
NATIONAL APPEAL REPORT FORM
INSTRUCTIONS

1 . Please open all  National Appeal col lection envelopes and kindly indicate the tot al amount  of  t he check  or cash

enclosed on t he f ront  of  t he indiv idual co llect ion env elope if  not  already  w ritt en by  donor.

2 . A ll loose co in and un ident if ied cash do nat ions should be t ot aled and this t ot al entered on  line 1 below . Please

do not  send  the unidentified envelopes w ith your report .

3 . Once the m oney has been rem ov ed and properly recorded on the envelopes, please run an adding machine tape

for t he total gifts f rom identified envelopes only and enclose the tape w ith this report.  Enter this tot al amount

on line 2  below . It  is only  benef icial if t he adding  machine tape is in t he same sequence as t he envelopes.

4 . Bank all  money received from t his appeal into your bank account. Funds received should be coded to revenue

account  #4 85 60 . Forw ard one parish check to our of f ice payable t o  Nat ional Appeal Collection f or t he t ot al

of al l gif ts ( line 3 below ). Disbursement should be coded to disbursement account # 48 57 0.

5 . Please send  all ident if ied envelopes.  The Of f ice o f  Stew ardsh ip Development  needs t o receive t he dono r' s

original envelope for tw o reasons: for proper recording of donor giving options; and for year-end repo rt ing

purposes.

6 . A ll env elopes f or c redit  card t ransact ions should be separate from the  cash o r check env elopes. Please DO

NOT include the totals from these envelopes in w it h your To tal Gif t s or t he Tot al Amount  Receiv ed.  Indic ate

the tot al amount of  your credit  card  t ransac t ions on  line 4  on ly .  A lso, do not include the tot al of al l credit cards

in your parish check. Once the transact ion has been completed t he par ishioner w ill receiv e cred it  f or t heir

contr ibut ion.    
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INDICATE TOTAL RESULTS HERE

1 . Total miscellaneous cash and unidentif ied donations $__________

2 . Total gif t s on  enc losed  env elopes $__________

3 . Tot al amount  received (add lines 1  &  2 ) $__________

Amount of Check______________Check Number__________

4 . Total amount  of  credit  card  env elopes $__________

           (Do Not include this total in w ith your parish check)

 

Parish nam e________________________________Tow n____________________________Parish  number__________

Submit t ed  by______________________________________Date_______________

Please return:

This report  f orm

A ll ident if ied collec t ion  env elopes

A dding m achine tape fo r enclosed envelopes (in same order as envelopes)

One parish check to cov er the tot al donations (made payable to National Appeal Collect ion)

M ail to:

The Off ice of Stew ardship Development

P. O.  Box  7 0 4 4

Roc kf ord IL 6 1 1 2 5 -7 0 4 4

8 1 5 / 3 99 -4 3 0 0

THANK YOU

W hite - Office of Stew ardship Development *  Canary - Parish Copy
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