please indicate each individual’s current or

last employer. For students, please indicate
the current grade level using K through 16.
Indicate NA (not applicable) where
appropriate.

Person 1

_____________________________________
Person 2

_____________________________________
Person 3

_____________________________________
Person 4

_____________________________________
Person 5

_____________________________________
Person 6

_____________________________________
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Parish Census Employment / Educational Information

Personal Compliments & Concerns Card

Please note any personal compliments
and/or concerns that you would like to
relate directly to the parish staff. All items
will be kept strictly confidential. In the

event that you use this card, please write
“Personal” on the front of the response
envelope to assure that it reaches the parish
staff.

Parish Name
Street Address 

City / State / Zip

PERSONAL COMPLIMENTS & CONCERNS CARD



Area Coordinator ______________________________________________________________

Address ______________________________________________________________________

Phone: Home __________________________ Work ___________________________________

NEIGHBORHOOD COORDINATOR PROSPECTS
Please provide at least 10 prospect names for each Neighborhood Coordinator to be recruited.

NAME                                   ADDRESS                                  PHONE                   Y/N
1. _______________________    _________________________      _______________   _____

_________________________

2. _______________________    _________________________      _______________   _____
_________________________

3. _______________________    _________________________      _______________   _____
_________________________

4. _______________________    _________________________      _______________   _____
_________________________

5. _______________________    _________________________      _______________   _____
_________________________

6. _______________________    _________________________      _______________   _____
_________________________

7. _______________________    _________________________      _______________   _____
_________________________

8. _______________________    _________________________      _______________   _____
_________________________

9. _______________________    _________________________      _______________   _____
_________________________

10. ______________________    _________________________      _______________   _____
_________________________

Please make four copies and submit to the Program Coordinator, the Regional Coordinator, the
Key Clerical Assistant and the Area Coordinator. Thank you!
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Neighborhood Coordinator Prospect List



Date

Name 
Address
City / State / Zip

Dear ______________________

Our parish is about to embark on an important program that will provide
significant benefits to our parish.

On ___(date)______, we will visit every household in our parish and offer all
parishioners an opportunity to share their time/talent and treasure with the parish.
The visit will not be complicated. It is intended to pick up census forms, personal
concerns cards, and time / talent forms which will have been completed by each
family prior to the visit. In addition, the visitor will present a Sacrificial Giving
Card which the family will complete. All responses will be sealed in an envelope
and will remain confidential.

Your participation is vital to the success of this effort. Within the next few days,
you will be called by one of the Area Coordinators who serve on our committee.
Each of these people has agreed to recruit and assist five Neighborhood
Coordinators. They will describe the task to you and ask you to participate as a
Neighborhood Coordinator. A job description is enclosed. We have high hopes that
you will agree to participate.

You will be provided with excellent training in order to complete this task, and
the parish will provide you with a specific list of Home Visitor prospects – people
that you will be asked to contact.

We didn’t draw your name out of a hat. We know that you can do the job. We
are deeply grateful for all that you have done for the parish. Those who help the
most are the most familiar with our needs. Please agree to serve and keep us in
your prayers as this process moves forward.

___________________________                         __________________________
Program Coordinator                                           Pastor / Administrator
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Area Coordinator ______________________________________________________________

Address _______________________________________________________________________

Phone:     Home_____________________________ Work ______________________________

NEIGHBORHOOD COORDINATORS

1. Name ______________________________________________________________________

Address _______________________________________________________________________

Phone:   Home __________________________ Work __________________________________

2. Name ______________________________________________________________________

Address _______________________________________________________________________

Phone:   Home __________________________ Work __________________________________

3. Name ______________________________________________________________________

Address _______________________________________________________________________

Phone:   Home __________________________ Work __________________________________

4. Name ______________________________________________________________________

Address _______________________________________________________________________

Phone:   Home __________________________ Work __________________________________

Upon conclusion of recruiting Neighborhood Coordinators, please make four copies and
distribute to the Key Clerical Assistant, the Regional Coordinator, the Area Coordinator, and
the Program Coordinator. Thank you!
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Neighborhood Coordinator _____________________________________________________

Address ______________________________________________________________________

Phone:     Home_____________________________ Work ______________________________

Area Coordinator _____________________________________________________________

Address ______________________________________________________________________

Phone:     Home_____________________________ Work ______________________________

HOME VISITOR PROSPECTS 
Please provide at least 2 prospect names for each Home Visitor to be recruited (a total of 10 names to get 5 visitors)

NAME                                   ADDRESS                                  PHONE                   Y/N
1. _______________________    _________________________      _______________   _____

_________________________

2. _______________________    _________________________      _______________   _____
_________________________

3. _______________________    _________________________      _______________   _____
_________________________

4. _______________________    _________________________      _______________   _____
_________________________

5. _______________________    _________________________      _______________   _____
_________________________

6. _______________________    _________________________      _______________   _____
_________________________

7. _______________________    _________________________      _______________   _____
_________________________

8. _______________________    _________________________      _______________   _____
_________________________

9. _______________________    _________________________      _______________   _____
_________________________

10. ______________________    _________________________      _______________   _____
_________________________

Upon conclusion of recruiting Home Visitors, produce four copies and distribute to the Key
Clerical Assistant, the Regional Coordinator, the Area Coordinator and the Logistics
Coordinator. Thank you!
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Home Visitor Prospect List
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Home Visitor Prospect Letter

Date

Name 
Address
City / State / Zip

Dear ______________________

Our parish is about to embark on an important program that will provide
significant benefits to our parish.

On_____(date)_____ , we will be visiting all of our parish households. The visit
will not be complicated. It is intended to pick up census forms, personal concerns
cards, and time / talent forms which will have been completed by each family prior
to the visit. In addition, the visitor will present a Sacrificial Giving Card which the
family will complete. All responses will be sealed in an envelope and will remain
confidential.

Within the next few days, you will be called by one of the Neighborhood
Coordinators who serve on our committee. Each of these people has agreed to
recruit and assist several Home Visitors. They will describe the task to you. We
have high hopes that you will say “yes” when you are asked to be a Home Visitor.

We didn’t draw your name out of a hat. We know that you can do the job. We
are deeply grateful for all that you have done for the parish. Those who help the
most are the most familiar with our needs. Please agree to serve, and keep us in
your prayers as this process moves forward.

___________________________                         __________________________
Program Coordinator                                           Pastor / Administrator



Home Visitor __________________________________________________________________

Neighborhood Coordinator ______________________________________________________

Neighborhood Coordinator Phone ________________________________________________

Name(s)_____________________________ Name(s) __________________________________

_____________________________               __________________________________

Address _____________________________ Address _________________________________

______________________________________________________________________________

Name(s)_____________________________ Name(s) __________________________________

_____________________________               __________________________________

Address _____________________________ Address _________________________________

______________________________________________________________________________

Name(s)_____________________________ Name(s) __________________________________

_____________________________               __________________________________

Address _____________________________ Address _________________________________

______________________________________________________________________________

Name(s)_____________________________ Name(s) __________________________________

_____________________________               __________________________________

Address _____________________________ Address _________________________________

______________________________________________________________________________

Hotline Schedule
If you have questions about the parish budget, call a member of the Parish Finance Committee

at (phone)________________ between ______ and______ p.m. Sunday
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Church 
Address 

City/State/Zip

COMMITMENT SUNDAY SCHEDULE

A Home Visitor will come to see you between the hours of______ and _______on
___________________________. Please make every effort to be at home during these
hours.

Prior to the arrival of the Home Visitor, please complete the enclosed Parish Census
Form and the Time and Talent Form. Please prayerfully consider the level of weekly
support that you wish to provide to our parish. Your Visitor will bring your Sacrificial
Giving Card and an envelope to seal all of your information.

In the event that you have any personal concerns, please feel free to note them on the
card enclosed.

All of the responses you provide will be kept confidential.

Visit Notification Slips

Church
Address 

City/State/Zip

NOTICE TO HOUSEHOLDS NOT TO BE VISITED

We will not be able to visit your home on__________________. Because we did not
have enough volunteers to visit the entire parish, we have selected randomly those homes
that will be visited and those that will be visited in a subsequent year.

We apologize for being unable to make a personal contact this year.
Please complete the Parish Census Form and Time and Talent Form at your

convenience and bring them with you to church on the weekend of ______________. 
At each Mass, we will ask those families that were not visited to complete a weekly

support card and to insert that card, with your other information, into an envelope to be
collected at each liturgy.

Once again, we apologize for not being able to visit with you.



Church
Address

City / State / Zip

While you were out, I stopped by to visit with you
about our Stewardship Program. Please call me this
evening so I can schedule a better time to meet with you.
Thank you!

Name _________________________________

Phone Number __________________________
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Church
Address

City / State / Zip

HOME VISITATION RE-ENLISTMENT FORM

Please count on me! I am willing to serve again next year as a . . .

_________ Neighborhood Coordinator                             ________ Home Visitor

Name _________________________________________________________________

Address _______________________________________________________________

Phone ______________________            Date ________________________________
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- Sample -
Sacrificial Giving to (Name) Parish

In gratitude to God for abundant blessings, (I) (we) commit to using Sunday Offertory
envelopes and will contribute $ _______ per week to support our parish and the many
good works we will accomplish together as we follow the Gospel.

Signature __________________________________________________________
(This is a good faith commitment, not a legal obligation)

Name_____________________________________________________________________
Address ___________________________________________________________________ 
City ______________________________________________Zip ____________________

- Parish May Affix Label -

Sacrificial Giving to (Name) Parish
In gratitude to God for abundant blessings, (I) (we) commit to using Sunday Offertory
envelopes and will contribute $ _______ per week to support our parish and the many
good works we will accomplish together as we follow the Gospel.

Suggested Giving Levels:      $15      $25      $35      $50      $65      $100

Signature __________________________________________________________
(This is a good faith commitment, not a legal obligation)

Name_____________________________________________________________________
Address ___________________________________________________________________ 
City ______________________________________________Zip ____________________

- Parish May Affix Label -

Sacrificial Giving Cards
• Send Paper Sample with Advance Mailing (Label as ‘Sample’)
• Use Card Stock on Commitment Sunday

With Suggested Giving Levels . . .
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Date

Name 
Address
City / State / Zip

Dear Parishioner:

Home visits were a part of our annual stewardship drive last year. You
responded generously and we appreciate your efforts. Because of your generous
response, we were able to add three new staff positions this year:

1. Music / Choir Director
2. Youth Minister
3. RCIA Coordinator

Although we aren’t doing home visits this year, that doesn’t mean that your
support isn’t needed. It is needed now more than ever. We think that our church
will be in use for many years to come. We need to continue to strengthen and grow
as a parish. The stronger we are as a parish, the more influence we will have when
collaborating with other parishes.

Please fill out the enclosed Sacrificial Giving Card and return it to the rectory as
soon as possible. These cards are important. When added together, they give the
Council and Finance Committee an idea of the funds available to carry on
programs and develop plans. We also have enclosed a “Personal Concerns” card
for you to use to communicate any comments you may have.

We will be soliciting commitments for time and talent in the future, probably in
January. As important as your financial support is, support expressed by the giving
of your time and talent is also very important. We hope to emphasize this
importance by giving time and talent their own day.

God Bless,

Stewardship Committee

Sample Direct Mail Letter
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OBJECTIVE:

To carry out the stewardship effort of time,
talent and financial resources on an annual
basis.

RESPONSIBILITIES:

1. Recruit individuals and / or couples to
share their personal testimonies about
stewardship with the parishioners.

2. Prepare and keep current a time and
talent list or catalog of parish activities and
organizations.

3. Evaluate the stewardship effort and
awareness efforts on an annual basis.

4. Publicize stewardship thoughts
throughout the year weekly in the parish
bulletin.

5. Make appropriate stewardship literature
available in parish booklet racks.

6. Publish stewardship reflections in the
parish newsletter on a quarterly basis.

7. Work with Pastor to help him incorporate
comments about stewardship in Sunday
homilies.

8. Encourage support for stewardship
through the Prayers of the Faithful at Mass.

9. Develop a Welcoming Program for
parishioners.

10. Administer the children’s stewardship
component of the parish stewardship effort.

11. Provide in-service and continuing
education programs for the Stewardship
Committee.

12. Develop an annual plan.

13. Expand the stewardship focus beyond
the parish.

Stewardship Coordinator 

Job Descriptions – All Methods
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OBJECTIVE:

To direct the activities of the various
members of the committee so that these
individuals will perform their work in a
coordinated, accurate and timely way.

RESPONSIBILITIES:

1. Make meeting arrangements: notify
participants; make follow-up phone calls to
assure attendance; be sure materials are
available; brief any speakers; and arrange the
facility.

2. Participate in all workshops and lead all
committee meetings (including Home Visitor
training).

3. Work with the committee members to
assure that they are meeting their
responsibilities on a timely basis.

4. Assist the Communication Coordinator
in preparing and ordering sufficient quantities
of the required program supplies and
materials.

5. Assist the Clerical Assistant(s) in
assuring that the materials are appropriately
distributed and mailed.

6. Work with the Pastor / Administrator and
parish staff to assure proper implementation
of a follow-up system.

7. Oversee the process of preparing parish
lists for mailings.

8. Reorganize the committee for the
following year’s Parish Stewardship Program.

NOTE:

Job description includes only program
responsibilities. These would occur annually.
Members should serve for two years, then
replace themselves with a new committee for
future renewal efforts. It would be advisable
for future committee members to assist in the
current year’s implementation.

TIME COMMITMENT:

Approximately 4 hours per week or 60
hours over 4 months.

Program Coordinator 
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OBJECTIVE:

To assure effective use of time / talent
contributions through a process of follow-up,
training and recognition.

RESPONSIBILITIES:

1. Participate in all workshops and
committee meetings.

2. Coordinate preparation of time / talent
commitment forms.

3. Ensure that those who volunteer are
contacted and asked to become involved.

4. Work with parish leaders to prepare an
annual in-service workshop for volunteers.

5. With the assistance of parish leaders,
establish a volunteer acknowledgement
process.

6. Assist ministry leaders and clerical staff in
tracking the time given by a volunteer.

7. Learn, then teach, volunteer management
skills and processes to parish staff, program
coordinators, and other parish leaders.

TIME COMMITMENT:

This individual should serve for two years.
He / she will be a part of the Stewardship
Committee but also will serve throughout the
year. In addition to meeting regularly with the
parish staff and Parish Council, this person will
work closely with the project and activity
coordinators within the parish.

• Approximately 15 hours per month
throughout the year.

• • •

An often heard complaint from potential
parish volunteers is that they called or sent in a
card that indicated their willingness to serve
and were never contacted. The No. 1 priority

for the Coordinator of Volunteer Services is to
assure that every potential volunteer is
contacted quickly after the conclusion of the
Commitment and Follow-up Weekends.

The following items also will be managed
by the Coordinator of Volunteer Services:

1. Working with parish staff, develop a list
of all possible parish volunteer opportunities
and a brief description of the work that is
expected in association with each. Reduce
these for use on the Time / Talent Commitment
Form.

2. With parish staff and key ministry
coordinators, refine the contact system which
will be implemented immediately after Time /
Talent Commitment Forms are received.

3. Check with each ministry coordinator
monthly to make certain that potential
volunteers have been contacted. Direct contact
with volunteers may be necessary.

4. May invite all parish volunteers to an
annual Saturday workshop in January to review
the parish mission and the specific role of their
ministry in fulfilling it.

5. May hold a volunteer recognition event,
either in conjunction with the training
workshop or separately. Recognize every
volunteer, but also establish several key
volunteer awards to be presented each year.

6. In home-visit parishes, help develop and
add to the lists of potential Neighborhood
Coordinators and Home Visitors until all of the
volunteers needed have been recruited.
Develop a “Thank You” event or note, or both,
for those who participated.

Coordinator of Volunteer Services
(One per 1,500 families)
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OBJECTIVE:

To assure effectiveness of all program-
related materials and to assure timely
publication and / or mailing of all publicity.

RESPONSIBILITIES:

1. Participate in all workshops and
committee meetings.

2. Edit drafts and review materials with the
Pastor / Administrator and Program
Coordinator. Brochures and commitment
cards are to be sent to the diocese for
approval.

3. Arrange for production of materials,
working with the Program Coordinator and
printers to assure adequate quantities of
materials are available on a timely basis.

4. Work with the Pastor / Administrator and
Program Coordinator to assure timely
publicity during all phases of the program.

In short, this individual is responsible for
all items which would fall under the category
of public relations and marketing. From in-
church announcements, to bulletin
announcements, to final printing of the
program brochure, this individual holds final
responsibility for communications.

The Pastoral Office for Stewardship and
Development will work with the
Communication Coordinator, not only in
terms of drafting and providing specifications
but also in terms of providing ideas for
possible articles in the local newspaper, if
applicable.

NOTE:

The job description includes only program
responsibilities. These would occur annually.
Members should serve for two years, then
replace themselves with a new committee for
future renewal efforts. It would be advisable
for future committee members to assist in the
current year's implementation.

TIME COMMITMENT:

Approximately 5 hours per week or 75
hours over 4 months.

• The Communication Coordinator will be
responsible for editing all program materials.
He / she will also prepare periodic updates
and educational messages on stewardship
throughout the year. This individual will
report directly to the Program Coordinator.

Communication Coordinator



E-44

OBJECTIVE:

To provide secretarial assistance to the committee
and assist in the production and distribution of letters
and other program communications as designated by
the Program Coordinator and Communications
Coordinator.

RESPONSIBILITIES:

1. Participate in all workshops and committee
meetings.

2. Work with the parish staff and the program
committee to assist in the secretarial duties that are
required: typing / word processing of final copy and
overseeing mailings, including quarterly reminders.

3. Work with the Program Coordinator to supervise
the activities of volunteers who are responsible for
mailings.

4. Work with the Program Coordinator and other
volunteers to distribute commitment confirmation
notices, thank you notes, and other follow-up materials.

5. Assist in preparation of lists of all prospective
home visit program volunteers, the preparation of lists
of actual volunteers, and the preparation of visit lists.

6. If the parish has more than one Clerical Assistant,
a Key Clerical Assistant should be appointed.

NOTE:

Job description includes only program
responsibilities. These would occur annually. Members
should serve for two years, then replace themselves
with a new committee for future renewal efforts. It
would be advisable for future committee members to
assist in the current year's implementation.

TIME COMMITMENT:

Approximately 6 hours per week or 80 hours over 4
months.

The Clerical Assistant is a key position in the
program. This person is responsible for providing
clerical assistance to the Program Coordinator and the
Communication Coordinator.

Regarding assistance to the Communication
Coordinator, the Clerical Assistant will have
responsibility for typing all final drafts of materials
before they are sent to outside printers or given to the
person responsible for in-house printing.

In addition, he / she will be responsible for
overseeing all mailing required. For example, all
individuals who participate in the program will receive
a thank you note. Individuals who make a sacrificial
giving and / or a volunteer commitment will receive a
thank you / confirmation note.

The Clerical Assistant will be responsible for
working with the Program Coordinator to type any
individual letters required by the program.

The Clerical Assistant, working with the Program
Coordinator and the parish staff, will set up the
quarterly reminder process.

The Clerical Assistant will work with the Program
Coordinator and Logistics Coordinator in order to
design Home Visitor areas and walk routes.

Each Neighborhood Coordinator will receive a
prospect list of Home Visitors and, later, a final list of
the Home Visitors that have agreed to work with them.
Each Home Visitor will receive a list of homes that
they are to visit. These lists are prepared by the
Clerical Assistant and copies of all of these lists will
need to be maintained by the Clerical Assistant.

The Clerical Assistant and the Program Coordinator
will work together with additional volunteers in order
to prepare kits for Neighborhood Coordinator and
Home Visitor training meetings. The preparation of
these kits will not involve much in the way of typing /
word processing. Home Visitor Instructions are located
in the Appendix of this manual and samples of the
cards and forms can be found in the How and What
sections. These materials can be duplicated for the
Home Visitor Kits and distributed along with the
individual lists.

Clerical Assistant
(One per 500 families)
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OBJECTIVE:

To divide the parish into walk routes averaging 10
households per Home Visitor. To assist in the
preparation of Home Visitor kits.

RESPONSIBILITIES:

1. Attend all training and committee meetings.

2. Secure walk route information within the parish
area.

3. Develop a grid system for the parish as described
on the following pages.

4. Sort the labels for all parish families into walk
route order.

5. Work with the Clerical Assistant to prepare Home
Visitor lists, maps, etc.

NOTE:

Job description includes only program
responsibilities. These would occur annually. Members
should serve for two years, then replace themselves
with a new committee for future renewal efforts. It
would be advisable for future committee members to
assist in the current year's implementation.

TIME COMMITMENT:

Approximately 4 hours per week or 60 hours over 4
months.

In parishes requiring more than one Logistics
Coordinator, a Key Logistics Coordinator should be
selected. The Logistics Coordinator, or Key Logistics
Coordinator, should feel free to recruit additional
people. For example, it may be necessary for him / her
to recruit individuals with detailed knowledge of
specific areas encompassed by your parish community.
There is no need to limit the membership of this group.

The parish should be organized by use of a grid
system. The simplest grid system would involve
assigning a letter to each parish area of 250
households. Neighborhoods within each area can then
be numbered one through five (one for each

Neighborhood Coordinator). Each should contain
approximately 50 households.

At the Home Visitor level, there will be five Home
Visitors for each Neighborhood Coordinator. Again,
these could be numbered. For example, those in the
first group would be A-I-1, then A-I-2, etc. In this way,
every piece of parish geography would have a specific
number. The parish may then wish to include those
numbers in each family’s data to specifically identify
where they live. Since parishioners frequently travel
across technical parish boundaries, some
“neighborhoods” may be more isolated or different
from others.

The Key Logistics Coordinator should meet with the
parish computer person and the individual in charge of
the parish census. They should examine the potential of
the current computer program to carry these codes in
an appropriate field for each parish record. The method
of lettering and numbering may need to be adapted to
suit the computer program.

There are two factors which will impact the system
of coding. First, various volunteers within the pyramid
system will have varying levels of success in
recruiting. For example, some Area Coordinators may
recruit as many as six Neighborhood Coordinators, and
others may be able to recruit only one or two.

The second factor has to do with the geography of
the parish. At the bottom of the pyramid, some Home
Visitors may have a nice, neat walk route, where all 10
households are fairly contiguous. Others may have
walk routes which really are drive routes because
parishioners, especially outside of the parish
boundaries, will be widely separated. Therefore, when
the Logistics Coordinator finally gets down to actually
preparing and numbering walk routes, you may assign
some Home Visitors to as few as five or six
households, and assign others as many as 12
households.

It is recommended that, as a parish attempts this for
the first time, the Logistics Coordinator should not be
concerned with linking geography except at the Home
Visitor level. In other words, Area and Neighborhood
Coordinators can exercise their supervisory
responsibilities irrespective of their geographic
proximity to the people working for them.

Logistics Coordinator
(One per 1,000 families)
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NOTE: This position is necessary only in
parishes with more than 750 families. In
parishes with fewer than 750 families, the
Program Coordinator can recruit the Area
Coordinators.

OBJECTIVE:

To recruit and assist four Area
Coordinators.

RESPONSIBILITIES:

1. Participate in all workshops and
committee meetings.

2. Recruit one Area Coordinator for every
250 households.

3. Assist in training Area Coordinators, and
assist Area Coordinators in recruiting
Neighborhood Coordinators.

4. Assist in the implementation of he
program: the development of volunteer
prospect lists, the preparation of walk routes;
and training or oversight of Home Visitors.

NOTE:

Job description includes only program
responsibilities. These would occur annually.
Members should serve for two years, then
replace themselves with a new committee for
future renewal efforts. It would be advisable
for future committee members to assist in the
current year's implementation.

TIME COMMITMENT:

Approximately 4 hours per week or 60
hours over 4 months.

The Regional Coordinator is responsible
for recruiting four Area Coordinators and for
supervising their performance throughout the
fall commitment program.

Because this position is required only in
larger parishes, the training materials speak in
terms of the Pastor / Administrator and
Program Coordinator directly recruiting all
Area Coordinators. However, in a parish that
has Regional Coordinators, these individuals
should participate in the recruiting process.

During the recruiting of Neighborhood
Coordinators and, then, during the recruiting
of Home Visitors, Regional Coordinators are
asked to call Area Coordinators regularly in
order to encourage them to provide progress
reports.

Immediately prior to the Neighborhood
Coordinator training session and the Home
Visitor training session, Regional
Coordinators are asked to call Area
Coordinators in order to ask them to place
follow-up phone calls to serve as a reminder
to each of the Neighborhood Coordinators.

Regional Coordinator
(One per 1,000 families)
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OBJECTIVE:

To recruit and direct the activities of five
Neighborhood Coordinators.

RESPONSIBILITIES:

1. Participate in all workshops and
committee meetings.

2. Recruit five Neighborhood Coordinators
and participate in their training workshop.

3. Supervise the activities of the
Neighborhood Coordinators while each of
them recruits five Home Visitors.

4. Participate in the Home Visitor training
session.

5. Follow up with Neighborhood
Coordinators until all commitment cards and
materials have been turned in and recorded.

NOTE:

Area Coordinators are asked to be active
only during the fall commitment process. This
would occur annually, and they need not
participate throughout the rest of the year.
Members should serve for two years, then
replace themselves with a new committee for
future renewal efforts. It would be advisable
for future committee members to assist in the
current year's implementation.

TIME COMMITMENT:

Approximately 3 hours per week or 24
hours over 2 months.

The Area Coordinator is responsible for
recruiting five Neighborhood Coordinators
and for supervising their performance
throughout the fall commitment program.

Immediately upon the completion of
recruiting, the Area Coordinator is asked to
advise the Program Coordinator of the
individuals who have been recruited. If the
amount is fewer than five, the Program
Coordinator will find additional names for the
Area Coordinator to call.

Area Coordinators should pay particular
attention to the instructions elsewhere in these
materials regarding thorough and timely
recruiting and supervision of their
Neighborhood Coordinators.

Area Coordinators will attend all
committee meetings and will assist in set-up
and management of Neighborhood
Coordinator and Home Visitor training
sessions.

Area Coordinators will be asked to assist
throughout the day on Commitment Sunday
to oversee the performance of their
Neighborhood Coordinators and assist in
proper record keeping as cards are returned.

Finally, Area Coordinators will be asked to
continue follow-up with their Neighborhood
Coordinators until all visit materials have
been returned.

Area Coordinator
(One per 250 families)
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OBJECTIVE:

To recruit and direct the activities of five
Home Visitors.

RESPONSIBILITIES:

1. Participate in training meeting.

2. Recruit five Home Visitors from a pre-
assigned list of possible volunteers.

3. Report to the Program Coordinator the
names of the five Home Visitors recruited.

4. Assure that Home Visitors attend their
training on Commitment Sunday.

5. Attend Mass on Commitment Sunday
with the Home Visitors and be present when
they return from their visits that afternoon.

6. Follow up with Home Visitors who are
making calls to parishioners not contacted on
Commitment Sunday until all commitment
cards and materials are returned.

NOTE:

Neighborhood Coordinators are asked to be
active only during the fall commitment
process. This would occur annually, and they
need not participate throughout the rest of the
year. Members should serve for two years,
then replace themselves with a new
committee for future renewal efforts. It would
be advisable for future committee members to
assist in the current year's implementation.

TIME COMMITMENT:

Approximately 2 hours per week or 10
hours over 6 weeks.

The Neighborhood Coordinator will be
thoroughly trained in the recruiting process
prior to beginning recruitment of Home
Visitors. In addition, the Neighborhood
Coordinator will be asked to call their Home
Visitors and remind them of the Home Visitor
training session.

In the event that a Neighborhood
Coordinator goes through the names provided
and has not recruited five Home Visitors,
additional names can be provided by the Area
Coordinator.

At the Home Visitor training session, the
Neighborhood Coordinator will sit with his /
her Home Visitors and oversee their training
and their departure.

The Neighborhood Coordinator will remain
at the training site (unless making home
visits) until all of his / her Home Visitors have
returned and their cards have been properly
checked in.

Finally, the Neighborhood Coordinator will
be asked to follow up with each of his / her
Home Visitors during the course of the week
immediately after Commitment Weekend and
/ or until all home visitation cards have been
turned in.

Neighborhood Coordinator
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OBJECTIVE:

To contact parish families and secure their
commitments.

RESPONSIBILITIES:

1. Attend a training meeting on
Commitment Sunday.

2. Attend a commissioning Mass on
Commitment Sunday.

3. Review and understand the materials.

4. Visit approximately 10 households.

5. Present materials to each family for
completion.

6. Receive a sealed envelope with each
parish family’s information contained within.

7. Return the sealed envelope for each
family to the assigned Neighborhood
Coordinator.

TIME COMMITMENT:

A training meeting lasting 1-1/2 hours and
a Commissioning Mass on Commitment
Sunday. Visit for approximately 2-1/2 hours
on that Sunday and complete visits to parish
families that you missed during the following
week.

• Approximately 6 hours.

Home Visitor
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The Stewardship Prayer 

L ord God, you alone are the source of
every good gift, of the vast array of our

universe, and the mystery of each human life.
We praise you and we thank you for your
great power and your tender, faithful love.

Everything we are and everything we have
is your gift, and after having created us you
have given us into the keeping of your Son,
Jesus Christ.

Fill our minds with his truth and our hearts
with his love, that in his spirit we may be
bonded together into a community of faith, a
parish family, a caring people.

In the name and spirit of Jesus, we commit
ourselves to be good stewards of the gifts
entrusted to us, to share our time, our talent,
our material gifts as an outward sign of the
treasure we hold in Jesus.

Amen.

Parish Stewardship Program

Home Visitor Instructions



1. Before leaving, be certain that your 9x12
envelope contains your visit list, labeled
cards, corresponding labeled envelopes and
the following materials:

One (1) set of Home Visitor instructions
Two (2) peel-off name tags
Three (3) copies of the Brochure
Three (3) blank Sacrificial Giving Cards
Fifteen (15) blank Time / Talent

Commitment Forms
One (1) pen or pencil
Six (6) "While You Were Out" Cards
Three (3) blank Census Forms
Six (6) Personal Concerns Cards
One (1) Observations Form

2. It is not necessary to call before your
visit. People should be expecting you. They
have heard about the program through pulpit
announcements, mailings, bulletin
announcements, etc.

3. Upon your arrival, be sure to introduce
yourself even though you will be wearing a
name tag and you think the people may know
you. Be sure to explain that you are visiting
on behalf of (parish name) Stewardship
Program.

4. Ask if they have had an opportunity to
review the brochure and ask if they have
questions. In the event that they have
questions concerning the budget, please offer
the number of the Finance Committee hotline
so that they can speak directly to a member of
that committee.

5. If they haven’t reviewed the brochure,
give them one of your extra copies and review
it with them. Be sure to ask for your brochure
copy before you leave, because you may need

it at another house.

6. Present the person being visited with
their labeled #10 envelope, their Sacrificial
Giving Card and any Time / Talent
Commitment Forms that they may need in
addition to those they received in the mail.
Ask them to privately fill out their Sacrificial
Giving Card (and any other forms mailed if
they have not already done so). Ask them to
place all forms into the envelope.

7. As you hand them their Sacrificial
Giving Card and their Time / Talent Forms,
make sure that they understand that these are
commitments against which they will make
their best effort.  In the event that their
circumstances change during the course of the
year, they can call the parish office and
simply raise or lower their financial and / or
volunteer commitments.

8. Be sure to tell folks that they are not
expected to begin their increased financial
commitment until the first Sunday of
____ date ______, although they can begin
earlier if they wish. Also, tell those who
complete a Time / Talent Commitment Form
that they will be contacted regarding their
training and work schedules.

9. If the family is not home, complete a
“While You Were Out” card and leave it.

Home Visitation Procedure



1. If the person being visited begins to
discuss a personal concern, suggest that they
fill out a Personal Concerns Card. Ask them
to place the card into the #10 envelope with
all other materials, and in addition, they
should mark “confidential” on the face of the
envelope before handing it back to you.

2. In the event that the family has not
completed their Census Form or they need a

little more time to talk about their
commitment, tell them that you will be happy
to stop by after you have made your other
visits. Be sure to set a time when you will
return. In the event that they cannot complete
their forms this afternoon, agree upon a time
when you will return during the week. Tell
them you must have all of your materials
returned to the parish by next Friday.

For Parishes Using Personal Concerns  and / or Census Materials

What to Expect and What to Do

1. The parishioners will be expecting your
visit. They have been prepared by bulletin
announcements, homilies and the brochure
mailing.

2. At first, some may be reluctant – even
cool. Relax. Be patient and go through your
procedure calmly and with assurance.

3. Some parishioners, for whatever reason,
will refuse to make commitments. Listen to
them carefully but do not refute or judge their
position. Thank them and go on to your next
visit.  Note the refusal on the Sacrificial
Giving Card and seal it in the labeled
envelope. This way you will know that you
have already visited the home.

4. If asked how much money you think they
should give or how much time they should
volunteer, refer them to the information on the
brochure and give them time to read it,
responding only to questions about the
information.

5. “We don’t believe in pledging!” Explain
that this is really not a pledge but that the

parish cannot effectively budget its resources
if it has no idea what support will be given by
the parishioners. Obtaining a commitment –
not a pledge – in advance is the only way a
parish has to plan its work effectively.

6. If someone doesn’t know how much time
will be required of them when they volunteer,
tell them to check off the ministry in which
they are interested. The person who contacts
them can explain the time commitment.

7. “What can I do if I can’t meet my
commitments?” Tell the parishioner that, if his
/ her circumstances change, they should just
notify the parish office. The parishioner
needn’t give any reason. Just advise the office
of the new amount of parish support or time
available to volunteer.



1. Do be pleasant and open with everyone.

2. Do stop back at least once more during
the week, if no one is home the first time.

3. Do be familiar with materials and
general information in the brochure.

4. Do return completed materials to your
Neighborhood Coordinator between ______
and ________ p.m. this afternoon.

5. Do complete any other visits during the
week and take your materials to the parish
office by next Friday at __________  p.m.

6. Don’t become engaged in arguments,
discussions or long explanations.

7. Don’t complete the Sacrificial Giving
Card or Time / Talent Form for each family.
Let them do this unless they are unable.

8. Don’t leave the materials with anyone to
be mailed in later. Arrange to stop back at a
specific time.

9. Don’t question people’s decisions.

10. Don’t argue if people refuse to
participate. Just make a note on the card and
return  it to the Neighborhood Coordinator.

And finally ...
11. If you need to keep materials beyond

today, telephone your Neighborhood
Coordinator to advise him / her of the
disposition of each visit as you complete it.

12. Use the “Observations” form to record
any information that you feel should be
received by the parish staff.

Do’s and Don’ts: Guidelines for Volunteer Visitors



During your visits, you will find people
who are ill, needy, and / or people who no
longer feel part of their parish. You will not
be able to address these needs immediately
except in the most extreme circumstances.

Please print any necessary information
below and return this sheet to the Program
Coordinator or the pastor / administrator
personally. Do not return it with your cards.

Observations

Name _____________________________________________________________

Address ___________________________________________________________

Observation: ________________________________________________________

___________________________________________________________________

Name _____________________________________________________________

Address ___________________________________________________________

Observation: ________________________________________________________

___________________________________________________________________

Name _____________________________________________________________

Address ___________________________________________________________

Observation: ________________________________________________________

___________________________________________________________________

Visitor’s Name and Phone: ____________________________________________



Parish Stewardship Program

The Neighborhood Coordinator

A s a Neighborhood Coordinator, you are
part of an extensive organization. Your

parish  already has recruited a Stewardship
Committee. Members of this committee are
responsible for organizing, communicating
and implementing this program. Your task is
to recruit and work with five Home Visitors.

The Home Visitor
Every effort has been made to keep the

work of the Home Visitor as uncomplicated as
possible. Each parish family will receive a
mailing that will contain a brochure, a Parish
Census Form, Time and Talent Forms and a
Personal Concerns Card. Families will be
asked to complete all of the materials prior to
the arrival of the Home Visitor.

The Visitor will deliver a Sacrificial Giving
Card and an envelope in which the family will
seal all of their forms. In the event that any
parishioner is not ready to complete the
Sacrificial Giving Card, the Visitor will offer
to return after his / her other visits to pick up
that card.

All Visitors will be carefully trained and
will be instructed not to answer questions
about the parish budget and / or about the
amount that a family should contribute. The
brochure that will be mailed to each family
will contain information about contribution
amounts and about the parish budget. A
hotline will be established so that Visitors can
refer any financial questions to a member of
the Finance Committee. Committee members
will be available at that hotline during the
period that visits take place.

As you can see, Home Visitation will be a
relatively uncomplicated task. Every step has
been taken to assure the privacy of the
information being provided by parish families
and to assure that no Home Visitor will be
asked to “sell” anything.

Calendar
Please carefully review the Master

Calendar for Home Visit Implementation in
order to note deadline dates for activities in
which you are involved. The far right hand
column of the calendar indicate those
involved in a given activity.

Program Overview
The Neighborhood Coordinator will be

involved in the following steps:
1. Identification and recruitment of Home

Visitors.
2. Preparation of materials.
3. Training of volunteers to serve as Home

Visitors.
4. Attending the commissioning ceremony

and receiving returns after the home visits.
5. Following up with Home Visitors to be

sure they complete all visits.



I t is common for business and professional
people to assume that any campaign is

easily manageable based upon their
experience with past efforts and / or work
accomplished in their own businesses. 

In civic efforts, many variables are
predictable. Most of those involved have
worked together in the past and know, going
into the project, who performs and who does
not.

Second, many companies expect certain
civic performance levels from their
employees and reinforce them for actively
participating in community service efforts.

Finally, many major campaigns have at
their core a paid staff of experienced people
who provide assistance to leadership,
appropriate organizational skills and technical
knowledge.

Parishes often have to rely upon people
who may or may not be able to focus on
specific commitments of volunteer work. In
addition, parishes often do not have a
professional campaign staff. Therefore,
follow-up is much more critical here than in a
civic campaign.

Volunteer Leadership

Task Orientation

T he Church volunteer must be helped to be
task oriented. Volunteers must clearly

understand what is expected. The volunteer
should assume nothing and question
everything.

Each person in the home visit structure is,
and should be, responsible for those who are
reporting to him / her.  In turn, volunteers
must be responsible to the person to whom
they report. In this way, each person provides
an equal degree of effort toward the ultimate
success of the campaign.

Although your regular volunteers for other
projects already may be busy, they do make
the best representatives since they are

involved in the parish. It is suggested that
these are the types of individuals that you
should recruit to be Home Visitors. We are
asking Home Visitors to contribute their time
only on a Sunday and for a few callbacks
during the week following Commitment
Weekend. This should not overly tax your
existing volunteers.

Because parishioners will be solicited for
time / talent and financial resources, this will
significantly increase your currently existing
volunteer base. Your current volunteers,
therefore, can play a role in helping to
generate additional volunteers and additional
funds for their ministry by helping in this
program for just a few hours.



C learly, the call for lay involvement was
renewed by Vatican II. The Church has

invited lay people to awaken to their role with
energy and enthusiasm. Documents on the
apostolate of the laity and on Church (Lumen
Gentium) encourage and support the varied
efforts of lay people. As we face the new
needs of a changing world, there is urgency to
explore new forms of lay involvement and
encourage participation. This Parish
Stewardship program depends on the
involvement of volunteers who are motivated
by a call to the Church’s mission. In the Old
Testament as well, Moses shares the
responsibility for God’s work with others who
assist with the tasks in the community
(Exodus 18:13-24).

As we reflect on the development of the
U.S. Catholic Church, we clearly see numbers
of parishioners giving of their time, their
talent, and their financial resources. Since
Pope John XXIII convened Vatican II in
October 1962, we have begun to recognize
the importance of our baptismal call and
responsibility of each Catholic to respond to
that call.

The parish is where each of us experiences
Church. At the parish, we celebrate significant
aspects of our lives such as birth, welcoming,
forgiveness, healing, commitment,
community, and even death. The sacramental
celebration of these events gives us a share in
the life of Jesus, which we are called to
steward. Our parish community has the
responsibility to teach us about our call to
stewardship and also to support us in living as
stewards. Volunteering our time is part of that
stewardship.

• Neighborhood Coordinators are not
only volunteers; they are asked to be leaders.
As leaders, they must make a serious personal
commitment of time, talent, and financial
resources.  This commitment will be your best
recruiting tool.

• Before anyone begins to recruit, he / she
must have in hand a precise description of
what is to be asked and how much time it will
take. It is obvious that volunteers (civic,
community or Church) are willing to consider
undertaking a responsibility if it is well
defined and efficiently circumscribed.

• Recruitment is more than asking and less
than intimidating. Simply calling people from
a prospect list and asking their assistance is
unlikely to generate wholehearted
cooperation. The other extreme, intimidation,
usually results in recruiting volunteers who
are not committed to the project. In either
case, such volunteers often will not fulfill
their commitment.

• Recruitment is a process that must be
carefully organized. The same steps should be
followed for each person contacted. This
requires that the process be done by those
who have key responsibility for the tasks to
be accomplished. It should be a personal
request. Please avoid a general volunteer call
during liturgies. Usually, this approach is very
unsuccessful and it gives those gathered
together an opportunity to say “no” before
they are personally asked.

• The person recruiting should utilize
prospect lists developed by parish staff. A
letter has been sent from the Pastor /
Administrator to all prospective volunteers.

Recruitment



• The Neighborhood Coordinator contacts
the prospects and proceeds as follows:

1. Explain that their assistance is needed
with this very important aspect of parish life.
Explain the need, purpose and process being
followed in developing the commitment
program.  Do this by phone or in person but
only when the person is not rushed. It is
inadvisable to stop parishioners after Mass or
special services. Both the recruiter’s time and
energy and that of the individual are not
focused on the issue at hand.

2. Let the individual know that the parish is
inviting its parishioners to commit their time /
talent and financial resources and you are
asking parishioners to give volunteer time to
organize and implement the program.
Appropriate training will be given to all
volunteers. It is estimated that the program
will require only the time commitment
indicated on the Home Visitor job
descriptions.

3. Explain the job description clearly and
concisely. Do not try to walk an individual
through the work to be done from memory.
Having a copy of the job description to give
them is most helpful.

4. Be sure the individual is clear on the
time commitment, meetings and activity
involved.

5. Assure them that training will be
thorough.

6. Give the person an opportunity to ask
questions and then ask for their help.

7. Be prepared for a “no.” Be accepting.
Possibly the person would be willing to
consider another job.

8. For all who say “yes,” thank them and
make sure they know when training will
occur.

Recruitment



A s a Neighborhood Coordinator, you are
being asked to recruit and supervise five

Home Visitors. Your leadership is critical.

The Neighborhood Coordinators will
contribute heavily to the success of the
program. A responsible Neighborhood
Coordinator will find that his / her Home
Visitors will act responsibly. Because the
ultimate success of the program will be
measured by how many families hear and
respond to the message, the home visit
becomes the ultimate message delivery
system. The Neighborhood Coordinator,
through recruitment and supervisory
activities, can significantly affect the
motivation, enthusiasm and performance of
each Home Visitor.

1. Read all Neighborhood Coordinator
materials.

2. Determine from your Area Coordinator
when the Home Visitor prospect letters will
arrive at the prospects’ homes. Begin calling
the next day.

3. Call each prospect and tell them you are
following up on the letter.

4. Try to incorporate some of these points
into your phone call:

✓ All parish families will be asked to
complete a census information form and to
examine their volunteer and financial
commitments and increase them if possible.

✓ The program is intended to activate and
to educate the parish, and all Home Visitors
will be well trained.

✓ No Visitor will discuss any personal
information – money, volunteerism, or census
information – with those who are visited. The
Visitor is to be an ambassador of the parish.

✓ Members of the Finance Committee will
be present at the parish as visits occur so that
no Visitor will be required to have a complete
understanding of the parish budget. They can
simply call a member of the Finance
Committee to clarify any questions.
Commitment Cards and Parish Census Forms
will be sealed in envelopes before being
returned to the Visitor so that all information
will be confidential.

✓ Home Visitors will be asked to make
their first attempt to visit their parishioners on
Sunday afternoon of Commitment Weekend.
Visits will take place beginning 30 minutes
after the last Mass on that Sunday and
continue until approximately 3 p.m. Visitors
will be asked to make only one attempt to re-
contact any remaining parishioners during the
following week.

✓ Home Visitors will contact no more than
eight to 10 homes, including their own
homes.

5. Be gracious with those who decline to
serve.

6. Inform those who say “yes” of the date
and time of Home Visitor training. Thank the
Home Visitor and terminate the conversation,
noting that you will be back in touch with
those who agreed to serve just prior to the
training session.

7. Make sure your responses on the
prospect form are correct and report them to

Neighborhood Coordinator Keys to Success



your Area Coordinator every couple of days.
That person needs to keep specific track of
the individuals who agreed to serve.

8. You are restricted to calling your own
list for the next 10 days. After that, you may
contact anyone you wish. All of your Home
Visitors must be recruited no later than five
days before Commitment Weekend.

9. Ask your Area Coordinator for the time
and location of the Home Visitor training
meeting.

Home Visitor Training
and Commissioning Mass

Time: ________________________________
Date: ________________________________
Location: _____________________________
Mass Time: ___________________________

10. Call each of your Home Visitors a day
or two prior to the training meeting to remind
them of the session. Make certain that the
Home Visitor will be able to identify you so
they can sit with you at the training meeting.

11. After training, all Home Visitors,
Neighborhood Coordinators and the
committee are to attend the Commissioning
Mass.

12. After the last Mass, all Home Visitors
will be asked to return for one final quick
meeting with Neighborhood Coordinators so
that they can collect their packets, have some
refreshments, and begin their visits.

13. Neighborhood Coordinators are asked
to remain at the parish until approximately 4
p.m. in order to greet their Visitors as they
return with their cards.

14. Each Neighborhood Coordinator will be
asked to follow-up with their Home Visitors
until all cards have been returned to the parish
office.

15. Neighborhood Coordinators, as well as
Area Coordinators, will be asked to visit the
homes assigned to Home Visitors who do not
show up to conduct their visits.

16. My Area Coordinator is:

Name: _______________________________

Phone: _______________________________

Neighborhood Coordinator Keys to Success



Below are Biblical passages on the meaning of
Christian Stewardship. Throughout the week
prior to Commitment Sunday, read a passage

daily to place upon your mind and heart not only
knowledge Stewardship, but also the personal
importance of fulfilling the need to give . . . giving of
the gifts of time, talent and treasure bestowed upon all
of us through God’s grace and love.

DAY ONE
“All power in heaven and on earth has been given

to me. Go, therefore, and make disciples of all nations
baptizing them in the name of the Father, and of the
Son, and of the Holy Spirit, teaching them to observe
all that I have commanded you. And behold, I am with
you always, until the end of the age.” Matthew 28:19-
20

Q: How can I be a disciple of Jesus in my
community? 

Q: How do I encourage others to be disciples of
Jesus?

DAY TWO
“For as in one body we have many members, and

not all the members have the same function, so we,
who are many, are one body in Christ, and individually
we are members one of another. We have gifts that
differ according to the grace given to us: prophecy, in
proportion to faith; ministry, in ministering; the teacher,
in teaching; the exhorter, in exhortation; the giver, in
generosity; the leader, in diligence; the compassionate,
in cheerfulness.” Romans 12:4-8

Q: What are my special gifts?
Q: How can my gifts be used to serve the body,

the Church?

DAY THREE
“For just as the body is one and has many

members, and all the members of the body, though
many, are one body, so it is with Christ. For in the one
Spirit we were all baptized into one body . . . and we
were all made to drink of one Spirit. Indeed, the body
does not consist of one member but of many . . . If one
member suffers, all suffer together with it; if one
member is honored, all rejoice together with it.” 1
Corinthians 12; 12-14, 26

Q: How does the body, the Church, suffer when I
am not present to it?

Q: Do I encourage and rejoice in the body, the
Church, by my sharing in it?

DAY FOUR
“I therefore, the prisoner in the Lord, beg you to

lead a life worthy of the calling to which you have
been called, with all humility and gentleness, with
patience, bearing with one another in love, making
every effort to maintain the unity of the Spirit in the
bond of peace. There is one body and one Spirit, just as
you were called to the one hope of your calling, one
Lord, one faith, one baptism, one God and Father of
all, who is above all and through all and in all. But
each of us was given grace according to the measure of
Christ’s gift.” Ephesians 4: 1-7

Q: Do I make efforts to maintain unity in the
community? How? 

Q: How do I use my time and talents?

DAY FIVE
“Therefore I tell you, do not worry about your life,

what you will eat or what you will drink, or about your
body, what you will wear. Is not life more than food,
and the body more than clothing? . . . Therefore do not
worry, saying, ‘What will we eat?’ or ‘What will we
drink?’ or ‘What will we wear?’ . . . Indeed your
heavenly Father knows that you need all these things.
But strive first for the kingdom of God and His
righteousness, and all these things will be given to you
as well.” Matthew 6:25, 31-33

Q: How much time and effort do I spend on eating,
drinking and clothing myself and my family?

Q: Do I spend an equal time in matters of building
up the kingdom?

DAY SIX
“The just one’s sacrifice is most pleasing, nor will

it ever be forgotten; in generous spirit pay homage to
the Lord, be not sparing of freewill gifts. With each
contribution show a cheerful countenance . . .  Give to
the Most High as He has given to you, generously,
according to your means.” Sirach 35:6-9

Q: Do I give to others from my heart?
Q: Do I give generously, according to my means?

DAY SEVEN
“As each has received a gift, employ it for one

another as good stewards of God’s varied graces.” 1
Peter 4: 10

Q: What gift have I received?
Q: Do I return the favor?

A Week’s Reflection on Stewardship

Biblical Passages on the Meaning of Stewardship



Final thought on Stewardship…
“But the spirit makes free men and

women who are ready to put aside love of
self and integrate earthly resources into
human life, in order to reach out to that
future day when humanity itself will
become an offering accepted by God.”

Vatican II, Church in the Modern World,
# 38

Additional Resource:
In 1992, the bishops of the United States

wrote a Pastoral Letter on the subject of
stewardship. This six-page pamphlet calls
for Catholics to study the full meaning of
stewardship and to strive to lead their lives
as disciples of Christ. The pamphlet is
available at the rectory upon request; it is
called: 

Stewardship: A Disciple’s Response
written by the National Catholic
Conference of Bishops in 1992

A Week’s Reflection on Stewardship



January
For all members of the parish Altar Guild,

that through their Stewardship of time, they
find a deeper relationship with the Lord and
other members of the parish, we pray to the
Lord . . .

For all parish Religious Education
Teachers, that through their Stewardship of
talent they will realize greater personal and
community faith, we pray to the Lord . . .

For all parishioners, school parents,
children and community supporters
contributing to the success of the Building
Fund, that their Stewardship of treasure will
be an expression of gratitude for what the
Father has given them, we pray to the Lord . . .

February
For all members of the parish who, through

their Stewardship of talent and out of
gratitude to God, are eager to share their gifts
as Cantors and Musicians, we pray to the
Lord . . .

For all parish Ministers of Holy
Communion, that through their Stewardship
of time they may also be nourished by the
Bread of Life, we pray to the Lord . . .

March
For all parishioners contributing to the

Catholic Stewardship Appeal, that their gifts
will be an expression of gratitude for what
God has given them, we pray to the Lord . . .

For all parish Pastoral Council members,
that through their Stewardship of time, they
will find greater personal and community
faith, we pray to the Lord . . .

April
For the members of the parish who,

through their Stewardship of talent and out of
gratitude to God, are eager to share their gifts
as members of the Finance Council, we pray
to the Lord . . .

For all sponsors and leaders in the RCIA,
that through their Stewardship of time they
will find a deepening of their relationship
with Jesus, we pray to the Lord . . .

May
For all parishioners serving as Commission

Chairpersons, that through their leadership
and Stewardship of talent, they may find a
deeper relationship with God and other
members of the community, we pray to the
Lord . . .

For all parishioners, that their Stewardship
of treasure to the Church will be an
expression of gratitude for what the Father
has given them, we pray to the Lord . . .

June
For the servants of God known as our altar

servers, that through their Stewardship of
time, they will realize greater devotion to
their church and community, we pray to the
Lord . . .

For all who will care for the Lazarus at our
church door by responding to the call to be
stewards of their time by helping the
homeless, that their offering will be a true
expression of gratitude to God for His many
blessings, we pray to the Lord . . .

Biweekly Stewardship Prayers of the Faithful



July
For all organizers, leaders and participants

in the parish Adult Education program, that
through their Stewardship of time they will
experience an increase in their faith, we pray
to the Lord . . .

That a deeper faith is realized by those
members of the parish who, out of gratitude
to God for His cleansing grace, share their
talents as members of the Music Ministry, we
pray to the Lord . . .

August
For all parishioners serving as Ushers and

Ministers of Hospitality, that through their
Stewardship of talent, they may find a deeper
relationship with God and other members of
the community, we pray to the Lord . . .

For all those in the parish community, that
their Stewardship of treasure to charitable
organizations in the community will be an
expression of gratitude for what the Father
has given them, we pray to the Lord . . .

For all members of the Women’s Club, that
through their Stewardship of time, they will
realize greater personal and community faith,
we pray to the Lord . . .

September
For all parishioners who make a planned

and proportionate gift of their time, talent and
treasure, that their offering will be a true
expression of gratitude to God for all His
blessings, we pray to the Lord . . .

For all members of the Men’s Club, that
through their Stewardship of time and
perseverance of faith, they will find a
deepening in their relationship with Jesus, we
pray to the Lord . . .

October
For those members of the parish who,

through their Stewardship of talent, give
thanks to God by sharing their gifts as
members of the Bereavement Committee, that
their daily lives become further enriched, we
pray to the Lord . . .

For all parishioners serving as members of
the expansion and building planning
committee, that through their Stewardship of
talent they may find a deeper relationship
with God and other members of the
community, we pray to the Lord . . .

November
For all parishioners who support the Food

Collection Ministry, that their Stewardship of
treasure will reflect their gratitude for what
the Father has given them, we pray to the
Lord . . .

For the many members of the Community
Life Commission, that through their
Stewardship of time in service to God on
earth, they will realize greater personal and
community faith, we pray to the Lord . . .

December
For the members of the Evangelization

Commission, that through their Stewardship
of time they will find a deepening in their
relationship with Jesus, we pray to the Lord
. . .

For those parishioners who, through their
Stewardship of talent, are eager to share their
gifts with the Communications Commissions,
that their faith is deepened and lives become
further enriched, we pray to the Lord . . .

Biweekly Stewardship Prayers of the Faithful



Year One

January
• As we begin a new year, let us take time to plan

and make Stewardship of time and talent a part of our
lifestyle and Stewardship of treasure a part of our
budget.

• Your first responsibility is to take care of your
needs and the needs of your family – not necessarily all
their wants. In looking at what we need versus what we
want, we end up placing material things and money in
their proper perspective.

“Everyone must give according to what he has
inwardly decided; not sadly, not grudgingly, for God
loves a cheerful giver.” (2 Corinthians 9: 7)

• All too often, Stewardship is presented only with
Church support or the funding of other charities as the
goal. This is too limiting. Stewardship also involves
time and talent.

“For your heart will always be where your riches
are.” (Matthew 6:21)

February
• Stewardship involves a willingness to give from

the very core of who we are and what we have – from
substance rather than abundance.

“None of those who cry out ‘Lord, Lord’ will enter
the kingdom of God, but only the one who does the
will of my Father in heaven.” (Matthew 7:21) Jesus
made it clear that being stewards of our time, talent and
treasure is part of the will of His Father.

• Stewardship of treasure asks only a percentage of
income. Many people find that when they trust God
and return a certain percentage of their income to the
Church and other charities, they can live adequately on
the rest of their income.

“Always seek to do good to one another and to all.”
(II Thessalonians 5: 14)

March
“Your light must shine before all so that they may

see goodness in your acts.” (Matthew 5: 16)
• Giving of our time, talent and treasure mainly

involves a change of attitude about giving. It’s
important to think in terms of giving in gratitude to
God, of considering how blessed we are, of using our
gifts and talents for the good of others.

• In the area of time and talent, many individuals
commit a certain number of hours each week to prayer
and charitable activities.

• In the area of treasure, some Christians choose the
biblical norm of giving 10 percent of their treasure.
Some, because of circumstances, give more than that.
Others might start at two, three or four percent, and
work upward.

April
• Stewardship opens an avenue of thought that

allows us to give without always questioning what we
will get in return.

• Each one of us is talented in some way.
Stewardship encourages us to use any talent we have to
benefit an individual, the Church or the community.

“What shall I return to the Lord for all the Lord has
given to me?” (Psalms 116: 12)

• Jesus asks us to demonstrate our love for Him
through our generosity to others. In our everyday lives,
He calls us to share our gifts of time, talent and
treasure with others.

“While we have the opportunity, let us do good to
all people – but especially to those of the household of
the faith.” (Galatians 6:10)

Mav
• Jesus asks us to commit ourselves to be good

stewards of the gifts entrusted to us, to share our time,
our talent and our treasure as an outward sign of the
love and gratitude we have for Him.

• How much time have you spent this week in
prayer for others and for the work of the Church?

• Have you ever thought about how many of your
free hours you spend doing things for yourself versus
how many you spend doing things for others?

“Let him with two coats give to him who has none.”
(Luke 3:11)

June
• Giving of our time, talent and treasure is not about

giving until it hurts. Rather, it is about giving until you
feel good about what you have given.

• How much you have has nothing to do with
generosity to God. If you don’t give of your time,
talent and treasure with what you have, you most likely
won’t do it if you have more.

“Whoever is faithful in small matters will be faithful
in large ones.” (Luke 16: 1 0)

• You are just one person but you are important to
God and His work. Be faithful as you give of your
time, talent and treasure.

Bulletin ‘Stewardship Thoughts’ for Two Years



July
• Stewardship is a way of life, a way of thanking

God for all His blessings by returning a portion of the
time, talent and treasure allotted to us.

• Stewardship is based on the spiritual principles of
the Old Testament and the teachings of Jesus; and
where it has been implemented, both givers’ and
receivers’ lives have been changed.

• Stewardship engenders a spirituality that deepens
our relationship with Jesus.

• Stewardship involves planned and proportionate
giving of our time, talent and treasure.

“Give, and it shall be given to you. Good measure
pressed down, shaken together, running over, will they
pour into the fold of your garment. For the measure
you measure with will be measured back to you.”
(Luke 6:38)

“Above all, let your love for one another be
constant, for love covers a multitude of sins. Be
mutually hospitable without complaining. As generous
distributors of God’s manifold grace, put your gifts at
the service of one another, each in the measure you
have received.” (1 Peter 4:8-10)

August
• Have you ever taken a moment to figure out how

much time, on the average, you spend a week
volunteering in your Church or in your community?

“Do not neglect good deeds and generosity. God is
pleased by sacrifices of that kind.” (Hebrews 3:16)

• Have you ever taken some time to figure out what
percentage of your income goes to the Church and
other charitable causes?

• Stewardship is planned giving and does not leave
giving to chance. It challenges us to plan. It asks us to
appraise – deliberately – what we are doing with our
time, our talent and our treasure.

September
• Christian Stewardship provides a spirituality that

you can take home from church, exercise at work, and
express through personal involvement in the
community and Church.

• Stewardship is not job oriented or project minded.
It is a way of life for a lifetime.

• Christian Stewardship takes a positive view on
money. It sees money not only as a medium of
exchange but as a symbol of the person who has it. The
way we acquire it, use it, and share it, we are revealed
in those actions.

• Christian Stewardship trains us to become aware
that God is the ultimate giver of the gifts we have. To
give to God should be “from the top” – not what may
be left over.

October
“No servant can serve two masters. Either he will

hate the one and love the other or be attentive to the
one and despise the other.” (Luke 16:13)

• Stewardship is an important concept for our
spiritual growth as Catholics. It is a way of thanking
God for all His blessings by returning to Him a portion
of our time. Giving of our time involves being with
God in prayer and worship and volunteering our time
in the Church and community activities that help
others.

“Wherever your treasure lies, there your heart will
be.” (Luke 12: 34)

• Sharing our talents arises from the fact that God
has given each of us the ability and gifts to do certain
things well, and we are to develop those talents for the
good of others.

November
“Moreover, it is required in stewards that a man be

found faithful to his gifts.” (1 Corinthians 4: 1-2)
• As we practice Stewardship, we find that we grow

spiritually and that our faith is deepened.
• As we approach Thanksgiving Day, let us take a

moment to consider all the blessings we receive from
God and how we in turn thank God for His blessings.

• Stewardship of our time and talent and treasure is
not limited only to the Church. Many people give time
and money to other groups in the community as well.

December
“Be generous, sharing what you have.” (1 Timothy

6: 18)
• We are all stewards – managers of the many gifts

God has bestowed upon us. Our challenge as Christians
is to make good use of those gifts.

“Happiness lies more in giving than in receiving.”
(Acts 20-35)

• In our daily lives, we manage our family and work
responsibilities. But to become occupied with these
important matters to the exclusion of the need of others
outside our home or work is a mistake we could carry
into eternity.

• The coming new year provides a good time to look
at how blessed we are and to ask ourselves how we can
say “thank you” to the Lord.

Bulletin ‘Stewardship Thoughts’ for Two Years



Year Two

January
• It is important to measure our generosity not by

what we give, but by what we have left.
• Stewardship involves a change of heart, embodied

not just in a single action, nor even a series of actions,
but in one’s entire life.

“... none of you can be my disciple if he does not
renounce all his possessions.” (Luke 14:33)

• Stewardship involves the conscientious, firm
decision, carried out constantly in action, to conduct
one’s self as a follower of Jesus, regardless of the cost.

February
• As Catholics, we are to focus not only on

ourselves but also are called by our Baptism to reach
out and share our time, talent and treasure with our
brothers and sisters.

“But let our people, too, learn to devote themselves
to good works, to supply urgent needs, so that they
may not be unproductive.” (Titus 3: 14)

• We don’t give because we have a lot and can
afford it; we give because of a desire to share what we
have with others.

• St. Paul is often misquoted as saying, “Money is
the root of all evil.” He said no such thing. Money
helps feed the hungry, helps clothe the naked; it helps
build homeless shelters, schools and churches.

March
• If we give according to God’s principles, God will

give back to us. The young man who gave his loaves
and fishes didn’t have to go without dinner.

• Stewardship reminds us to count our blessings,
acknowledge God’s gifts to us and express thanks to
Him by a proportionate giving of our time, talent and
treasure.

“God can multiply His favors among you so that
you may always have enough of every thing and even a
surplus for good works.” (II Corinthians 9:8)

• The decision to give has not so much to do with
calendars and budgets. Rather, the decision to give is
really a matter of putting your life with God into
perspective.

• Stewardship is God’s invitation to a way of life. It
helps us to overcome our selfishness and love of
things.

April
• Stewardship of time, talent and treasure is chiefly

a way to deepen our spiritual life, not a way to increase
our giving, although living out Stewardship results in
both.

“For the Son of Man came not to be served but to
serve and to give His life for many.” (Mark 10:45)

• God has taught us that you cannot love without
giving. That giving includes giving of our time, talent
and treasure.

• If we give ourselves to God and let Him use our
talents to serve others, we will be amazed by the
results. Not only will our lives be changed but so will
the lives of others.

May
• Do we ever take the initiative in giving our time,

talent and treasure, or do we always wait to be asked?
“In generous spirit pay homage to the Lord, be not

sparing of freewill gifts.” (Sirach 35:7)
• Whatever time we have is a gift from God and we

are asked to use it wisely, to serve God and others.
• Stewardship of time, talent and treasure faces

certain obstacles: greed, selfishness, irresponsibility
and a lack of trust.

• All of us are called to be good stewards of our
time, but to different causes or activities according to
God’s specific call. What is God’s call to me?

June
“With each contribution, show a cheerful

countenance, and pay your tithes in a spirit of joy.”
(Sirach 35:8)

• It is important that we budget our hours as we
budget our income so we are able to give our time to
be involved in church and community activities.

• Stewardship of treasure is based on giving a
percentage of our income that is just. If we have little
income, we will give little. If we have greater income,
we will give more. Whether we are poor or rich, we
can each give a percentage of our income to church
and other charities.

• Why not keep a record for one week of how you
spend your time? How much do the Church and
community organizations get of that time?

Bulletin ‘Stewardship Thoughts’ for Two Years



July
• The heart grateful to God needs to find a way to

express that gratitude. Some important ways to do that
are through prayer, through service and through giving
of one’s resources.

• It is only the hand that is open to give that is open
to receive. God cannot give us what we refuse to take
and God cannot give to us when our hands and hearts
cling to things.

“For everything is from you, and we only give you
what we already have received from you.” (1
Chronicles 29: 14-16)

• If we accept the challenge of putting God first in
our time and treasure, our attitudes, priorities and
spiritual lives will definitely change.

August
• Have you given real thought lately to how good

God has been to you? Do you give in proportion to
what God has given you?

• Christ makes it quite clear that He expects us to be
different. One of the ways He expects us to be different
is by practicing Stewardship of time, talent and
treasure.

“They gave as much as they were able, and even
beyond their ability.” (2 Corinthians 8:3)

“Love one another as I have loved you. I have
chosen you to go forth and bear much fruit.” (John 15:
12,16)

September
• Use what talents you possess. The woods would be

very silent if no birds sang there except those that sang
best.

• Those who practice Stewardship see themselves as
caretakers of God’s gifts. They are grateful for what
they have received and are eager to share their gifts out
of love for God and one another.

• Stewardship calls us to share what we have with
others generously as members of one Christian
community. Stewardship focuses on our dependence on
God, which goes against society’s focus on
independence.

• Those who practice Stewardship recognize God as
the origin of life, the giver of freedom, the source of all
that they have and all that they are.

• In a life committed to Stewardship we are called to
“possess lightly.” Jesus taught about the dangers of
clutching to material possessions, and pointed to the
real treasures available to us in lift.

October
“As the Father has sent me, so I send you.” (John

20:21)
• Giving and sharing are learned responses. It is our

responsibility to teach our young people this lesson.
• Stewardship is opening our hearts, schedules and

hands to others – being available and willing to listen
and give our time and our love. Those we give to can
be neighbors, fellow parishioners, as well as those who
are hurting.

• The meaning of money is attached to its use. God
never condemned money, as such, but rather insisted
that it be used to further the Kingdom of God.

November
• God has given each of us some special abilities. It

is important that we use them to help one another,
passing on to others the many blessings that God has
given us.

“They gave their surplus wealth, but she gave from
her want, all that she had to live on.” (Mark 12:44)

• How much of your time, other than an hour on
Sunday, do you give back to God for the many
blessings that you have received?

• Give of your time, talent and treasure until your
heart knows that you have done something for God.

December
• Develop your talents to the fullest so that you can

use them to benefit your church and community. Your
abilities will grow with use; unused, they may wither
away.

“Honor the Lord with your substance and with the
first fruits of all your labors.” (Proverbs 3:9)

• Your Church and community offer many
opportunities for using your time and talent in God’s
service.

• Stewardship of treasure involves trust in God. You
have to really believe in God’s Providence and trust
that, if you give 10 percent of your income to Church
and charity for example, He will help you live on the
rest.

No one is ever poorer for giving to our God who is
so rich in love, mercy and goodness.
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“All tithes of the land, whether in grain
from the fields or fruit from the trees, belong
to the Lord as sacred.” (Leviticus 27:30)

“Each year you shall tithe all the produce
that grows in the field you have sown . . . so
that the Lord may bless you in all that you
undertake.” (Deuteronomy 14:22, 29)

“. . .  and the measure of your own free will
offering shall be in proportion to the blessing
the Lord, your God, has bestowed on you . . .
no one shall appear before the Lord empty
handed, but each of you with as much as they
can give in proportion to the blessings which
the Lord, your God, has bestowed on you.”
(Deuteronomy 16: 10, 16-17)

“When you have come into the land which
the Lord, your God . . . take some first fruits
of the various products of the soil . . . and,
putting them in a basket . . . you shall go to
the priest . . . (who will) set it in front of the
altar of the Lord, your God.” (Deuteronomy
26: 1-4)

“. . .  O Lord our God, all this wealth that
we have brought together to build you a
house in honor of your holy name comes
from you and is entirely yours.” (1 Chronicles
29:15-16)

“Honor the Lord with your wealth, with the
first fruits of all your produce. Then your
barns will be filled with grain, with new wine
your vats will overflow.” (Proverbs 3:9)

“Those who confer benefits will be amply
enriched, and those who refresh others will be
refreshed.” (Proverbs 11:24)

“In generous spirit pay homage to the Lord,
be not sparing of free will gifts. With each
contribution show a cheerful countenance,
and pay your tithes in a spirit of joy. Give to
the Most High as given to you, generously,
according to your means.” (Sirach 35:7-10).

“. . . Yet you are robbing me! And you say,
‘How did we rob you?’ In tithes and in
offerings! Bring the whole tithe into the
storehouse, that there may be food in my
house, and try me in this, says the Lord of
hosts: Shall I not open for you the floodgates
of heaven, to pour down blessing upon you
without measure?” (Malachi 3:8-10)

Old Testament Texts Relating to Stewardship





“You are the salt of the earth. But if salt loses
its taste, with what can it be seasoned? . . . you are
the light of the world. A city set on a mountain
cannot be hidden. Nor do they light a lamp and
then put it under a bushel basket; it is set on a
lamp stand where it gives light to all in the house.
Just so, your light must show before others, that
they may see your good deeds and glorify your
heavenly Father.” (Matthew 5:13-16)

“Repay to Caesar what belongs to Caesar and
to God what belongs to God.” (Matthew 22:21)

“Inherit the kingdom prepared for you from the
foundation of the world. For I was hungry and
you gave me food, I was thirsty and you gave me
drink, a stranger and you welcomed me, naked
and you clothed me, ill and you cared for me, in
prison and you visited me . . . Amen, I say to you,
whatever you did for one of these least brothers of
mine, you did for me.” (Matthew 25:34-36, 40)

“Anyone who has ears to hear ought to hear.
Take care what you hear. The measure with which
you measure will be measured out to you, and still
more will be given to you. To the one who has,
more will be given; from the one who has not,
even what he has will be taken away.” (Mark
4:23-25)

“As he was setting out on a journey, a man ran
up, knelt down before him and asked him, ‘Good
teacher, what must I do to inherit eternal life?’ . . .
Jesus, looking at him, loved him and said to him,
‘You are lacking in one thing. Go sell what you
have and give to the poor, and you will have
treasure in heaven; then, come follow me.’”
(Mark 10:17-21)

“A poor widow also came and put in two small
coins worth a few cents. Calling his disciples to
himself, he said to them, ‘Amen, I say to you, this
poor widow put in more than all the other
contributors to the treasury. For they all
contributed from their surplus wealth but she,
from her poverty, has contributed all she had, her
whole livelihood.’” (Mark 11:22-24)

“Give and it shall be given to you. Good
measure pressed down, shaken together, running
over, will they pour into the fold of your garment.
For the measure you measure with will be
measured back to you.” (Luke 6:38)

“There are different kinds of spiritual gifts but
the same Spirit; there are different forms of
service of the same Lord; there are different
workings but the same God who produces all of
them in everyone.” (1 Corinthians 12:4-5)

“Consider this: Whoever sows sparingly will
also reap sparingly, and whoever sows bountifully
will also reap bountifully. Each must do as already
determined, without sadness or compassion, for
God loves a cheerful giver . . . The one who
supplies seed to the sower and bread for food will
supply and multiply your seed and increase the
harvest of your righteousness.”        (2
Corinthians 9:6-7, 10)

“We give thanks to God always for all of you,
remembering you in our prayers, unceasingly
calling to mind your work of faith and labor of
love and endurance in hope of our Lord Jesus
Christ, before our God and Father, knowing,
brothers loved by God, how you were chosen.”
(1 Thessalonians 1 :2)

“For we brought nothing into the world, just as
we shall not be able to take anything out of it. If
we have food and clothing, we shall be content
with that. Those who want to be rich are falling
into temptation and into a trap and into many
foolish and harmful desires which plunge them
into ruin and destruction. For the love of money is
the root of all evils, and some people in their
desire for it have strayed from the faith and have
pierced themselves with many pains.” (1 Timothy
6:7-10)

“Tell those who are rich in this world’s goods
not to be proud and not to rely on so uncertain a
thing as wealth. Let them trust in the God who
provides us richly with all things for our use.
Charge them to do good, to be rich in good works
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and generous, sharing what they have. Thus will
they build a secure foundation for the future, for
receiving that life which is life indeed.”
(1 Timothy 6: 17-19)

“Let mutual love continue. Do not neglect
hospitality, for through it some have unknowingly
entertained angels. Be mindful of prisoners as if
sharing their imprisonment. Let your life be free
from love of money, be content with what you
have.” (Hebrews 13: 1-5)

“What good is it if someone says he has faith
but does not have works? Can that faith save him?
If a brother and sister have nothing to wear and
have no food for the day, and one of you says to
them, ‘Go in peace, keep warm and eat well,’ but
do not give them the necessities of the body, what
good is it? So also faith of itself, if it does not
have good works, it is dead.” (James 2:14-17)

“The harvest is abundant but the laborers are
few, so ask the master of the harvest to send out
laborers for his harvest. Go on your way; behold,
I am sending you like lambs among wolves. Carry
no money bag, no sack, no sandals, and greet no
one along the way. Whatever house you enter,
first say, ‘Peace,’ to the household.” (Luke 10:2-5)

“Take care to guard against all greed, for
though one may be rich, one’s life does not
consist of possessions . . . You fool, this night
your life will be demanded of you; and the things
you have prepared, to whom will they belong?
Thus will it be for the one who stocks up treasures
for himself but is not rich in what matters to
God.” (Luke 12: 15, 20-21)

“When much has been given a man, much will
be required of him. More will be asked of a man
to whom more has been entrusted.” (Luke 12:48)

“As the Father loves me, so I also love you. If
you keep my commandments, you will remain in
my love, just as I have kept my Father’s
commandments and remain in his love... No one
has greater love than this, to lay down one’s life

for one’s friends. You are my friends if you do
what I commanded you. I have called you friends
because I have told you everything I have heard
from my Father. It was not you who chose me, but
I who chose you and appointed you to go and bear
fruit that will remain . . . ” (John 15:9-10, 13-16)

“They devoted themselves to the apostles’
instruction and the communal life, to the breaking
of bread and the prayers. A reverent fear overtook
them all, for many wonders and signs were
performed by the apostles.” (Acts 2:42-45)

“The community of believers was of one heart
and mind, and no one claimed any of the
possessions as their own, but they had everything
in common ... There was no needy person among
them, for those who owned property or houses
would sell them, bring the proceeds of the sale,
and put them at the feet of the apostles, and they
were distributed to each according to need.” (Acts
4:32, 34-35)

“Since we have gifts that differ according to the
grace given to us, let us exercise them: if
prophecy, in proportion to the faith; if ministry, in
ministering; if one is a teacher, in teaching; if one
exhorts, in exhortation; if one contributed, in
generosity; if one is over others, with diligence; if
one does acts of mercy, with cheerfulness.”
(Romans 12:6-8)
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Services, 3211 4th Street NE, Washington, DC
20017-1194  (800) 235-8722, Fax (202) 541-3322.

Go and Make Disciples: A National Plan and
Strategy for Catholic Evangelization in the
United States (available in English and Spanish),
1993, United States Conference of Catholic
Bishops, Publishing Services, 3211 4th Street NE,
Washington, DC 20017-1194  (800) 235-8722,
Fax (202) 541-3322.
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(708) 566-1462.

Called and Gifted for the Third Millennium:
Reflections of the U.S. Catholic Bishops on the
30th Anniversary of the Decree on the Apostolate
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1995. United States Conference of Catholic
Bishops, Publishing Services, 3211 4th Street NE,
Washington, DC 20017-1194  (800) 235-8722,
Fax (202) 541-3322.

Communion and Mission: A Guide for
Bishops and Pastoral Leaders on Small Church
Communities (bilingual edition). U.S. Bishops’
Committee on Hispanic Affairs, 1995, United
States Conference of Catholic Bishops, Publishing
Services, 3211 4th Street NE, Washington, DC
20017-1194  (800) 235-8722, Fax (202) 541-3322.
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To Be a Christian Steward. A summary of the
U.S. Bishops’ Pastoral Letter on Stewardship,
Publication No. 56802; United States Conference
of Catholic Bishops, Publishing Services, 3211
4th Street NE, Washington, DC 20017-1194  (800)
235-3722, Fax (202) 541-3322.

Teaching Our Youth to Share. Booklet for
Youth and Envelopes. Rev. Joseph M. Champlin,
The Liturgical Press, St. John’s Abbey, Box 7500,
Collegeville, MN 56321-7500  (800) 858-5450,
Fax (800) 445-5899.

Evangelization and Discipleship Promotion:
Paulist National Catholic Evangelization
Association, 3031 Fourth Street N.E., Washington,
DC 20017  (800) 237-5515. Ask to be placed on
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specifically ask for their free catalog entitled
Resources for the New Evangelization. This
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of Life Video for Youth). United States Conference
of Catholic Bishops, Publishing Services, 3211
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