

















































































































amount of the next principal payment shown on the amortization schedule is remitted, then
there will be no change in the amortization schedule. If some other amount is remitted, the
amortization schedule will change. A revised amortization schedule is available from the
Fiscal Services department upon request.

Can loans be paid off early?

Yes, loans can be paid off at any time without penalty. Please contact the Fiscal Services
office for the exact amount of a loan payoff.

Debits and Credits and Loan Draws and Payments

Proceeds from loans are recorded as non-operating income in the standard chart of accounts
for parishes and schools. The major account 612000 is used by parishes to record loan pro-
ceeds. The major account 652000 is used by schools to record loan proceeds. The major
account number (612000 or 652000) may be used to record all loan proceeds. Or, within the
appropriate major account group, a parish or school may record loan proceeds using whatev-
er sub-account number is desired.

Example: St. Mary Parish has approval for two loans one for a new bus and the other for
roof repair. The parish bookkeeper decides that it would be best to keep the proceeds from
these two loans on separate lines in the financial reports. Account 612001 is created and
titled New Bus Loan, account 612002 is created and titled Roof Repair Loan. The following
transactions are recorded when the proceeds from a loan draw are received by the parish.

Debit Credit
111000 Cash in Checking $2,500.00
612001 New Bus Loan $2,500.00
111000 Cash in Checking $3,123.78
612002 Roof Repair Loan $3,123.78

Principal payments are recorded as non-operating expenditures in the standard chart of
accounts for parishes and schools. The major account 718000 is used by parishes to record
principal payments. The major account 755000 is used by schools to record principal pay-
ments. The major account number (718000 or 755000) may be used to record all principal
payments. Or, within the appropriate major account group, a parish or school may record
principal payments using whatever sub-account number is desired.

Example: St. Mary Parish has two loans, one called New Bus Loan and the other called
Roof Repair Loan. The parish bookkeeper previously decided that it would be best to keep
principal repayments on these two loans on separate lines in the financial reports. Account
718001 was created and titled New Bus Loan, account 718002 was created and titled Roof
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Repair Loan. The following transaction is recorded when a payment of principal is made on
these two loans.

Debit Credit
718001 New Bus Loan $ 577.76
111000 Cash in Checking $ 577.76
718002 Roof Repair Loan $ 482.37
111000 Cash in Checking $ 482.37

Interest payments are recorded as operating expenditures in the standard chart of accounts
for parishes and schools. The major account 542600 is used by parishes to record interest
The major account 572600 is used by schools to record interest payments. The major
account number (542600 or 572600) may be used to record all interest payments. Or, within
the appropriate major account group, a parish or school may record interest payments using
whatever sub-account number is desired.

Example: St. Mary Parish has two loans, one called New Bus Loan and the other called
Roof Repair Loan. The parish bookkeeper previously decided that it would be best to keep
interest payments on these two loans on separate lines in the financial reports. Account
542601 was created and titled New Bus Loan, account 542602 was created and titled Roof
Repair Loan. The following transaction is recorded when a interest payment is made on
these two loans.

Debit Credit
542601 New Bus Loan $ 583.33
111000 Cash in Checking $ 583.33
542602 Roof Repair Loan $ 923.78
111000 Cash in Checking $ 923.78
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Statement of Accounts for Parishes

Each month the diocesan business office sends to every parish a monthly statement of
charges. There are three sections to the parish statement. The top section contains items
for which an annual amount is determined and then billed to the parish. The middle section
contains items which are billed on an “as incurred” basis. The bottom section is a summary
of the National Collections. The statements are processed at the beginning of each month
and payments are due by the 25th of the month.

There are three items contained in the top section, Cathedraticum, Priest Retirement, and
Priest Medical Insurance. Each of these is discussed below.

Cathedraticum - Cathedraticum is a type of tax that parishes pay to support the operations
of the diocese. The amount of cathedraticum due for any given fiscal year is a percentage of
the parish’s offertory from the prior fiscal year. Currently the percentage is 8.5%. The total
amount due for the year is calculated and recorded on the parish statement in the column
titled “Total DUe Current Year.” The total amount is not all due at one time. The amount is
billed in four installments. One fourth of the total amount is due by the end of September.
One half is due by the end of December. Three quarters is due March. The full amount is
due by the end of June.

Example: St. Mary Parish received $78,900 in offertory collections during fiscal year ‘90.
The cathedraticum for fiscal year ‘91 is set at $6,706.50 ($78,900 x .085). At the beginning of
September, $1,676.63 appears in the Current Charges column on the Cathedraticum line of
the parish statement. Assuming the parish pays on schedule a similar amount will appear on
the December, March and June statements.

When paying cathedraticum, a check should be made payable to the Catholic Diocese of
Raleigh. The expenditure is to be coded to account number 544100.

Priest Retirement - Each parish pays this assessment every year. The diocese uses the
proceeds from this assessment for three purposes. A portion of the money is used to make a
contribution to the various orders for each religious order priest that works in the diocese. A
portion of the money is used to fund the first dollar insurance coverage program for priests
working in the diocese. The balance of the money is placed in the Priest Retirement Fund for
diocesan priests. The amount of priest retirement due for any given fiscal year is a percent-
age of the parish’s offertory from the prior fiscal year. Currently the percentage is 2.5%. The
total amount due for the year is calculated and recorded on the parish statement in the col-
umn titled “Total Due Current Year.” The amount becomes due in January of each fiscal year
and is considered past due if not paid by the end of April.

Example: St. Mary Parish received $78,900 in offertory collections during fiscal year ‘90.
The priest retirement assessment for fiscal year ‘91 is set at $1,972.50 ($78,900 x .025). At
the beginning of January the full amount appears in the Current Charges column on the
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Priest Retirement line of the parish statement. If any portion remains unpaid when state-
ments are processed at the beginning of May, that amount will appear in the column labeled
“Amount Past Due.”

When paying priest retirement a check should be made payable to the Catholic Diocese of
Raleigh. The expenditure is to be coded to account number 541140.

Special Note: Most parishes hold special collections to raise the funds to pay this assess-
ment. Collections at Christmas and Easter are the most popular times. |f such a collection is
taken up, the proceeds from that collection should be recorded as revenue using account
number 423000.

Priest Medical Insurance - Parishes with priests that have their medical insurance coverage
through the diocesan insurance plan are billed for that insurance. The total amount due for
the year is the annual premium amount. The amount due each month is calculated by divid-
ing the annual premium by 12, multiplying the result by the number of months elapsed in the
current fiscal year and then subtracting the total of the amount paid and the amount past due.
The amount billed each month is due that month and will be considered past due if not paid
by the 25th of the month.

Example: St Mary Parish has two priests. The premium for the first priest is $3,000 per
year. The premium for the second priest, an older priest who only has Medicare Supplemental
Insurance, is $1,400 per year. The total amount due for the year is $4,400. If there are no
changes which affect the total annual premium, the amount due in any given month will be
approximately $367.

When paying priest medical insurance a check should be made payable to the Catholic
Diocese of Raleigh. The expenditure is to be coded to account number 541130.

Monthly Charges

The middle section of the monthly statement contains seven elements. Six of the elements
appear on every statement. The seventh element is optional and appears only when needed.
Each of the elements is discussed below:

Bookkeeping -This line is used to record charges for the accounting service provided by the
diocesan business office. Parishes which are signed up for the service are billed quarterly.

When paying for bookkeeping services the expenditure is to be coded to account number
542500 or to a sub-account under that major account number.

Bishop’s Annual Appeal - This line is used to bill the parish for the amount of initial gifts col-
lected by the parish during the appeal. The amount billed on this line is based on the pledge
cards submitted by the parish.
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The collection and disbursement of BAA initial gifts is considered non-operating. When remit-
ting the BAA initial gifts collected by the parish, the expenditure is to be coded to account
number 715000. This amount should offset the amount that was collected by the parish and
reflected in account number 615000.

Lay Pension - This line is used to bill the parish for the amount that is due to the Lay
Pension Fund. The amount billed is calculated using the Quarterly Lay Payroll Report sub-
mitted by the parish. The calculation is computed by the Benefits Office of the diocese and
given to the Business Office to bill.

When remitted, the expenditure is to be coded to 541340.

Interest on Loan Draws - This line is used to bill parishes for interest on loan proceeds from
the day the funds are drawn to the end of the month. Please refer to the Deposit & Loan sec-
tion for information on how the amount is calculated.

When remitted, the expenditure is to be coded to 542600 or to a sub-account under that
major account number.

Label/Listings - Parishes on occasion request that a list of parishioners or mailing labels be
generated from the diocesan computer. This line is used to bill any charges associated with
this service.

When remitted, the amount is charged to the appropriate account number depending on the
nature of the expenditure.

Miscellaneous - This line is used to bill the parish for a variety of items. For any item billed
on this line, documentation is attached to the statement as back-up.

When remitted, the amount is charged to the appropriate account number depending on the
nature of the expenditure.

Prior Year - This line appears only when there is an amount due. At the end of each fiscal
year, when statements are processed at the beginnning of July, any amount still owed on
Cathedraticum, Priest Retirement or Priest Medical Insurance is moved to this line. In the
new fiscal year when payments are sent in for any item included in the top portion of the
statement, if there is a balance due on this line, the money remitted will be applied to the
prior year balance.

Example: When statements are processed at the beginning of July, St. Mary parish owes
$2,350 in Cathedraticum and $527 in Priest Medical Insurance. The July statement will show
that a Prior Year balance of $2,877 is past due. The top portion of the statement will not
show any amounts past due. During July, St. Mary parish remits $2,000 in Cathedraticum.
This amount will be applied to the Prior Year balance, not to the new year’s Cathedraticum
amount.
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National Collections

The bottom section of the statement is the National Collection Summary. This summary
includes a line for each of the special collections approved by the U.S. Bishops for collection
in all parishes. Information for two calendar years is provided. This allows for easy compar-
isons of the current year with the prior year. It also allows one entire fiscal year to show on
the same report.

Each year the diocesan business office publishes a list of dates for the national collections.
Parishes are strongly encouraged to take up the collection on the scheduled date. However,
the parish may move the collection one week-end forward or one week-end back if a conflict
exists with the scheduled date. Parishes are required to observe these collections.

The proceeds from the collection are to be sent to the diocese within four weeks of the
scheduled collection date.

These collections are considered non-operating income and expense. When the collections
are taken up, the proceeds are to be coded to the proper account within the 613000 major
account group. When the collections are remitted to the diocese, the expense is to be coded
to the proper account within the 713000 major account group.
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Diocesan Reports

The diocesan business office requires that certain reports be submitted by parishes and
schools. Each of the reports and the requirements are discussed below.

Quarterly Financial Report - Every parish and school is required to submit a year to date
financial report within thirty days of the end of the first three quarters of each fiscal year. The
quarter ending dates are September 30, December 31, and March 31. Therefore, the reports
are due on October 31, January 31 and April 30.

A copy of the report prepared by the diocesan business office for the parishes and schools
that use the diocesan accounting service will be submitted for these parishes and schools.
The parishes and schools that use the diocesan accounting service are not required to submit
a seperate report.

Parishes and schools that use Automated Church Systems (ACS) should submit a
Summarized Analysis of Revenue and Expenses. The option to summarize on minor account
types should be set to “Yes.” As a minimum, this report must include a Year-to-Date Actual
column, a Budget-to-Date column, a variance column comparing Year-to-Date Actual with
Budget-to-Date, and a Total Annual Budget column.

The following are step by step instructions for ACS users to follow in producing the quarterly
financial report. The numbers in parentheses are provided for those users not using pull
down menus.
(12) Reports Menu
(8) Summary Analysis of Rev & Exp.
(2) Print By Fund
Enter 01 for parish and/or 02 for school then press F5 to end data entry.
(1) Print Funds One ata Time Answer 'Y’ to Continue?
Answer "N’ to Print Detail for Revenue Accounts?
Answer 'Y’ to Summarize on Minor Account Types?

Parishes and schools that do not use the diocesan accounting service nor ACS must com-
plete a report that follows the standardized quarterly report form. A master copy of this report
is included in this section for your convenience. However, any report that follows this stan-
dard format is acceptable.

Annual Report - Every parish and school is required to complete an annual report. This
report is due by July 31 of each year. Copies of the form and instructions are sent to each
parish and school at the beginning of June each year.
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Budget Report - Every parish is required to complete an operating budget prior to the start
of every fiscal year. These reports are due by June 30 for the fiscal year which starts July 1.

Instructions will be distributed in April of each year to the parishes and schools which use the
diocesan accounting service. Forms for submitting the budget will be distributed at that time.

Parishes and schools that use Automated Church Systems (ACS) should submit a
Summarized Analysis of Proposed Budget. The option to summarize on minor account types
should be set to “Yes.” As a minimum, this report must include a Proposed Budget column.

The following are step by step instructions for ACS users to follow in producing the quarterly
financial report. The numbers in parentheses are provided for those users not using pull
down menus.
(8) Define Proposed Budget
(6) Summary Analysis of Rev & Exp.
(2) Print By Fund
Enter 01 for parish and/or 02 for school then press F5 to end data entry.
(1) Print Funds One ata Time Answer "Y' to Continue?
‘Answer "N’ to Print Detail for Revenue Accounts?
Answer 'Y’ to Summarize on Minor Account Types?

Parishes and schools that do not use the diocesan accounting service nor ACS must com-
plete a report that follows the standardized budget report form. A master copy of this report is
included in this section for your convenience. However, any report that follows this standard
format is acceptable.

Quarterly Lay Payroll Report - Every parish and school is required to submit a listing of lay
employees, both contract and non-contract each quarter. The reports are due on the same
schedule as the IRS Form 941. The quarter ending dates are September 30, December 31,
March 31 and June 30. The reports are due October 31, January 31, April 30, and July 31.

Instructions for completing the form are found on the back of the form. Completed forms
should be sent to the Benefits Office at the Catholic Center.

The information from this report is used to generate the Lay Pension charge. Please see the
“Parish Statement” section for more information.
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Parish Budget Report

Parish City
Fiscal Year July to June Prepared by
Operating Income Total Budget
Amount
Ordinary

Total Offertory

Total Donations

Total Interest & Dividends

Total Rents

Total Sale of Literature & Goods

Total Ordinary

Non-Ordinary
Total Bequests
Total Special Collections
Total Priest Welfare/Retirement
Total BAA Rebate
Total Grants & Subsidies
Total Gain on Sale of Asset

Total Non-Ordinary
Total Fees
Fund Raising

Total Charity

Total Special Projects

Total Fundraising

Total Operating Income
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Operating Expenses

Word
Total Evangelization
Total Vocations
Total Formation of Children
Total Formation of Youth
Total Formation of Young Adults
Total Formation of Adults
Total Family Based Formation
Total Committees & Commissions

Total Word

Worship
Total Music
Total Altar Servers
Total Parish Ministers
Total Liturgical Seasons
Total Sacraments
Total Committees & Commissions

Total Worship

Service
Total Assistance to Individuals
Total Committees & Commissions

Total Service

Administration

Total Personnel
Total Office

Total Plant
Total Assessments & Subsidies
Total Committees & Commissions
Total Special Projects
Total Contingency

Total Administration

Total Operating Expenses

L Net Operating Total

Total Budget

Amount
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Non-Operating Income Total Budget
Amount

Total Transfer from Savings
Total Loan Proceeds

Total National Collections
Total Capital Campaigns
Total BAA Initial Gifts

Total Sales Tax Refund

Total Parish Affiliated Groups
Total Exchange

Total Non-Operating Income

Non-Operating Expenses

Total Transfers to Savings
Total Capital

Total National Collections
Total Payroll Related Items
Total BAA Initial Gifts

Total Sales Tax Expense
Total Parish Affiliated Groups
Total Principal Repayment
Total Exchange

Total Non-Operating Expenses

Net Non-Operating Total

Parish Budget Summary Total Budget
Amount

Total Operating Income
Total Operating Expenses

Net Operating Total

Total Non-Operating Income
Total Non-Operating Expenses

Net Non-Operating Total

Net Total
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Parish Quarterly Financial Report

Parish City

Quarter Ended Prepared by

Operating Income
Year to Date Total
Actual Annual Budget

Ordinary
Total Offertory
Total Donations
Total Interest & Dividends
Total Rents
Total Sale of Literature & Goods

Total Ordinary

Non-Ordinary
Total Bequests
Total Special Collections
Total Priest Welfare/Retirement
Total BAA Rebate
Total Grants & Subsidies
Total Gain on Sale of Asset

Total Non-Ordinary
Total Fees
Fund Raising

Total Charity

Total Special Projects

Total Fundraising

Total Operating Income
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Operating Expenses
Year to Date Total
Actual Annual Budget

Word

Total Evangelization

Total Vocations

Total Formation of Children

Total Formation of Youth

Total Formation of Young Adults
Total Formation of Adults

Total Family Based Formation
Total Committees & Commissions

Total Word

Worship
Total Music
Total Altar Servers
Total Parish Ministers
Total Liturgical Seasons
Total Sacraments
Total Committees & Commissions

Total Worship

Service
Total Assistance to Individuals
Total Committees & Commissions

Total Service

Administration
Total Personnel
Total Office
Total Plant
Total Assessments & Subsidies
Total Committees & Commissions
Total Special Projects
Total Contingency

Total Administration

Total Operating Expenses

Net Operating Total
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Non-Operating Income

Year to Date Total
Actual Annual Budget

Total Transfer from Savings

Total Loan Proceeds

Total National Collections

Total Capital Campaigns

Total BAA Initial Gifts

Total Sales Tax Refund

Total Parish Affiliated Groups

Total Exchange

Total Non-Operating Income

Non-Operating Expenses

Total Transfers to Savings
otal Capital

Total National Collections
Total Payroll Related Items
Total BAA Initial Gifts

Total Sales Tax Expense
Total Parish Affiliated Groups
Total Principal Repayment
Total Exchange

Total Non-Operating Expenses

Net Non-Operating Total
Year to Date Total
Actual Annual Budget
Parish Quarterly Financial Summary

Total Operating Income
Total Operating Expenses

Net Operating Total

Total Non-Operating Income
Total Non-Operating Expenses

Net Non-Operating Total

Net Total
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Internal Control Procedures
for Parishes and Schools
of the Diocese of Raleigh

Internal controls are the responsibility of any person or organization which has control of
assets which are for the benefit of others. This responsibility is summed up in the word “stew-
ardship”. In order to be good stewards, we in the Diocese of Raleigh are committed to sound,
prudent internal controls. It is in fulfillment of this responsibility that these procedures are
issued. It is understood that total implementation of all procedures in every location may not
be practical. Where this is believed to be the case, the pastor or responsible person should
contact the Diocesan Business Office to work out procedures which suit the realities of the
situation.

Since there is no profit motive in the Church and the parish and school staffs are composed of a
small number of people who are all honest, God-fearing people, there would seem to be little need
for concern about internal controls. However, our fundamental stewardship responsibilities include
ensuring the reliability of our financial records and the safeguarding of assets.

Internal control procedures provide important benefits. They improve the quality of financial
information and reduce the possibility of error, mismanagement, and fraud. Internal controls
are also important in promoting parishioner and public trust. Effective internal controls can
also help diffuse charges of misappropriation of funds levied against loyal employees and vol-
unteers.

While internal controls are most often associated with fraud detection and prevention, they
are equally or more valuable in preventing and detecting management oversights or book-
keeping errors. As a corporate citizen, each parish has duties and responsibilities to local,
state and federal governments in addition to its responsibilities to the diocese. The civil
penalties for failing to comply with governmental regulations can be costly.

In order for internal controls to be effective, an environment must be created which is recep-
tive and supportive of the controls. This environment must be created by those at the top of
an organizational structure. It must be clear from the attitude and posture of the pastor and
finance council members that effective internal controls are a matter of priority.

The number of individuals needed to establish an effective system of internal controls is not
great. Even the smallest parish, through the use of volunteers, can segregate duties and
establish checks and balances that safe guard the Church’s assets.

On the following pages are the internal control procedures that have been adopted by the
Priest Council and the Diocesan Finance Council for all parishes and schools in the Diocese
of Raleigh. Pages 2 through 9 discuss the six areas of controls. Pages 10 through 18 orga-
nize the responsibilities from the various areas into lists of responsibilities for individuals or
groups of individuals.
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OFFERTORY & CASH CONTROLS

Purpose and Goal

Offertory, especially cash offerings, can easily be converted to personal use if adequate con-
trols are not in place. The offertory should always be under dual control. At least two people
are to be in charge of watching over the collection from the time it is taken up, while it is
transported to the counting area, during the counting and recording process, until the funds
are deposited in the bank. Proper segregation of duties requires a minimum of four individu-
als for these controls.

General Procedures

Members of the Parish Finance Council and parish staff may not be members of the count
team.

The individuat completing the deposit slip and taking the deposit to the bank may not be a
member of the count team.

Deposits are to be made within one (1) day of the collection.

If a manual record keeping system is used, the year end parishioner statements are to be
prepared by individuals who have no connection with the counting, depositing or recording of
collections.

Responsibilities of Count Team Members

All checks are to be restrictively endorsed, “For Deposit Only,” during the counting process.

Envelopes and checks are to be recorded by parishioner name.

A collection report including the total of all cash and checks must be compiled during the
counting process and signed by all members of the count team.

A copy of the collection report is to be given to a member of the finance council. The copy
can be produced by using a two part form or by photocopy.

The original collection report is given to the parish bookkeeper for recording.

Collection receipts are to be locked in the secure area designated by the finance council until
deposited.

Responsibilities of the Finance Council

A secure area with restricted access must be provided. A safe would be an ideal secure
area. An area that is locked, but to which a multitude of people have a key is not considered
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a secure area. For these purposes, an area will be considered secure if no more than three
people have access to it.

Count teams must have at least two unrelated individuals.
Count team members are to be rotated among different teams.

Count team members are to be provided with a job description which includes clearly defined
duties and responsibilities.

An odd number of count teams are to be used to prevent rotation routine. In other words, the
same team should not always count on the third Sunday of the month. This can be accom-
plished with as few as three teams.

A member of the Parish Finance Council is to compare the signed count sheets to the month-
ly bank statement.

Responsibilities of the Parish Bookkeeper

Offertory collections are to be deposited intact and not commingled with other parish funds or
other collections.

Deposit slips are to be completed in duplicate with the copy maintained in the parish office.

Year end statements are to be prepared from data compiled from the signed collections
reports.

All revenues must be posted to a standard account number from the approved diocesan chart
of accounts. .
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DISBURSEMENT CONTROLS

Purpose and Goal

In order to ensure that funds are used for the intended purpose, adequate controls must be in
place. Proper controls will reduce the possibility of misappropriated funds. Proper controls
will also provide protection for parish personnel from false accusations. Proper segregation of
duties requires a minimum of four individuals for these controls.

General Procedures

All disbursements are to be made by check, with the exception of minor petty cash items.

Only original documents are to be used as authorization to disburse funds. Payments should
not be made from statements as this often leads to duplicate payments.

Checks may not be made payable to CASH.

Check signing machines must be under controlled access. Anyone with access to check stock
should not also have access to the check signing machine.

Supporting documentation must be maintained for each disbursement.

Pre-numbered checks should be used and the sequential integrity of checks should be
reviewed.

Responsibilities of the Pastor and the Finance Council

Establish clearly defined levels of authorization for approving disbursements. Disbursements
over $7,500 require diocesan approval.

Check signers listed on the checking account are to be the Bishop or his designate, the
Pastor or Pastoral Administrator, the Associate Pastor and the Chair of the Parish Finance
Council.

The amount line and pay to line of a check must be completed before the check is signed.
Blank checks should never be pre-signed and left for later use.

Supporting documentation should be reviewed by the check signer for propriety.
Bank account reconciliations should be prepared monthly by someone independent from the
invoice approval and check signing functions.
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Responsibilities of the Parish Bookkeeper

Bookkeepers may not be authorized check signers.

All disbursements must be properly approved for payment before the check is prepared.
The bookkeeper should not open bank statements.

Records should be maintained and IRS Form 1099 issued to any non-corporate vendor
receiving more than $600 in a calendar year.

All disbursements must be posted to a standard account number from the approved diocesan
chart of accounts.

Invoices should be marked paid or in some way defaced so as to prevent reuse.

L
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SCHOOL TUITION CONTROLS

Purpose and Goal

The proper control over the receipt of tuition and the associated record keeping will help pro-
tect the largest single source of income for a school. Segregation of duties will make it more
difficult for an individual to manipulate the records for their personal gain. Proper segregation
of duties requires a minimum of three individuals for these controls.

General Procedures

Tuition records should be maintained for each student.

At least two individuals each with separate responsibilities and a finance council or school
board are required for adequate controls.

A school operating budget must be prepared.

Procedures for collection of delinquent tuition and fee payments are to be established and fol-
lowed.

Responsibilities of School Person #1
Tuition payments are received and receipted.
Responsibilities of School Person #2

Maintain the records on the individual student accounts based on copies of the receipts given
by person #1 and on enroliment information provided by the principal.

Responsibilities of the Finance Council or School Board
Review past due tuition and fee records as prepared by person #2.

Tuition revenue is to be compared with budgeted amounts and significant variances investi-
gated.

Tuition revenue is to be compared with enrollment data provided by the principal.

Tuition adjustments or credits are to be approved by the finance council on the recommenda-
tion of the pastor and/or principal.
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PERSONNEL CONTROLS

Purpose and Goal

The area of personnel management is complicated with rather severe penalties for non-com-
pliance. Inadequate controls over payroll may invite abuses which go undetected. Proper seg-
regation of duties requires a minimum of two individuals for these controls.

General Procedures

A separate file should be maintained for each employee including current tax withholding
forms, immigration forms, and death benefit beneficiary forms.

Evidence of compliance with the mandatory sections of the diocesan employee handbook
should be maintained.

All personnel -are required to take vacations.

Responsibilities of the Pastor

All additions, deletions, and changes to payroll status are to be in written form.
Review of payroll after it has been prepared.

Review of time and attendance records including the number of hours worked.

All employees are to be paid in accordance with the wage and hour laws of the state of North
Carolina. All employees are to be paid at least the required minimum hourly wage.

Responsibilities of the Parish Bookkeeper

The payroll register is to be presented with the checks to the check signer.
All required tax deposits are to be made timely.

All required tax return filings are to be done timely.

A copy of IRS form 941 is to be included when submitting the diocesan quarterly lay payroll
report.
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PETTY CASH CONTROLS

Purpose and Goal

Petty cash does not limit the loss potential to petty sums. Cash can easily be converted for
personal use and inadequate controls may invite abuses which go undetected. All uses of
petty cash should be examined for propriety. Proper segregation of duties requires a mini-
mum of three individuals for these controls.

General Procedures

No more than one petty cash fund per parish and one petty cash fund per school may be
established.

The responsibility for each petty cash fund should be vested in a single individual referred to
as the petty cash custodian.

Responsibilities of the Pastor and the Finance Council
Petty cash transactions should be monitored and increased activity investigated.

Surprise counts of petty cash funds are to be made by an individual other than the custodian
and the parish bookkeeper.

Responsibilities of the Petty Cash Custodian

Persons receiving cash are required to sign a petty cash voucher.

Requests for reimbursement are to be for the exact amount of receipts submitted.
Physical safeguards over petty cash are to be maintained.

The total of cash and receipts or vouchers are to equal the fund amount. That is, if petty
cash is established at $100, the total of the cash and receipts will always equal $100.

Responsibilities of the Parish Bookkeeper

Receipts submitted by the custodian are to be marked paid or in some way defaced so as to
prevent reuse.

Reimbursement is by check made payable to the petty cash custodian for the exact amount
of receipts submitted.
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ENVIRONMENTAL CONTROLS

Purpose and Goal

These controls are intended to help establish an environment which is supportive of internal
controls. Also, the protection of records and the establishment of disaster plans are necessary
for overall security of church assets and the fostering of trust among parishioners and the
community at large.

Responsibilities of the Pastor and the Finance Council

Parish Finance Council members are to have clearly defined responsibilities. The Diocesan
Norms for Parish Finance Councils establishes the minimum level of responsibility.

The Parish Finance Council is to meet regularly and no less frequently than once per quarter,
as per the Diocesan Norms for Parish Finance Councils.

No more than one checking account per parish and one checking account per school may be
established. *

An annual accounting of parish revenues and expenditures is to be published and made
available to all parishioners. A quarterly reporting is recommended.

Adequate physical security in case of accident, theft, or catastrophe must be provided for
valuable documents including manual parish records and records kept on magnetic media.
This should include adequate backup routines and off-site storage.

Budgets are to be prepared and deviations from the budget carefully investigated by the
Parish Finance Council.

A detailed inventory list is to be maintained and updated annually. This is to include an annu-
al comparison of the list with the actual physical assets.

All funds in excess of six weeks operating needs must be deposited in the Diocesan Deposit
and Loan program. No savings or investment accounts may be established by a parish.

All gifts of stock must be immediately liquidated.

A disaster recovery plan should be developed.

Responsibilities of the Parish Bookkeeper

Management reports should be prepared regularly, timely, and in sufficient detail.

State of North Carolina sales tax refunds should be requested every six months by complet-
ing form E-585.

Access to computers is to be restricted by use of passwords and limited access menus.
Passwords should also be changed on a regular basis.
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Responsibilities of Count Team Members

OFFERTORY & CASH CONTROLS
All checks are to be restrictively endorsed, “For Deposit Only,” during the counting process.
Envelopes and checks are to be recorded by parishioner name.

A collection report including the total of all cash and checks must be compiled during the
counting process and signed by all members of the count team.

A copy of the collection report is to be given to a member of the finance council. The copy
can be produced by using a two part form or by photocopy.

The original collection report is given to the parish bookkeeper for recording.

Collection receipts are to be locked in the secure area designated by the finance council until
deposited.
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Responsibilities of the Parish Finance Council

OFFERTORY & CASH CONTROLS

A secure area with restricted access must be provided. A safe would be an ideal secure
area. An area that is locked but to which a multitude of people have a key is not considered
a secure area. For these purposes, an area will be considered secure if no more than three
people have access to it.

Count teams must have at least two unrelated individuals.
Count team members are to be rotated among different teams.

Count team members are to be provided with a job description which includes clearly defined
duties and responsibilities.

An odd number of count teams are to be used to prevent rotation routine. In other words, the
same team should not always count on the third Sunday of the month. This can be accom-
plished with as few as three teams.

A member of the Parish Finance Council is to compare the signed count sheets to the month-
ly bank statement.

DISBURSEMENT CONTROLS

Establish clearly defined levels of authorization for approving disbursements. Disbursements
over $7,500 require diocesan approval.

Check signers listed on the checking account are to be the Bishop or his designate, the
Pastor or Pastoral Administrator, the Associate Pastor and the Chair of the Parish Finance
Council.

The amount line and pay to line of a check must be completed before the check is signed.
Blank checks should never be pre-signed and left for later use.

Supporting documentation should be reviewed by the check signer for propriety.

Bank account reconciliations should be prepared monthly by someone independent from the
invoice approval and check signing functions.

SCHOOL TUITION CONTROLS
Review past due tuition and fee records as prepared by person #2.

Tuition revenue is to be compared with budgeted amounts and significant variances investi-
gated.
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Tuition revenue is to be compared with enrollment data provided by the principal.
Tuition adjustments or credits are to be approved by the finance council on the recommenda-
tion of the pastor and/or principal.

ENVIRONMENTAL CONTROLS

Parish Finance Council members are to have clearly defined responsibilities. The Diocesan
Norms for Parish Finance Councils establishes the minimum level of responsibility.

The Parish Finance Council is to meet regularly and no less frequently than once per quarter,
as per the Diocesan Norms for Parish Finance Councils.

No more than one checking account per parish and one checking account per school may be
established.

An annual accounting of parish revenues and expenditures is to be published and made
available to all parishioners. A quarterly reporting is recommended.

Adequate physical security in case of accident, theft, or catastrophe must be provided for
valuable documents including manual parish records and records kept on magnetic media.
This should include adequate backup routines and off-site storage.

Budgets are to be prepared and deviations from the budget carefully investigated by the
Parish Finance Council.

A detailed inventory list is to be maintained and updated annually. This is to include an annu-
al comparison of the list with the actual physical assets.

All funds in excess of six weeks operating needs must be deposited in the Diocesan Deposit
and Loan program. No savings or investment accounts may be established by a parish.

All gifts of stock must be immediately liquidated.

A disaster recovery plan should be developed.
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Responsibilities of the Parish Bookkeeper

OFFERTORY & CASH CONTROLS

Offertory collections are to be deposited intact and not commingled with other parish funds or
other collections.

Deposit slips are to be completed in duplicate with the copy maintained in the parish office.

Year end statements are to be prepared from data compiled from the signed collections
reports.

All revenues must be posted to a standard account number from the approved diocesan chart
of accounts.

DISBURSEMENT CONTROLS
Bookkeepers may not be authorized check signers.
All disbursements must be properly approved for payment before the check is prepared.
The bookkeeper should not open bank statements.

Records should be maintained and IRS Form 1099 issued to any non-corporate vendor
receiving more than $600 in a calendar year.

All disbursements must be posted to a standard account number from the approved diocesan
chart of accounts.

Invoices should be marked paid or in some way defaced so as to prevent reuse.
PERSONNEL CONTROLS

The payroll register is to be presented with the checks to the check signer.

All required tax deposits are to be made timely.

All required tax return filings are to be done timely.

A copy of IRS form 941 is to be included when submitting the diocesan quarterly lay payroll
report.

PETTY CASH CONTROLS
Receipts submitted by the custodian are to be marked paid or in some way defaced so as to
prevent reuse.

T T Oy O S T O B SN RSN
PARISH AND SCHOOL ACCOUNTING MANUAL 7-13 ISSUED: 03-01-95



Reimbursement is by check made payable to the petty cash custodian for the exact amount
of receipts submitted.

ENVIRONMENTAL CONTROLS
Management reports should be prepared regularly, timely, and in sufficient detail.

State of North Carolina sales tax refunds should be requested every six months by complet-
ing form E-585.

Access to computers is to be restricted by use of passwords and limited access menus.
Passwords should also be changed on a regular basis.
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Responsibilities of the Pastor

*"*ﬁ% DISBURSEMENT CONTROLS

Establish clearly defined levels of authorization for approving disbursements. Disbursements
over $7,500 require diocesan approval.

Check signers listed on the checking account are to be the Bishop or his designate, the
Pastor or Pastoral Administrator, the Associate Pastor and the Chair of the Parish Finance
Council.

The amount line and pay to line of a check must be completed before the check is signed.
Blank checks should never be pre-signed and left for later use.

Supporting documentation should be reviewed by the check signer for propriety.

Bank account reconciliations should be prepared monthly by someone independent from the
invoice approval and check signing functions.

PERSONNEL CONTROLS

All additions, deletions, and changes to payroll status are to be in written form.

Review of payroll after it has been prepared.
Review of time and attendance records including the number of hours worked.

All employees are to be paid in accordance with the wage and hour laws of the state of North
Carolina. All employees are to be paid at least the required minimum hourly wage.

ENVIRONMENTAL CONTROLS

Parish Finance Council members are to have clearly defined responsibilities. The Diocesan
Norms for Parish Finance Councils establishes the minimum level of responsibility.

The Parish Finance Council is to meet regularly and no less frequently than once per quarter,
as per the Diocesan Norms for Parish Finance Councils.

No more than one checking account per parish and one checking account per school may be

established.

An annual accounting of parish revenues and expenditures is to be published and made
available to all parishioners. A quarterly reporting is recommended.
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Adequate physical security in case of accident, theft, or catastrophe must be provided for
valuable documents including manual parish records and records kept on magnetic media.
This should include adequate backup routines and off-site storage.

Budgets are to be prepared and deviations from the budget carefully investigated by the
Parish Finance Council.

A detailed inventory list is to be maintained and updated annually. This is to include an annu-
al comparison of the list with the actual physical assets.

All funds in excess of six weeks operating needs must be deposited in the Diocesan Deposit
and Loan program. No savings or investment accounts may be established by a parish.

All gifts of stock must be immediately liquidated.

A disaster recovery plan should be developed.
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Responsibilities of School Person #1

SCHOOL TUITION CONTROLS

Tuition payments are received and receipted.

Responsibilities of School Person #2

SCHOOL TUITION CONTROLS

Maintain the records on the individual student accounts based on copies of the receipts given
by person #1 and on enroliment information provided by the principal.

2
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Responsibilities of the Petty Cash Custodian

PETTY CASH CONTROLS

Persons receiving cash are required to sign a petty cash voucher.
Requests for reimbursement are to be for the exact amount of receipts submitted.
Physical safeguards over petty cash are to be maintained.

The total of cash and receipts or vouchers are to equal the fund amount. That is, if petty
cash is established at $100, the total of the cash and receipts will always equal $100.
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Miscellaneous

%jﬁ’?/ Tax Exempt Status - In a ruling dated March 25, 1946 the Internal Revenue Service held

s that the agencies and instrumentalities and all educational, charitable and religious institutions
operated, supervised, or controlled by or in connection with the Roman Catholic Church in the
United States, its territories or possessions appearing in the Official Catholic Directory of
1946, are entitled to exemption from federal income tax under the provisions of section

101(6) of the Internal Revenue Code of 1939, which corresponds to section 501(c)(3) of the
1986 Code. This ruling has been updated annaully to cover the activities added to or deleted
from the Directory.

This means that all parishes and schools operated by the Catholic Diocese of Raleigh are
exempt from federal income taxes. This exemption applies only to federal income tax and to
no other type of tax.

Property Tax - Any property owned by a parish or school that is not used specifically for
religious or educational purposed will be subject to property tax by the county and town that
has jurisdiction over the property. For example, if St. Mary parish buys land to build a new
church, St. Mary parish will have to pay property tax on that land until the new church is con-
structed. Since all property is titled in the name of the Bishop, the property bills are paid by
the diocese and then billed to the parish or school on the monthly Statement of Accounts.

Sales Tax - Unlike many states, the state of North Carolina does not issue a tax exemption
certificate for sales tax. The state of North Carolina requires that the sales tax be collected
by anyone doing business in North Carolina and paid to the state. Certain organizations, such
as parishes and schools, are eligible for a refund by filing a request.

Receipts should be kept that show the sales tax paid. Form E-585 is available from the North
Carolina Department of Revenue. The form must be filed twice a year. It must be filed by
October 15 for the period January through June. It must be filed by April 15 of the following
year for the period July through December.

Property and Liability Insurance - All property and liability insurance is presently handled
by the Moore and Johnson Insurance Agency of Raleigh. Their phone number is 781-0200.
Any questions on filing claims or the nature of coverage should be directed to Moore and
Johnson.

Tax ID Number - Like a social security number but for a business entity. The Internal
Revenue Service issues tax ID numbers. Every parish should have its own tax ID number.
Tax ID numbers have nothing to do with tax exemptions. It is strictly an identification number.
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Form 1099-MISC - The Internal Revenue Service requires that a Form 1099-MISC be filed
for each person, other than corporations, to whom you have paid: (1) at least $10 in royalties
or broker payments in lieu of dividends or in lieu of tax exempt interest, (2) at least $600 in
rents, services, prizes and awards, and other income payments, and medical and health care
payments, or (3) fishing boat proceeds.

Some typical situations in parishes and schools that often require a Form 1099-MISC include:

— stipend paid for leading a retreat

- housekeeping or cleaning services that are not incorporated
- ground and landscaping services that are not incorporated
- payments to a law firm partnership that is not a corporation
— substitute teachers.
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