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PAYCOR YEAR END PROCESSING 
It is not too early to begin thinking about year end!  At the end of the calendar year, Paycor automatically 
processes the W-2 forms after the last payroll for December is processed.  For some reason, if you do not 
want the W-2 forms to be immediately processed, you must give written instruction to Paycor to hold the 
books open.  Paycor will send a communication with the information, so please be on the lookout for it (it 
might be an onscreen message, don’t overlook it).   There is a form available from Paycor that must be 
completed and submitted.   Holding the books open gives the parish or school the opportunity to check 
over the information in the payroll system before the W-2 forms are processed.  Correcting an error 
AFTER W-2 processing can be very costly for the parish or school.  It is important to take some time to 

check all personal information for each employee and make sure earning and deduction codes are working correctly before the 
end of the year. Please contact Paycor ASAP if you want to use this option. 
Some examples are: 

 Make sure Group Term Life amounts are in the correct earnings 
code and the interim amounts are correct, so that by the last pay 
of December, the total is correct.  

  Health deduction codes should also be checked to make sure 
they are defaulting to a pre-tax status unless the employee has 
elected a post-tax deduction (in writing).  

 If an employee is on the pension plan, make sure the correct 
information is in the system to generate a W-2 form with the 
pension box checked.  

 All clergy wages should be checked to ensure that Social Security 
and Medicare are NOT being deducted from their wages.  

DIOCESAN PROPERTY/CASULATY INSURANCE 
There are a couple of options available 
regarding the recording and payment of 
insurance to the Diocesan DISC plan.  Many 
parishes pay the amount in full when the 
invoice is received in early spring.  Paying the 
insurance in full in one fiscal period and the 
coverage extending into another fiscal period 
creates an asset called prepaid insurance.  In terms of matching the 
expense to the correct fiscal period, the insurance payment can be 
recorded as prepaid insurance when the payment is made and each 
month a portion of the prepaid insurance would be recorded as 
insurance expense by showing the expense and reducing the prepaid 
amount.  This method is permitted and actually would be the 
preferred method to handle the insurance payment made in full.  It 
is not required, so those parishes that wish to pay the amount in full 
and reflect is as expense when the payment is made can continue to 
report in the same manner.  

PAYCOR TIPS 

 This is a reminder for those parishes and schools that 
provide group term life insurance to their employees 
to record the amount of the taxable portion of the 
premium for coverage that exceeds $50,000.  The 
employee benefits office has mailed the necessary 
information.  It is very important that the amount 
shown on the report for each employee is reflected 
accurately in the Paycor system before the last pay in 
December 2022.  Be sure that the correct Group Term 
Life code is selected in Paycor (GTL over 50 Non Calc).  

 

 Each time payroll is processed, it is imperative that you 
review all reports available in Paycor applicable to your 
parish or school.  One report is called the New Hire 
Report.   This report should be reviewed each time 
payroll is processed to ensure that there is no missing 
information for an employee. Missing information has 
the potential to cause major issues at some point in 
time, especially when tax filing is performed and end of 
the year wages are processed.  

 

 Often, payroll issues arise due to errors in processing 
that are not caught before payroll is submitted.  It is a 
best practice to print out the pre-post payroll journal 
and carefully review each item BEFORE payroll is 
submitted.  It is easier to review the pre-post journal 
and correct any errors before processing takes place. 
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 For parishes, schools, and affiliated groups planning future 

events with games of chance, raffles, or similar fundraising 
events - please review the memo regarding 

Raffles and Charitable Gambling dated Feb 28, 2022 
(available on SharePoint)  

to review important requirements for those gaming events. 
Contact the Legal Office with any questions. 



 

October 15, 2022 
Unemployment Compensation reports due to ACR, and payment due to the Diocese of Cleveland. 
Analysis of unrelated business income should be completed.  Contact Gerald Arnold X2170 immediately,  
       if you believe your parish/school will be subject to 990-T filing.  

October 31, 2022 
Interim financial report for the period July 1, 2022 through September 30, 2022 is due in the Finance Office 
on or before October 31, 2022. 

November 1, 2021 Unclaimed funds report due to the State of Ohio. 

November 15, 2022 990-T filings are due for parishes subject to UBIT. 

December 31, 2022 
Review designated collections received and forwarded, ensure that there is a reconciliation prepared and 
the appropriate amount remitted.  
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TUITION RECEIVABLE 
Many parishes with grade schools record the tuition 
owed to the school as an Accounts Receivable on the 
balance sheet.  There are many methods to record 
the receivable, however, it is a best practice that the 
amount be reflected on the balance sheet.   The 
amount at the end of the period should reflect the 
actual amount owed.  It is good accounting policy 
that a subsidiary ledger exist 
with the detail that matches 
exactly to the amount on the 
balance sheet and the 
amount reflected in the 
financial statements. 

BALANCE SHEET ACCOUNTS 
When completing the annual financial report, we are often asked if accounts should be listed on Schedule A (on the Balance sheet) 
or on Schedule L (off Balance Sheet).   Let’s take a look at each group. 
 

BALANCE SHEET ACCOUNTS - SCHEDULE A – This schedule should list all of the parish and school accounts using the tax 
identification number of the parish that are on the balance sheet.  All accounts should be listed at the reconciled balance at the end 
of the period.  All operating accounts, savings accounts, investment accounts, as well as any stocks or bonds should be listed.  All 
the accounts on Schedule A must use the federal identification number of the parish or school. Parish groups and organizations 
may also be listed on the schedule if the income and expenses of the organization are recorded on a regular basis in the books and 
records of the parish or school.   No parish/school accounts should be off-balance sheet and listed on Schedule L (i.e. PSR, Savings, 
Capital, Endowments, etc.). These are all balance sheet accounts. 
 

OFF Balance Sheet Accounts - SCHEDULE L - Schedule L Part A is designed to list the parish and school groups and organizations 
using the tax identification number of the parish or school.  Schedule L Part B should list any account benefitting the parish or 
school not using the tax identification number of the parish.  An example of an account not using the tax identification number of 
the parish or school, but benefitting the parish or school would be a foundation or separate established endowment fund.   
Schedule L is meant to record the accounts of groups and organizations of the parish, not parish or school operating or savings 
accounts.   All accounts should be recorded at the reconciled balance at the end of the year.  
 

It is recommended that groups and organizations transfer funds to the parish or school as necessary or desired, and the parish 
purchase and pay for any items the group desires to purchase for the parish or school.  Parish expenses and school cost per pupil 
calculations can be adversely affected by purchasing items directly from group and organization accounts if there is a parish school. 

OVERTIME AND ADDITIONAL PAY 
Parishes and schools should be aware that 
overtime is based on "regular rate of 
pay".  There are some payments that may alter 
the regular rate of pay and how overtime is 
calculated.  For example, if you are paying 
someone additional pay (bonuses, extra 
services, grant funding, awards, etc.) those 
items may or may not change the regular rate 
of pay.  See Dept of Labor Fact Sheet #56C - 

Bonuses under the Fair Labor Standards Act (FSLA).  It is recommended 
you visit the DOL web site, download the Fact Sheet, and read it 
carefully.  Contact the Diocesan Human Resources department with 
any questions.  

UNRELATED BUSINESS INCOME 
The annual review of parish, school, and parish group activities must take place to determine 
if any of the activities generate unrelated business income. The review should be completed 
and documented prior to October 15th.   After reviewing the activities, and the associated 
income from those activities, you should complete the Unrelated Business Income Survey.   
All of the information needed for this review can be found on the Finance Office web page 
under the “Resources” tab.  In many cases, the income earned on a  particular activity is 
exempt from unrelated business income tax due to the application of one or more stated 
exemptions.  
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