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2022 DIOCESAN SERVICES APPEAL  
GUIDE 

THANK YOU 

The old adage of fundraising 

is that a donor does not feel 

recognized until they have 

been thanked seven times! 

So, to show our appreciation 

for your help in coordinating 

the DSA, the Development 

Office would like to say: 

Thank You...for all you do at 

your parish. 

Thank You...or your support 

of our diocese. 

Thank You...for your 

continued generosity. 

Thank You...for supporting 

our ministries. 

Thank You...for your 

continued leadership. 

Thank You...for your 

partnership. 

Thank You! 
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2022 DIOCESAN SERVICES APPEAL  
GUIDE 

 

Development Staff 

Jennifer Trefelner 
Director of Communications and Development 

561-775-9529 
jtrefelner@diocesepb.org 

 

 
Shannon Vogele 
Development Coordinator 

561-775-9590 
svogele@diocesepb.org 

 
Stock Gifts 
Matching Gifts 
DSA Reporting 

Lumen Christi Scholarship Appeal 
 

Joette Irish 
Account Manager 
561-775-9568 

jirish@diocesepb.org 
 

Credit Card Gifts/Updates 
Bank Authorization/Direct Debits 

Transmittals 

 
Floricela Miguel-Roblero 
Assistant Accounts Manager 

561-775-9526 
froblero@diocesepb.org 

 
Payments/Discrepancies 

Parishioner Account Information 
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PARISH RESOURCE PAGE 

 

DSA Parish Resources 
 
Visit www.DiocesePB.org/DSA and scroll down on the left 
side to parish materials for the following: 
 
 

DSA Video (English, Spanish and Creole) 
 

DSA Updates, Reports, Roster and Goal Calculations 
 

2022 What the DSA Supports 
 

2022 DSA Manual and Procedures 
 

2022 Brochure (English, Spanish and Creole) 
 

2022 DSA Timeline 
 

DSA Pulpit Announcements  
 

DSA Logos and 2022 Theme Graphic 
 

DSA Announcement Article 
 

DSA Announcement Graphics 
 

DSA Poster (English, with Spanish and Creole DSA theme included)       
 

DSA Prayer of the Faithful 
 

DSA First Letter Ask from Bishop Barbarito 
 

How to Make a Lay Witness Talk 
 

Sample 2022 Lay Witness Talk 
 

Anything we are missing? Contact the Development Office at (561) 775-9590 and 
let us know what we can provide. 

http://www.diocesepb.org/dsa
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2022 DIOCESAN SERVICES APPEAL 
ñAs the Father has sent me, so I send you.ò Jn 20:21 

January 2022 

11
th
 

DSA BOOKKEEPER and COORDINATOR TRAINING 

Training for the bookkeepers regarding processing of DSA gifts and marketing materials will be 
online via ZOOM on January 11th.  A link will be emailed out from Jennifer Trefelner.  

 

12
th, 
,13

th
, or 14

th
 

DSA MATERIAL PICK-UP 

We ask that parishes set up a time on either Wednesday, January 12
th
, Thursday, January 13

th 
, or 

Friday, January 14
th
 to pick up their DSA materials at the diocese. Please email Shannon Vogele at 

svogele@diocesepb.org before coming in so we can meet you at the door with your boxes. We 
are also available to deliver the materials to your parish at a scheduled time. 

15
th
 and 16

th
 

DSA ANNOUNCEMENT WEEKEND 

Presider announces upcoming campaign and informs the congregation that all registered  
parishioners will receive a letter from Bishop Barbarito regarding the campaign. 

19
th
 

BISHOP LETTER ï LETTER 1 

In advance of Presentation Weekend, all registered parishioners will receive Bishopôs personalized 
letter with a campaign brochure, personalized donation card and return envelope. 

22
nd 
and 23

rd 
 

DSA PRESENTATION WEEKEND 

Show DVD along with a presentation from Pastor or Chairperson. 

29
th
 and 30

th
 

DIOCESAN SERVICES APPEAL IN-PEW WEEKEND (For Non-Registered Parishioners) 

Presentation by Pastor or Chairperson; distribution of donation envelopes at door and/or in pew; 
instruction given on filling out envelopes and envelope collection. 

February 2022 

5
th
 and 6

th
 

DIOCESAN SERVICES APPEAL IN-PEW WEEKEND (For Non-Registered Parishioners) 

Presentation by Pastor or Chairperson; distribution of donation envelopes at door and/or in pew; 
instruction given on filling out envelopes and envelope collection. 

11
th
 

REPORT #1 

Due from all parishes to Pastoral Center. 

March 2022 

11
th
 

REPORT #2 

Due from all parishes to Pastoral Center. 

23
rd

 

FOLLOW-UP MAILING FROM PASTOR ð LETTER 2 

Diocese will be mailing a follow-up letter from the pastor to all registered parishioners who have not 
yet responded to the 2022 Appeal. 

November 2022 

9
th
 FOLLOW-UP MAILING FROM BISHOP ð LETTER 3 

mailto:dwalsh@diocesepb.org
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 Important JANUARY DATES  

Sun Mon Tue Wed Thu Fri Sat 

      1 

2 3 4 5 6 7 8 

9 10 11 12 

 

DSA 

Material 

Pick-Up 

13 

 

DSA 

Material 

Pick-Up 

14 

 

DSA 

Material 

Pick-Up 

15 

 

DSA 

Announcement 

Weekend 

16 

DSA 

Announcement 

Weekend 

17 18 19 

 

DSA Letter 1 

Mailed  

20 21 22 

DSA 

Presentation 

Video 

23 

DSA 

Presentation 

Video 

24 25 26 

 

27 28 29/30  

In -Pew 

Weekend 

January 2022  
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KEY DATES FOR DSA 

DSA Material Pick-Up or Delivery  
January 12th, 13th, and 14th 
 
Parish representatives are asked to come to the Pastoral Center to pick up their DSA materials. The 
boxes will include the pre-ordered  number or quantity of each in English, Spanish and Creole, if need-
ed. 
 

¶ Manual 
¶ DSA DVD 
¶ Transmittals 
¶ Labels 
¶ In-Pew Envelopes 
¶ Posters (Small, Medium, Large) 
¶ Brochures 

 
NOTE: The Materials Order Form and Leadership Form were sent to parishes in October. 

DSA PARISH BOOKKEEPER AND COORDINATOR TRAINING 
January 11th 
 
Training for the bookkeepers and coordinators regarding processing of DSA gifts and marketing materials will 
be online via Zoom on January 11th.   
A link was emailed out from Jennifer Trefelner. If you would like to attend the meeting and did not receive 
the link, please email Jennifer at jtrefelner@diocesepb.org . 

JANUARY 2022 

DSA MATERIAL ORDER FORM  
 
 
In early October, a letter was sent to every parish to start the next yearôs appeal. We ask whomever will be 
managing the DSA to respond with how much material they will need the diocese to provide for them to 
be picked up in January. This includes DVD or flash drive of the DSA video, in-pew envelopes, labels, 
transmittals, brochures and DSA posters.  

OCTOBER 2021 

DSA DATA UPLOAD 
 
 
Also in early October, an email regarding a data upload was sent out. It included instructions from our IT 
department on how to pull names and addresses from your parish management system. We compare this 
information to ours at the diocese to make sure all the addresses are updated and correct before Bishop 
sends out his first letter. 
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ANNOUNCEMENT WEEKEND 
January 15th and 16th   
 
Parishes announce this yearôs campaign and theme at Masses and inform attendees that all registered 
parishioners will receive a letter from Bishop Barbarito (Letter 1) around January 21

st
 regarding the 

campaign. Along with the letter, they will receive a personalized donation card, a campaign brochure 
and a return envelope addressed to the Diocese of Palm Beach. 
 
Place an article or a personalized letter regarding the DSA in your parish bulletin. See diocesan website 
for templates. https://www.diocesepb.org/ministriesoffices/offices/development/ 
 
NOTE: A sample announcement and bulletin insert are available online for whomever you choose to 
announce it (Pastor, DSA Chair or Coordinator).  

PRESENTATION WEEKEND 
January 22nd and 23rd    

 
DSA video shown at Masses accompanied by a presentation from the Pastor or Chairperson where  
parishioners are reminded of the good works made possible by the DSA.  

LETTER #1 (Bishopôs First Letter) 
January 19th 
 
Prior to the Presentation Weekend (January 22

nd
 and 23

rd
), all registered parishioners will receive the Bishopôs 

personalized letter with a personalized donation card, a campaign brochure and a return envelope addressed to the 
Diocese of Palm Beach. 
 
If a parishioner would like to donate online, they may do so at www.diocesepb.org/dsa. 

KEY DATES FOR DSA 
continued 

 
TIP: Remind parishioners that, if they are going  
to make a donation, to do it through the mailing  
they receive. We will send out reminders starting 
April 1st. 
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 KEY DATES FOR DSA 
continued 

IN-PEW WEEKEND (for Non-Registered Parishioners) 
January 29th and 30th OR February 5th and 6th 
 
In-Pew Weekend is an opportunity for anyone who either isnôt a registered parishioner or has not yet 
donated in response to the mailing to support the diocesan effort. 
 
¶ This weekend should be announced beforehand so that people can be prepared to donate. 
 
¶ Have ushers hand out in-pew donation envelopes (see page 17 for example) at door as parishioners 
arrive. These were included in the materials picked up in January. 

 OR 
¶ Place in-pew envelopes in each pew.  
 
¶ Announce to parishioners that today is ñCommitment Saturday/Sundayò in support of this yearôs 
Diocesan Services Appeal. Every family attending Mass today is asked to offer a generous 
donation to advance the mission and ministry of the local Church. 

 
¶ Presentation by Pastor or Chairperson  
 

¶ Provide a brief recap of the importance of the Diocesan Services Appeal and the ministries 
that receive direct funding. (See last page of manual for resources) 

 
¶ Talk about the need for participation of both seasonal and permanent parish/diocesan    
family members. Urge 100% participation on some level. 

 
¶ Explain how non-registered Mass attendees should fill out the donation in-pew envelope 
since they did not receive Bishopôs letter in the mail. 

 
¶ Call the ushers forward to collect the in-pew envelopes SEPARATELY from the regular 
Sunday Offertory Collection and place before the altar. (Optional, but recommended.) 

 
¶ Thank parishioners for their generous support of the Catholic ministries and outreach 
programs throughout the diocese, and for their assistance in reaching this yearôs parish 
goal. 

 

REPORT #1 
February 11th 

 
Monthly transmittal reports (see page 18 ñSending Cash and Checksò) are sent to the diocese by the parish 
bookkeepers with all of the donations that came directly to the parish or were collected on In-Pew 
Weekend.  
 
The reports are due from all parishes via mail or hand delivery to the diocesan Development Office at the 
Pastoral Center. 
 

Pastoral Center: 9995 N. Military Trail, Palm Beach Gardens, FL 33410 

FEBRUARY 
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Please Note: Any parish that exceeds its DSA 
goal will receive back at the conclusion of 
the campaign, up to 50% of the overage for 

its unrestricted use. 

KEY DATES FOR DSA 
continued 

REPORT #2 
March 11th 

 
The second monthly transmittal report (ex: page 18 ñSending Cash and Checksò) is sent to the diocese 
by the parish bookkeeper with all of the donations that came directly to the parish or were collected 
on In-Pew Weekend. Report #2 is imperative so our system is up to date prior to the second letter 
going out from the Pastor asking for support from those who have not yet contributed. 
 
The reports are due from all parishes via mail or hand delivery to the diocesan Development Office at 
the Pastoral Center. 

Pastoral Center: 9995 N. Military Trail, Palm Beach Gardens, FL 33410 

MARCH 

LETTER #2 (Pastorôs or Bishopôs Letter) 
March 23rd 

 
The second letter is sent out by the diocesan Development Office on parish letterhead and is electronically 
signed by each pastor. Our mailing house Letters Concepts Inc. will contact each parish to help set up and 
facilitate the letter. All registered parishioners who have not yet donated to the DSA by March will receive 
this letter. Pastors have the option of having the letter come from Bishop Barbarito instead of themselves.  

LETTER #3 (Bishopôs Second letter) 
November 9th 

 
Letter #3 is the third and final letter. It is sent from the Bishop to all parishioners who have not yet 
donated, LYBUNTs and SYBUNTs. 
 
LYBUNT: Last year, but unfortunately not this year 
SYBUNT: Some years, but unfortunately not this year 
 
If at this point you are struggling to meet your goal, we ask that you remind everyone that this letter 
will be arriving and that they may still donate at Mass with an in-pew envelope or online at the 
diocesan website www.DiocesePB.org. 

 

NOVEMBER 
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 Where the Dollars Go 
 

Catholic Education and Faith Formation  
Education remains critically important in the formation of the human person by 
teaching how to live well now, so as to be able to live with God for all eternity. 

Catholic education and formation address the development of the whole person 
through spiritual and academic formation based on the Gospel of Our Lord Jesus 
Christ.  The mission of Catholic education is a vital part of the New 
Evangelization and presents the Gospel within our school and parish communities. 

Our schools, faith formation, religious education and youth ministry programs, 
campus ministry outreach and RCIA contribute to the common good by 
developing active and caring members of the community. 

¶ Liturgy 

¶ Superintendent of Schools Office  

¶ Religious Education Office  

¶ Catholic School Management Office   
 

Cultural Ministries  
The Diocese of Palm Beach is a mosaic of cultures, traditions and people who 
have come to our area from all over the world in search of employment, family 
and friendship.  As the local church, we embrace our ethnic communities: 
Hispanic, Haitian, African-American, Guatemalan, Filipino, Vietnamese, 
Portuguese/Brazilian and others.  We lend a hand by assisting people to assimilate 
into the American culture and way of life, while maintaining the beauty and 
richness of their own customs and traditions. 

¶ Hispanic Ministry 

¶ School of Christian Formation  

¶ Support to Haitian Ministries  

¶ Support to diocesan mission parishes 
 

Marriage and Family Life  
One of the priorities of our diocese is family life.  We want to support our families 
in every way we can and to promote the sanctity and dignity of marriage and 
family life as Godôs gift to us. It is in the family that we truly find joy in life. 

The primary role of the family has been undermined in many ways in our 
contemporary culture, creating a greater need for Catholic families to sustain 
themselves. 

¶ Family Life 

¶ Youth Ministry 

¶ Natural Family Planning 

¶ Campus Ministry 
 

Communication   
Our use of technology to spread the Gospel is just one example of the many ways 
that we, as a diocesan community, are able to reach out to the world around us and 
proclaim our belief in God.  The word of God can be heard, seen and read at any 
time. 

Our locally produced Sunday televised Mass reaches out to people who are 
homebound, in nursing homes, hospitalized, imprisoned or for any reason unable 
to be physically present in worshipping. 

Your donation to the DSA helps the diocese use television and other 
contemporary media to carry a message of hope and caring to people who are 
isolated and looking for a connection with their faith.  

¶ Florida Catholic 

¶ TV Mass 

Diocese of Palm Beach 
Development Office 

Jennifer Trefelner 
Director of Communications 
and Development  
(561)775-9529 
jtrefelner@diocesepb.org 

 
Shannon Vogele 
Development Coordinator 
(561)775-9590 
svogele@diocesepb.org 

DSA Reporting 
Matching Gifts 
Stock Gifts 
 
Joette Irish 

 Account Manager 
 (561)775-9568 
 jirish@diocesepb.org 

 Transmittals    
 Credit Cards/Updates
 Direct Debit/Bank   
 Authorization 

Floricela Miguel-Roblero 
 Assistant Acct. Manager 
 (561)775-9526 
 froblero@diocesepb.org 
 
 Payments/Discrepencies 
 Parishioner Accounts 
  
 


