2012 Suggested Parish Stewardship Procedures
Initial Stewardship mailing
Completion and return of the Stewardship Commitment Card

Return envelope marked Stewardship (need to purchase rubber stamps)

Envelopes to be opened/cards to be reviewed by clergy/office staff/committee members (this depends upon what the Clergy prefers)
Contact information entered into database (must control and limit access)

Specific amount and payment cycle to be entered (i.e. $100 per month)

Payment method to be entered (check/direct debit/credit card/ParishPay)

If ParishPay – complete cross reference of the Parish Pay reports to internal bookkeeping
Complete reconciliation with DDA transfer, credit card or check received

Send thank you letter signed by clergy upon receipt of card

Complete quarterly mailings (to include a letter and amount given)

Review database on a monthly basis (purpose to track unpaid commitments)

Use other letter templates when applicable

Track Steward growth and commitment growth (sermons, bulletins, web site and newsletter)

Track Time and Talents by actual projects (using the form – responsibility of the specific Ministry chair) – used to provide recognition for the Stewards efforts

Send a thank you letter for the donation of Time and Talents

Send the annual tax related letter including the total dollar amount given 
