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Guide Overview 

Purpose of this Guide 

The purpose of the Gift Processing Guide is to assist the parish staff and the Office of Stewardship and 

Development team in proactively reviewing and recording all intentions made to the United Catholic Appeal. By 

following this process, we can properly credit every donor’s contribution. This will help foster a spirit of 

partnership among donors, parish staff members and the Office of Stewardship and Development for funding the 

work of the Church in central and southern Indiana. 

Gift Processing 

To assist with gift processing, the Office of Stewardship and Development continues to partner with Wausau 

Solutions. Please make note of the mailing address for all gifts to the United Catholic Appeal: 

Wausau Solutions  

168 Lisbon Street 

Lewiston, ME 04240-7234 

Please send all non-gift communications to the 1400 N. Meridian Street, Indianapolis, IN 46202. 

Spanish Intention Envelopes 

Bilingual intention envelopes are mailed to all households that are noted in the database as Spanish speaking. This 

information is made available to our office through the census data updates and the Household Changes Form.  

Office of Stewardship and Development Contact Information: 

Jolinda Moore 
Executive Director of 
Stewardship & Development 

(317) 236-1462
(800) 382-9836, ext. 1462

Dana Stone 
Director of Appeals and 
Creative Services 

(317) 236-1591
(800) 382-9836, ext. 1591

Dana Townsend 
Director of Donor Services 

(317) 236-1498
(800) 382-9836, ext. 1498

Barb Clemons 
Data Entry Specialist 

(317) 592-4062
(800) 382-9836, ext. 4062
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UCA Intention Card: SPLIT 
(Mailed to Households) 
 

 

 
 
 

 
 
 
 
 
Please note, the above card is for all parishes inside of Indianapolis. Parishes outside of Indianapolis will not have the 

option of restricting gifts to the Notre Dame ACE Academies. 
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UCA Intention Card: IN-PEW PLEDGE CARD 
(Mailed in bulk as part of the Parish Kit) 
 
 

 
 

 

 
Please note, the above card is for all parishes inside of Indianapolis. Parishes outside of Indianapolis will not have the 

option of restricting gifts to the Notre Dame ACE Academies. 
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United Catholic Appeal Intention Cards: BILINGUAL 
 

 

Spanish Intention Cards are now bilingual cards. Please process these cards the same as the English 

Intention Cards. 
 
 

 
 
 
 

 
 

 

 

Please note, the above card is for all parishes inside of Indianapolis. Parishes outside of Indianapolis will not have the 

option of restricting gifts to the Notre Dame ACE Academies. 
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UCA Intention Cards and In-Pew Cards: SPLIT 

Processing Instructions 
 
 

The United Catholic Appeal intention cards and In-Pew cards should be completely filled out by your 

parishioners. A portion of parishioners will mail their intention card in the envelope provided directly to the post 

office box. Others will return them to the parish during the In-Pew process on Intention Weekend. All cards 

returned to the parish should be returned using the UPS envelopes provided by the Office of Stewardship and 

Development. 

 
STEP 1 
Collect sealed envelopes and place them in the Security Envelope. 

• PLEASE DO NOT OPEN INDIVIDUAL ENVELOPES. You will not be creating batches as in past years. 

All envelopes are simply collected and placed in the Security Envelope. 

• IF LOOSE CASH IS RECEIVED, issue a parish check and place in an In-Pew envelope and seal. Label the 

envelope with the parish name, parish number and city so that we credit your parish with the “loose change” 

gift. Place in the Security Envelope. 

• If a donor is interested in making scheduled charge card payments, or would like to schedule an automatic 

withdrawal, several options are on the pledge card. These options are also available online at 

www.archindy.org/UCA by clicking on “Donate Now”. Feel free to contact the office with special instances 

that you would like to discuss. 

 
STEP 2 
Please use UPS labels provided to your parish in the October 2018 mailing. See instructions on page 9. 

• Do not use old envelopes with P.O. Box 1410, P.O. Box 6043, or old UPS labels. Using old materials is 

likely to result in lost envelopes. 

• Place all In-Pew envelopes and intention cards in a Security Envelope and seal. The Security Envelope is 

used to help protect all gifts that are made to the United Catholic Appeal should the outside package be 

damaged in transit. Then, follow the shipping instructions on page 9. 

• Additional supplies can be ordered by contacting Cindy Riley at (317) 236-1415 or criley@archindy.org. 

 
STEP 3 
If you have questions or suggestions on processing gifts, please call the Office of Stewardship and Development 

at 800-382-9836, ext. 1498. 

http://www.archindy.org/UCA
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UCA Intention Card: COMBINED 
(Mailed to Households • Blank cards made available for the In-Pew Appeal through the Parish Kits) 

Parish to keep top portion (everything above the bottom blue line) 
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(BACKSIDE) 
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UCA Intention Cards and In-Pew Cards: COMBINED 

Processing Instructions 

The United Catholic Appeal intention cards and In-Pew cards should be completely filled out by your 

parishioners. A portion of parishioners will return the intention card directly to the parish. Others will complete 

them during the In-Pew Process on Intention Weekend. All archdiocesan cards should be returned using the UPS 

envelopes provided by the Office of Stewardship and Development. 

STEP 1 
Verify contents of return envelopes. 

• You should receive both sections of the pledge cards from every donor. If either the parish or archdiocesan

community appeal section is missing, please call the donor to obtain the missing section of the intention card.

• Separate the archdiocesan appeal intention cards from the parish intention cards and retain the parish cards.

• If you see an error on the intention card and/or contribution, please work with the donor to resolve

discrepancies. Donor should resubmit the intention card and/or contribution after the discrepancy has been

resolved.

• For the United Catholic Appeal intention cards without a preprinted or pre-labeled name and address, please

provide the donor’s complete name, address, parish name, and parish number.

• IF LOOSE CASH IS RECEIVED, issue a parish check and place in an In-Pew envelope and seal. Label the

envelope with the parish name, parish number and city so that we credit your parish with the “loose change”

gift. Place in the Security Envelope.

• If a donor is interested in making scheduled charge card payments, or would like to schedule an automatic

withdrawal, several options are available on the pledge card. These options are also available online at

www.archindy.org/UCA by clicking on “Donate Now”. Feel free to contact the office with special instances

that you would like to discuss.

STEP 2 
To prepare intention cards for the mailing process, ensure: 

• Intention cards are complete and accurate, with total pledge, amount paid, balance and contribution schedule.

• All checks are signed and made payable to United Catholic Appeal with check number provided by the donor.

• All credit card payments are either, Discover, MasterCard, Visa or AmEx, and include a complete account

number, expiration date, donor’s name as it appears on the credit card and daytime phone number. It is very

important to the donors’ financial security that we are careful with this information. Please remember all

pledge information is confidential. All charge card information must be kept confidential by the parish and

the archdiocese.
• Please place the check behind the intention card and bundle together with a rubber band.

• Create a separate bundle for cash donations using the same order as above. Create a separate bundle for credit

card donations and bundle with a rubber band if possible. Do not use paper clips and DO NOT STAPLE.

• Place all of the secured bundles in the Security Envelope and then insert into the UPS envelope for shipment.

STEP 3 
Please use UPS labels provided to your parish in the October 2018 mailing. See instructions on page 9. 

• Do not use old envelopes with P.O. Box 1410, P.O. Box 6043, or old UPS labels. Using old materials is

likely to result in lost envelopes. 

• Follow the instructions above for bundling procedures and then place all intention cards in a Security

Envelope and seal. The Security Envelope is used to help protect all gifts that are made to the United Catholic

Appeal should the outside package be damaged in transit. Then, follow the shipping instructions on page 9.

• If you have questions, please contact Dana Townsend at 800-382-9836, ext. 1498.

http://www.archindy.org/UCA
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Returning UPS Envelopes 

The archdiocese has provided envelopes with UPS labels for returning United Catholic Appeal 

intention cards and In-Pew envelopes. Your parish will not be charged for this service if you follow 

the instructions below. 

DESTROY ANY PREVIOUS UPS OR USPS ENVELOPES YOU MAY STILL HAVE. IF YOU USE 

OLD ENVELOPES, THE PACKAGES MAY NOT REACH THEIR INTENDED DESTINATION. 

UPS Instructions 

• Make a copy of the UPS label that is on the outside of the shipping envelope for your parish records;

note the shipment date on the copied label. Should a package go missing, the copied label and shipment

date are critical in tracking down the package in a timely manner.

• IF LOOSE CASH IS RECEIVED, issue a parish check and place in an In-Pew envelope and seal. Label

the envelope with the parish name, parish number and city so that we credit your parish with the “loose

change” gift. Place in the Security Envelope.

• The Security Envelope is used to help protect all gifts that are made to the United Catholic Appeal should

the outside package be damaged in transit. All gifts made to the United Catholic Appeal should first be

inserted into the Security Envelope (see Image 1).

• Insert the Security Envelope into the UPS labeled shipping envelope (see Image 2). Seal the UPS

labeled shipping envelope.

• PLEASE NOTE THE TRACKING NUMBER BEFORE SHIPPING

Image 2 

Image 1 

UPS labeled envelopes can be returned in one of the following three 

ways: 

a. If you have regular UPS delivery service, please have the

package shipped through your regular service.

b. If there is a UPS drop box in your area, it may be used to

process the return.

c. If you do not have regular UPS pickup, please call 800-742-5877 for pickup.

Please Note: Do not use a Private UPS Store as you will be required to pay the shipping charges. 
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INSTRUCTIONS FOR DONATING STOCK AND MUTUAL FUNDS 

The following information can be shared with a donor interested in making payment for their United Catholic 

Appeal gift through a stock or mutual fund gift.   

This is the same process that exists should a donor be interested in making a gift directly to the parish through 

stock or mutual funds. If you have not utilized this service in the past, please feel free to contact Cindy Riley at 

(800) 382-9836, ext. 1415 or criley@archindy.org.



11 




