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IT’S BUDGET TIME!! 

As we await the arrival of spring, it is time to begin the 
preparation of the annual parish budget.  Many parishes and 
schools have already begun the process, but if you have not, it is 
time to start.  
 

Each parish and school in the Diocese is required to prepare a 
budget.  The operating portion of the budget must be balanced.  
It is not sound fiscal practice to operate with a deficit budget.  
Capital improvements may cause the overall budget to be in a 
deficit position.  It is a best practice to prepare a 5 year capital 
plan, and include in the budget items from the capital plan as 
necessary or desired.  
 

Zero based budgeting is a method by which you start the budget 
as if you were a new parish or school. It would be necessary to 
evaluate the items that would be essential, then evaluate the 
sources of income to support the spending.   Utilizing this method 
would cause each employee position and/or program 
expenditure to be evaluated.  This method would also cause a 
careful evaluation of each source of ordinary operating income.  
 

As a reminder, the budget, when completed, must be reviewed 
by the parish finance council, and it is their role to recommend it 
to the pastor for implementation.   It is advisable to include the 
input of parish staff members since they would be the 
responsible parties for the implementation of the budget 
throughout the year.  Remember that the budget must be shared 
with the parish community with the parish annual report (or 
separately). 
 
 

PRIESTS’ SALARY SCHEDULE 
The new priests’ remuneration schedule for the 2021-2022 has 
been issued.  Carefully review the schedule and related 
information.  The new rates are effective the first pay in July 
2021. 
  

HEALTH CARE RATES 
Please make sure your employees know what the new rates will 
be for our Diocesan Health plans for the 2021-2022 fiscal year.  
The amount deducted in the first pay in July must reflect the new 
rates.  It is the responsibility of the parish to make sure all the 
deducted amounts are correct and that a deduction is present for 
all applicable employees based on the various health care options 
and incentives.  Contact benefits at ext.5060 for assistance. 

@dioceseofcleveland.org  
 

BUSINESS MANAGER E-MAIL ACCOUNTS 
 

Please take a few minutes to make sure the parish business 
manager e-mail account is active.  There are still a few 
parishes that have not activated their account.  If your 
account is not active, you may miss out on some very critical 
and important items.   If you have activated your account, it 
is urgent that you check the account at least weekly for new 
mail.  Put a reminder on your calendar for once a week to 
check the business manager e-mail account (more often is 
ideal).   If you need assistance in activating the account or 
have technical issues that prevent you from checking the 
account, please contact the Diocesan IT department.  

The State of Ohio has released an updated IT-4 tax 
withholding form.  Forms are online at 

 https://tax.ohio.gov/static/forms/employer_withholding/
generic/wth-it4-combined.pdf  

PAYCOR TIPS 
1) Please take the time to review all codes in use.  You 

should list every code in use for Paycor and make sure 
that if something is supposed to add to someone’s pay 
that it does so and if something that is a deduction to 
someone’s pay, then it deducts correctly.   We found 
some codes did not work as anticipated (i.e. health 
deduction codes set up as post tax instead pre taxed).  
Any time a new code is set up, please test it by 
calculating what should happen, with what is shown on 
the pre-post payroll journal.  Also, check the settings of 
any existing codes before using them for the first time as 
well to verify it will fit your particular situation.  A careful 
examination of the pre-post payroll journal will reveal 
that all codes are functioning as expected and intended.  

 

  So be sure to ALWAYS review the pre-post journal 
 BEFORE submitting payroll. 

This should be a normal part of your process. 
 

2) Download, review, and retain a digital or hard copy of each 
payroll run and quarterly/annual filing returns. 



 

March 31, 2021 Reconcile and remit all designated collections.  Collections must be reconciled individually and in total. 
 

April 14, 2021 
Affordable Care Act Measurement period ends. (Start date was April 15, 2020). 
Document  and retain calculations. Offer health care to newly eligible employees  or obtain health waivers. 

April 15, 2021 Unemployment documentation due to ACR and payment due to the Diocese of Cleveland. 

April 26—May 14, 2021 Health Care open enrollment —— begins April 26, 2021 and ends May 14, 2021 

April 30, 2021 Interim Financial Report due to the Finance Office for the period July 1, 2020 through March 31, 2021. D
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MAIL RELATED FRAUD TIPS 
An increasing area where parishes are becoming victims to fraud is the theft of mail from a parish.  If your outgoing mail is stolen, 
and there is a disbursement check in the mail, your bank information and an authorized signature is also stolen.  
 

Another area where a parish is vulnerable is incoming mail.   If incoming mail is stolen, then your donor’s banking information is 
likely to be stolen also.   Here are some practical tips: 
 

 Outgoing mail should be in an area where it can be monitored.  Make sure the person picking up the mail is a postal system 
employee.  Outgoing mail should not be left unattended or sticking out of the mailbox. It would be a best practice that 
someone drop the mail at the post office at the end of the day.  

 Incoming mail should be promptly secured.  It is not good to have incoming mail just sitting in the mailbox for an extended 
period of time where it could be accessible to anyone.  A locking mailbox is an option as well as consideration of moving the 
mailbox. Mailboxes that are poorly located may attract thieves.  

 Encourage donors who mail checks to the parish to consider electronic giving.  It is safe and convenient.  

ELECTRONIC GIVING 
RECONCILIATION 
Many parishes have opted to 
offer electronic giving options for 
the parish community. At the end 
of each month, the amounts 
recorded on the reports provided 
by the vendor should be 
reconciled to the amount 
recorded in the general ledger 
and on the parish bank 
statement.  At the end of the month, it is likely that the vendor 
has withdrawn funds from the parishioner accounts, and those 
funds have not been deposited to the parish account.   It is 
imperative that the funds drafted at the end of a month appear 
on the bank statement EARLY in the next month.  It is a best 
practice to validate the amount expected to be received is 
actually received on the next month bank statement.  
 

Keep in mind, if the parish or vendor uses credit cards for 
donations, then the parish may be subject to PCI Compliance 
issues.  At a minimum you may be required to complete a self-
assessment questionnaire (SAQ) for compliance.  Some vendors 
will ensure compliance with the guidelines, and this might be 
included in your monthly fee.   If the vendor handles 
compliance, please ask for a copy of the compliance filings for 
your records on an annual basis.  
 

It is also a good idea to ensure that the fees charged by the 
vendor are the same as the agreement the parish signed in 
setting up electronic giving.   Generally, you have a fee schedule 
that is valid for a period of time, and you want to ensure that 
the fees charged during the period are correct.  

Begin to inform/remind affiliated groups that the 
account registers, reconciled bank statements, and all 
receipts/invoices are due at the very beginning of July. 

 

PROPERTY REVIEW  
Transition to spring is a good time to inspect  
sidewalks, parking lots, entrances, and other 
areas for cracks, unevenness, or other hazards.  
Placement of cones, and/or caution tape is 

helpful so that any potential hazard is visible to 
employees, parishioners, and other guests on the 
property.  Reach out to the Insurance Department (ext. 
3400) and/or Facilities Services (ext. 1505) for repair 
advice as well as any questions or concerns. Other 
helpful info can be found at: https://
www.dioceseofcleveland.org/files/resources/fof-
fmhowweassessourparkinglots.pdf or https://

www.dioceseofcleveland.org/files/resources/fof-
amrepairingparkinglotssidewalksbeforewinter.pdf 

UPDATED RAFFLE /GAMBLING MEMO  

The Legal Office of the Diocese has issued a revised and 
updated memorandum to all parishes dealing with the 
topic of raffles and gambling.  The rules apply to all parish 
organizations, schools, and parishes. It is advisable to make 
sure all festival planning committees, Parent Teacher 
Organizations, and other committees for the parish or 
school become very familiar with the contents of the 
document.  It is permitted to share the memorandum with 
them.  Compliance with all of the items in the 
memorandum is mandatory.  If at any time you have any 
questions regarding the document, please contact the 

Diocesan Legal Office for assistance.  There 
are several provisions that you may not 
have been aware of that are explained in 
the document that may affect your 
organization, so it is important that you 
read the entire document carefully.  
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