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IN THIS ISSUE…… 

FESTIVALS AND RAFFLES 
 

During this time of the year, many parishes are in the midst 
of planning the annual summer festival. While planning the 
festival, it is important to follow all gambling laws and 
regulations if a raffle or auction is planned to be part of the 
event.  It is critical that all insurance office regulations are 
followed, including additional liquor liability insurance and 
the appropriate liquor permits if alcohol is to be served or 
sold at the event.  Here are some points to remember: 

 All vendor and festival contracts must be reviewed by 
the Diocesan Legal Office and the Property/Casualty 
Offices.  Do not sign a contract for any service until the 
contract has been reviewed.   It is appropriate to 
remind employees and volunteers that they are not 
permitted to sign any contract. The pastor of the parish 
or the Bishop of Cleveland are the only persons who are 
permitted to bind the parish in a contract.  

 Please carefully review all requirements of the State of 
Ohio and the Diocese of Cleveland for selling and 
consumption of alcohol.  A permit is required by the 
State of Ohio, and liquor liability insurance is required 
by the Diocese.  Please direct all inquiries to the 
Property/Casualty office. 

 All of the insurance regulations can be found online 
using the website  www.discplan.org (Miscellaneous 
Exposures & Events section). 

 The value of all items donated for basket raffles must be 
tracked.  The regulations for raffles apply to basket 
raffles. 

 Alcoholic beverages and lottery tickets are prohibited as   
raffle prizes, including basket raffles.  

PARKING LOT TAX REPEALED 
 

With the passage of two spending policies signed into law by President Trump on December 20, 2019, the 
parking lot tax, part of the Tax Cuts and Jobs Act of 2017, was repealed.  This was a tax on qualified 
transportation fringe benefits which included employer provided parking. Parishes that were required to file a 
return based on the criteria of the provision are eligible to receive a refund of any tax paid as a result of the 
Parking Lot Tax. 
 

Keep in mind, this repeal of the law DOES NOT apply to unrelated business income tax on parking lots. 
Parishes renting spaces to outsiders in their parking lot may be required to file an unrelated business tax 
return (Form 990-T). 

NORTHEAST OHIO CATHOLIC MAGAZINE 

 Each parish is asked to make a contribution to the Diocese of 

Cleveland in the amount of $1.00 per year per household to 
support the activities of the magazine. 

 The amount should be accounted for by using account #2006. 

You may set up a sub account within #2006 as desired.  Please 
DO NOT use account #2704 to account for the contribution.  

BUDGETING 
It is not too early to begin 
the process of preparing a 
budget for the parish and 
school for the 2020-2021 
fiscal year.  Each parish 
and/or school in the 
Diocese is REQUIRED to 
prepare a budget.  The 
operating budget MUST be 
balanced.  If the overall 
budget reflects a deficit, the 
deficit must be related to 
capital expenditures or 
extraordinary expenses that are unique to the fiscal year.  If a 
balanced operating budget cannot be achieved, please contact the 
Finance Office for assistance. Note: it is required to involve the 
parish Finance Council in the preparation of the budget and 
evidence that review by signing the annual report to the Finance 
Office.   
The approved budget must be shared with the parish community,  
typically via inclusion in the annual financial report to the parish. 

INCOME EXPENSE 

Accounting Tips of the Month 
Benefits and HR News 
Budgeting 
Communications 
Designated Collections 
Festivals and Raffles 

Fraud Prevention Tip 
Group Term Life Calculation 
Labor Law Posters 
Northeast Ohio Catholic Magazine 
Parking Lot Tax Repealed 
Technology News 

http://www.discplan.org


ACCOUNTING TIP OF THE MONTH 
 

The Diocese requires that all bank/investment accounts be reconciled and 
reviewed.  The monthly bank reconciliation must be reviewed by a second 
unrelated party, familiar with the bank reconciliation process. At a minimum, 
the party reviewing the bank reconciliation should examine the following 
items: 

 The bank reconciliation from the previous month should be examined to 
determine if any deposits in transit were cleared early in the current month.   
If a deposit in transit did not clear within the first few days of the current 
month, further analysis is needed.  

 Checks outstanding for two or more months should be examined. It is a good idea to contact the vendor and inquire why the 
check was not cashed.  Checks that are more than a year old, depending on the type, may need to be forwarded to the State 
of Ohio as unclaimed funds. 

 The reviewer of the bank reconciliation should ask for a copy of the balance sheet.  The reconciled balance shown on the 
reconciliation must agree to the general ledger balance for the account.  

 The bank statement should be scanned for unusual transactions, and any entries for NSF checks or bank adjustments should 
be supported by documentation. 

Many parishes utilize ACH or electronic payments for the payment of normal operating expenses of the parish. It is important to 
devise an approval mechanism where the transaction is approved BEFORE the transactions are processed by the bank, not AFTER 
the money has been withdrawn from the bank account.  

TECHNOLOGY NEWS 
 

The news we have read indicates that QuickBooks 
2017 will sunset in the very near future. It would 
be a best practice to upgrade to a currently 
supported version of QuickBooks.  

Support for Windows version 7 has ended.  If you 
have computer equipment in your parish or 
school using the Windows 7 operating system,  it 
is advisable to contact your IT professional for 
assistance in using an operating system that is 
supported. 

We can’t say it enough, make sure your systems and 
data are backed up on a regular basis. The backup 
should be stored off-site or in a separate building 
so that in the unlikely event of a fire, the backup 
isn’t destroyed.  Cloud backup is a good option to 
consider. 

DESIGNATED COLLECTIONS 
 

All parishes in the Diocese are required to adhere to the Designated Collection scheduled published by the Chancery Office.  
Parishes are not permitted to opt out of an individual collection, all listed collections are to be included in the envelope 
packets.  The Diocese of Cleveland pays for the cost of the collection envelopes for the designated collections listed on the 
document issued by the Chancery Office.  

All collection revenue MUST be remitted to the appropriate agencies.  It is never permitted to retain any of the collection 
proceeds.   Once you have remitted the bulk of the collection, you still must account for and remit any residual collection 
proceeds, no matter the amount.  

There must be a reconciliation performed to ensure that all funds collected have been remitted.  A best practice would be to 
perform the reconciliation on a monthly or quarterly basis.  A reconciliation is highly suggested at least annually.  The funds 
collected are donor restricted funds and must be remitted to the Finance Office or the intended recipient in a timely manner.  
At the end of the fiscal year, funds collected and not remitted to the Finance Office or agency MUST be shown as a liability on 
the balance sheet and accrued for in the accounting records. 

A reconciliation is necessary to identify which collections need to be remitted and perhaps identify if an error has been made in 
remitting collections.  A prompt reconciliation will allow an error to be corrected promptly.  

Nancy Mar at extension 1037 receives and records designated collections sent to the Finance Office. Please contact her if you 
have any questions about collections sent to the Finance Office.  

FRAUD PREVENTION TIP 
 

Lately, there has been an increasing 
trend involving scammers asking for 
parish identifying information or 
requiring more information before 
processing something for the parish.  If 
you receive a call from a vendor asking 
for information they should already have, then it is a best practice to 
take down the information from the caller, and then hang up and call 
the vendor back to verify the caller was from their organization.  
Generally, your vendors will not contact you to update any information.  
All information updates should be in writing, and on official forms, such 
as a W-9.  It is recommended all exchange of information be completed 
using US mail, since you have no way to verify if you are being scammed 
by a look-alike e-mail or a bogus telephone number.   You should NEVER  
click on links in an e-mail or respond to an e-mail asking for payment or 
identifying information.  



 

IRS ISSUED REVISED FORM W-4 FOR 2020 
The new Form W-4, Employee’s Withholding Certificate, no longer uses withholding allowances. Instead, there is a five-step 
process and new Publication 15-T (Federal Income Tax Withholding Methods) for determining employee withholding. Employees 
need to complete steps 1 and 5 in the new W-4. Steps 2, 3, and 4 are only completed if certain criteria apply.   The new form must 
be used for new hires and anyone wanting to make a change to their withholdings. https://www.irs.gov/pub/irs-pdf/fw4.pdf 

NEW FORM I-9 REQUIRED BY May 1 
The U.S. Citizenship and Immigration Services (USCIS) has 
released a new Form I-9 and employers must begin using it for 
new hires or I-9 corrections by May 1.  Among other changes, 
the revised form clarifies who can act as an authorized employer 
representative and provides clarifications on acceptable 
documents.  All employees must complete a Form I-9 upon hire.  
Employers that use outdated I-9 forms after May 1st risk costly 
violations. www.uscis.gov/i-9 

NEW STANDARD MILEAGE RATE FOR 2020 
The IRS has released the 2020 optional standard mileage rates 
used to calculate the deductible costs of operating an automobile 
for business, charitable, medical or moving purposes. 
Beginning January 1, 2020, the standard mileage rate for the use 
of a car for business miles driven is 57.5 cents per mile, down one 
half of a cent from 2019.  The rate for volunteers mileage remains 
the same at 14.0 cents per mile.  More details can be found on 
the IRS website at:  https://www.irs.gov/newsroom/irs-issues-
standard-mileage-rates-for-2020 

OHIO MINIMUM WAGE INCREASE EFFECTIVE JANUARY 1 
Ohio’s minimum wage increased from $8.55 to $8.70 per hour for 
non-tipped employees on January 1, 2020.  Please download the 
new poster and display it with your other labor law posters:   
https://www.com.ohio.gov/documents/dico 
2020MinimumWageposter.pdf 

NEW OVERTIME REGULATIONS EFFECTIVE JANUARY 1 
Most employees who make less than $684 per week ($35,568 
annually) are eligible for overtime pay under a final rule issued 
by the U.S. Department of Labor (DOL) effective January 1, 2020.  
Your employees who make less than the threshold (except clergy, 
religious and teachers) must be paid overtime at a rate of one 
and one-half times their regular rate of pay for all hours worked 
over 40 in a work week.  Note that even if an employee makes 
this rate or above they still must meet the duties test to be 
classified as exempt from overtime pay. https://www.dol.gov/
whd   NOTE:  Being paid by a SALARY amount does not mean the 
employee is EXEMPT.  

HEALTHCARE OPEN ENROLLMENT 
Open enrollment for the 2020-2021 plan year begins April 
27 and ends May 15.  Be sure to turn in the Health Care 

Plans Enrollment/Change form to the 
Benefits Office no later than May 15 if you 
have any changes.  Changes will be 
effective July 1.  The form and other 
information can be found at 
www.MyDocBenefits.com.  There will be 
no changes to the Medical Mutual 

MedFlex EPO (UH), Skycare EPO (Metrohealth), or Medical 
Mutual PPO/HSA (low premium/high deductible) plan 
premiums.  Rates for the Medical Mutual PPO plan will 
increase approximately 5% for employees and 2% for 
employers.  There will also be an increase to In-network 
deductibles and out-of-pocket maximums in the Medical 
Mutual PPO.  There are no changes to the dental or vision 
plans.   

WELLNESS INCENTIVES AND WORKING SPOUSE 
VERIFICATION FORMS 
The Annual Physical and Tobacco Attestation Form applies 
to all participants and spouses who are covered under our 
medical plan.  Employees hired on or after April 1, 2020 do 

not have to complete the Incentive form.   

Employees with a spouse with no current 
surcharge are to confirm their status by 
completing the Working Spouse Verification 
Form.  Forms can be found at 
www.MyDocBenefits.com.  Forms are due by 

May 1st.  Note that if you were unable to receive a physical 
due to the Coronavirus, your current physical incentive 
will carry over into the next plan year. 

LABOR LAW POSTERS 
Federal and State employment laws require that employers 
post notices in the workplace explaining employees’ 
rights.  These notices must be posted in a conspicuous place 
so that employees and applicants can readily see them.  If 
the required notices are not posted, employers may be 
subject to significant penalties and fines.  All required 
posters can be found at:  http://jfs.ohio.gov/civilrights/
posters.stm.  A new poster must be displayed due to the 
Coronavirus: https://www.dol.gov/sites/dolgov/files/WHD/
posters/FFCRA_Poster_WH1422_Non-Federal.pdf  
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January 1, 2020 

New salary threshold for exempt employees took effect 
New Ohio minimum wage took  effect 
New IRS mileage rate took  effect 
New Standard rate for Medicare Part B 
New W4 form took  effect 

March 31, 2020 Reconcile and remit designated collections  

April 14, 2020 End of measurement period for Affordable Care Act 

April 15, 2020 Unemployment reports due to ACR and unemployment premium payment due to Diocese of Cleveland 

April 30, 2020 Interim Finance Report (July 1, 2019 to March 31, 2020) due to Finance Office  

May 1, 2020 
Must use new I-9 form by this date. 
Employee incentive forms due to the Health Benefits Office 

May 15, 2020 Health Care open enrollment deadline 

Prior to June 30, 2020 Parish Budget completed and approved 
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GROUP TERM LIFE  - HOW TO CALCULATE IMPUTED INCOME (LIFE INSURANCE OVER $50,000): 
The diocese will send out the imputed income information later this year.  The following can be 
used to calculate amounts in the meantime. 
 

Take the year to date wages as of 12/31/2019.  Multiply the amount by two and round up to 
the nearest thousand.  Subtract that amount by $50,000.  Multiply by IRS cost per $1,000 based 
on age.  IRS Table can be found on page 15 of this publication: https://www.irs.gov/pub/irs-pdf/
p15b.pdf.  That is the monthly taxable amount. 
 

Example: 
Mary Smith earns $43,200 and is age 46. 
Double the salary equaling $86,400. 
Rounded up to $87,000.  $87,000 - $50,000 = $37,000 
$37 x .15 = $5.55 taxable per month 

If applicable, keep in mind that if an employee leaves, Group Term Life Insurance must be processed for the months that coverage 
was maintained.  Please contact the benefits office BEFORE processing the final pay check for the employee so that the correct 
amount is included or any adjustment can be made before the final pay check is processed.  Call the Benefits Office at ext. 5040 
with any questions. 

MEDICARE PART B 
REIMBUSEMENT 
Per the priest remuneration 
guideline: Upon reaching 65, “The 
priest shall enroll in Medicare Part 
B (medical coverage) and is 
entitled to be reimbursed for the 
related premium (which is 
generally paid via withholding 
from monthly social security 
benefits).  Reimbursement is 
allowed only for amounts actually 
paid (up to the standard rate) and 
is not available if for some reason 
the priest has not enrolled in the 
Medicare Part B program.  The 
priest is responsible to request 
the reimbursement in writing 
form the business office of the 
parish/institution responsible for 
the payment.”  The standard rate 
usually changes each January.  
The rate for calendar 2019 was 
$135.50 and the standard rate for 
calendar 2020 is $144.60. 

COMMUNICATIONS 
On a routine basis, there is a need for communication between parish business managers and 
the  Diocese.  Each parish in the Diocese has been assigned a parish business manager e-mail 
address by the Information Technology Department using the Diocese of Cleveland email 
system, in addition to every priest having a diocesan email account. 
Our records show that many parishes have not accessed  their business manager e-mail box.  
If you have not already done so, it is important that you access this e-mail account 
immediately. Several advantages are available: 

 The Diocese will send, by e-mail, important operational information that all business 
managers need to know.   We are able to get the information to you almost instantaneously 
instead of relying on US Mail to deliver it.  

 Communications to and from the business manager e-mail box are encrypted.  Using an        
email box other than one supplied by the Diocese could compromise the security of such             
communications.  

 Communications go directly to the person that needs to know instead of relying on 
information to be routed from the parish or pastor e-mail box.   Note: Many messages sent 
to the business manager are also sent to the pastor, keeping the pastor informed.  It is 
important that pastors access that email account as well. 

If you need assistance in setting up your e-mail box or have forgotten your passwords and 
need to have it reset, please contact either Charles Barendt (ext. 5770) or Maureen Mohney 
(ext. 1011), or send an email to ITsupport@dioceseofcleveland.org .  Once communication 
has been established and set up correctly, it is important to regularly check the e-mail box for 
new information or important updates.  We recommend checking this email account at least 
every 2 days, and more frequently if there is an ongoing email conversation.  

https://www.irs.gov/pub/irs-pdf/p15b.pdf
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