Donation Summary Report 

If you have any questions or problems, please call (804) 622-5122 or (804) 622-5127.
Please make a copy to keep for your records.

	Parish Name:
	Parish ID#:

	Address:

	Phone #:
	Date:

	Preparer’s Name: (print)

	Preparer’s Signature:

	1. Loose Change Check:

	DO NOT send loose change/cash in the courier envelope.

(Deposit all loose change into your parish account and write a check for the 

amount payable to the Catholic Diocese of Richmond (ADA) and place in a parish 

envelope marked “Loose Change.”)
	         $

	2.  Miscellaneous Checks (place in a separate parish envelope):

	Total number of checks
	        

	Total dollar amount
	         $

	

	3.  TOTAL NUMBER OF ENVELOPES ENCLOSED
	

	
	


Place all batches, the loose change check envelope, the miscellaneous checks envelope, and a copy of the Donation Summary Report in the USPS Priority Mail Pac to: Catholic Diocese of Richmond – Annual Diocesan Appeal, P.O. Box 79212, Baltimore, MD 21279-0212.  To ensure your donations arrive safely and securely for processing, it is necessary for you to mail your packages through a live postal employee at the Post Office. They cannot be mailed through a blue outdoor drop-off mail box. 
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