
YEAR END CONSIDERATIONS 

PAYROLL 

As the end of the calendar year approaches, there are a few payroll related items that must occur.  Please be sure to 
go through this listing and make sure all items have been properly addressed: 

 Verify that employee names, addresses, and social security numbers are correct. 

 All gifts to employees are processed through payroll. 

 The taxable premium for group term life insurance that exceeds $50,000 must be processed through payroll.  
Annually, the benefits office prepares a listing for each parish indicating the amount that is taxable for each 
employee. Please be sure to review the listing carefully to ensure the annual amount that should be reported as 
taxable in 2021 is the amount that will be shown on the W-2 form for the year.   You should review the year to 
date amounts before the final payroll of 2021 and make any necessary adjustments, if applicable.  Contact the 
benefits office if you need another copy. 

 

 

GIFTS TO EMPLOYEES 

During this holiday time of the year, it is commendable to offer a remembrance to employees in recognition of their 
hard work and dedication during the year.  The source of the funding of the gifts does not affect the taxability of the 
gift.  It is common for gifts to be offered from the PTO, Athletic Association, Altar & Rosary Society and other groups as 
well.  Cash and cash equivalents (gift cards) to employees (including assigned priests) are reportable and taxable to the 
recipient and MUST BE PROCESSED THROUGH THE PAYROLL SYSTEM.  There are NO exceptions to this requirement.   

It is permissible to give employees a physical gift, as long as the value of the gift is reasonable.   Examples of a 
reasonable gift would include a food basket, flowers, candy, coffee mugs, and many other items.   Employees can 
receive physical gifts of low value without the effect of income tax reporting.  

 

 

  GIFTS TO VOLUNTEERS 

Parishes and schools are free to give a VOLUNTEER a recognition gift.  Gifts to volunteers are not reportable on payroll 
since the volunteer is not your employee.  Gifts to volunteers should be reasonable in nature, and can be in the form 
of cash or a gift card.  In general, large recognition gifts should be avoided.  It is prohibited to give a gift based on the 
amount of time someone spends volunteering.  Again, it is important to realize that a gift cannot be tied to the number 
of hours volunteered.  If you decide to recognize volunteers, there should not be any distinction between the gifts 
within the same category. 
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ADDITIONAL YEAR END CONSIDERATIONS 

YEAR END CONTRIBUTIONS 

The end of the calendar year signals it is time to prepare contribution statements for the 
parish community.  The parish is not required to issue contribution statements, however, if 
requested, must provide one.  The contribution statement must detail each contribution 
made to the parish, including the date and amount of each contribution.  Many parishes 
provide a letter to all parishioners summarizing their contributions for the year.  It is 
important to state in these types of letters that the document should not be used to 
substantiate charitable contributions and that an official document to be used to 
substantiate charitable contributions is available on request.  

When acknowledging non-cash gifts to the parish, the acknowledgement SHOULD NOT list a 
value of the items donated.  The acknowledgement should include the date of the donation, 

and a very detailed description of the item(s) donated.  We are not appraisers, and should not value the donation.  
Usually, the value of an individual’s time or labor is not a charitable contribution. 

How does a parish determine in which year a contribution should be recorded.  Here are a few examples: 

Contributions received before December 31, 2021 would be included on the 2021 contribution statement.   The 
date of deposit of the check by the parish is not the determining factor, as long as you have the contribution in 
your possession on December 31st, it is included in 2021. 

Contributions received on December 31, 2021 at a holy day vigil Mass should be segregated from the Holy Day 
collection, and posted as 2021 contributions.  Again, when the parish processes or deposits the check  is NOT 
the determining factor of when the check should be posted. The determining factor is possession of the 
contribution prior to the end of the day on December 31, 2021.  

Contributions received at the Holy Day Mass on January 1, 2022 will be shown as contributions in 2022.  Any 
collections from prior to January 1, 2022, received on January 1st or after should be all processed as 2022 
donations regardless of the date of the envelope or check.   

Contributions received in the mail require special handling.   The date on the check is not the determining factor 
for contributions by mail, you must examine the postmark on the envelope.  Contributions postmarked before 
December 31, 2021 must be recorded as 2021 contributions even though you may not have physically 
received the check until January.  Alternatively, contributions postmarked on or after January 1, 2022 must be 
recorded as 2022 contributions regardless of the date on the check. It is a best practice to retain the 
postmarked envelope as substantiation of the correct year of posting. 

 

BUDGET TIME 

This is a reminder that it is not too early to begin thinking about preparing the parish budget for the 
2022-2023 fiscal year.  Many parishes with schools generally set their tuition amounts during the 
months of January or February, and a good budget framework will be needed to be considered in 
determining the amount of tuition necessary.  

LABOR LAW POSTERS 

Now is a good time to check your Labor Law Posters to be sure all are up to date and none are missing.  Here are 

various links  to where you can obtain copies for free.

 

Labor Law Posters on ODJFS website:  http://www.odjfs.state.oh.us/forms/num/JFS02745 

2022 Ohio Minimum Wage poster: https://www.com.ohio.gov/documents/dico_2022MinimumWageposter.pdf 

2021 Ohio Civil Rights Commission page: https://crc.ohio.gov/Portals/0/Brochures/Know%20Your%20Rights%20-%
20FEP%20Poster%202021.pdf?ver=2Glf9Q-r8RA7tIBKaeCC8A%3D%3D 

http://www.odjfs.state.oh.us/forms/num/JFS02745
https://www.com.ohio.gov/documents/dico_2022MinimumWageposter.pdf
https://crc.ohio.gov/Portals/0/Brochures/Know%20Your%20Rights%20-%20FEP%20Poster%202021.pdf?ver=2Glf9Q-r8RA7tIBKaeCC8A%3D%3D
https://crc.ohio.gov/Portals/0/Brochures/Know%20Your%20Rights%20-%20FEP%20Poster%202021.pdf?ver=2Glf9Q-r8RA7tIBKaeCC8A%3D%3D


FRAUD FIGHTING TIP 

At every turn, it seems that persons and organizations intending to commit crimes become smarter and smarter and 
more devious in their methods to defraud.  We must remain vigilant all the time by looking at our methods and 
practices to protect ourselves.  

One such source of information comes from the practices many parishes and schools use to support contributions and 
tuition payments.  Many parishes employ the practice of copying checks received.  We strongly recommend that 
parishes and schools do NOT copy any check received, for any reason.  The check copied contains quite a bit of 
personally identifiable information.  The copy of the check contains a persons name, address, signature, bank routing 
information and their checking account number, and a number most likely in their current series of checks.   In the 
hands of a fraudster, this information could be used to defraud our donors. If the parish maintained a LISTING of the 
check by noting the name of the donor, the date of the contribution or payment, and the amount of the contribution or 
payment, that would go a long way in eliminating some of the needed information to possibly defraud our donors or 
parents.    

It is true that as a checks moves through the payment system, the information is out there for all to see, and fraud 
could occur at any point in the process. It is a different story if we have to face our donor or parents and tell them that 
the fraud occurred at the parish or school due to our maintenance of their personal information and the sloppy 
handing of such information.   It is better not to maintain personal information.  This would also apply to maintaining 
credit card information of parents and donors.  We should regularly scrub our parish records to eliminate as much 
personally identifiable information as possible and the data we do maintain is properly protected and secured.  

PAYCOR TIP 

As part of the parish review process, salaries and payroll 
deduction calculations are reviewed for accuracy. We 
have found that not all earnings codes and deductions are 
set up correctly.  Incorrect setup can cause a host of 
issues, including re-issuing W-2 forms and re-filing of 
payroll tax returns.  It is a good exercise to calculate each 
deduction code and each earnings code manually to make 
sure the result obtained is reasonable and is what is 
expected.  For example, if you have a code set up for non-
taxable expense reimbursement, you should check an 
employee with that code to make sure the expense 
reimbursement does not affect any of the taxes or 
earnings.  

E-MAIL ACCOUNTS  

It is imperative that the Diocesan business manager 
e-mail account be checked on a regular basis.  Many 
important items are sent to the address and not checking 
the account will lead to business managers not being 
informed of urgent and important information.  The 
account should be checked AT LEAST WEEKLY.  If you 
need assistance with accessing the business manager 
e-mail account, please contact the Diocesan IT 
department by sending an e-mail from another e-mail 
account to  itsupport@dioceseofcleveland.org. 

Keep in mind, all communications between Diocesan e-
mail accounts is automatically encrypted for your 
protection (as long as no other domains are copied in the 
email).  Two factor authentication was also recently 
added to the system, again for your protection.  

COPIER VENDORS 

Parishes, schools and Diocesan 
entities for the most part 
independently interact with 
copier vendors.  The contracts 
are then generally sent to the 
Diocese for review under the 
Temporal goods process/
requirements.  The Temporal 
Goods Committee (TGC) has 
insight to deals in the 

marketplace that are proposed by numerous vendors 
and can assist you upfront in ensuring you are getting a 
fair deal at the best price.  The Diocese itself does 
business directly with Konica Minolta Business Solutions 
(“KMBS”) through a HealthTrust Group Purchasing Plan 
and receives special discounted pricing available through 
Konica Minolta available to not-for-profit 
businesses.  Local vendor representatives (i.e. other 
copier vendors) are also able to access that same pricing 
and pass it along to the parishes or school.  It is very 
common, however, for TGC to see proposals from other 
vendors that do not include that reduced pricing and 
when that occurs the contract is sent back for revision to 
get the price discount.  Parishes and schools are free to 
work with any copier vendor, but we strongly encourage 
you to interact with Debbie Hogan in the Diocesan Print 
Office as you evaluate copier proposals to be sure you 
are getting the best pricing and terms available in the 
marketplace.  Contact  Debbie Hogan, 
dhogan@dioceseofcleveland.org.  

mailto:itsupport@dioceseofcleveland.org


 

December 15, 2021 

 Group Term life amounts must be processed through payroll prior to processing the last 
payroll of the calendar year.   

 Begin to review all vendors to make sure that appropriate Form W-9s are on file, and begin 
to review vendor payment information for possible tax reporting.  

December 30, 2021 
 All designated collections should be reconciled both in total and by collection. All collections 

received year to date should be remitted to the intended recipients. 

January 1, 2022 

 Minimum wage increases today.   

 Send a notice to all parish groups and organizations requesting activity information (checks, 
deposits, and account balances).  Review all information for tax compliance.   

January 15, 2022 
 Workers’ Compensation and Unemployment Reports due to ACR and the payments for both 

due to the Diocese of Cleveland (Gross less health, dental, & vision) 

January 31, 2022 

 Interim finance report for the period July 1, 2021 through December 31, 2021 due to the 
Finance Office.   

 All W-2 forms must be issued to all employees and Form 1099NEC, Form 1099MISC (rent), 
and Form W2-G  must also be issued to eligible recipients by this date.  Also, file Form 945 by 
this date for any gambling withholding on Form W-2G.  Forms W-2G and FORM 1099 MISC 
must be filed with the IRS by February 28, 2022 (paper) or March 31, 2022 (electronic) . 
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SHAREPOINT — TOWN HALL SESSIONS  — YAMMER 

We are pleased to announce the Finance Office is currently working on a SHAREPOINT 
site for business managers.  Access to the site will be tied to the BMR email address.  
We will be populating the site with information pertinent to business managers and 
bookkeepers: finance newsletters, reporting toolkits, training and other informational 
links. 

We will begin offering access to periodic town hall sessions through TEAMS.   The 
TEAMS sessions will give you the opportunity to interact live-time with other business 
managers and members of the Diocesan Finance Office staff on a regular basis.   The 
first hosted Town Hall: FUN FRIDAY WITH FINANCE will be on January 21, 2022 from 
10:00 to 11:00am.   The  link to join the session will appear in your BMR email.  Please 
join us for some conversation and hopefully we can learn from each other.    You will 

be able to join by phone as well.  Any topics you would like to discuss?  Please let us know via e-mail and we will have 
information available to begin the discussion.  We are looking forward to having you join us.   

We will also be turning on an on-line message/discussion board  feature: YAMMER.  The YAMMER tool will be 
monitored by Finance Office staff periodically throughout the day.  We are excited about the opportunities to 
communicate with you through these new on-line platforms.  Watch your BMR email for release updates. 

NONEXEMPT SALARY 

To assist in accurate payroll payments to  nonexempt 
employees, it is a best practice to consider switching 
employees that are classified as non-exempt from 
being paid a salary, to be paid as an hourly employee in 
Paycor.   January 1st as the beginning of a new W-2 
year is a possible starting point. Human Resources and 
the Legal Office can support you and your impacted 
employees in making this highly recommended switch. 

OHIO MINIMUM WAGE 

Effective January 1, 2022, the Ohio minimum wage will be 
increased from the current $8.80 per hour.  The new 
minimum wage will be $9.30 for all non-tipped employees.    
Please ensure that all of the employees on the payroll are 
paid at least minimum wage. 

WHAT TO WATCH FOR IN 2022 


