
GUIDELINES FOR PREPARATION OF ANNUAL PARISH FINANCIAL REPORT
RECEIPTS
PARISH OPERATIONAL INCOME
Line 1:

Report all income derived from parishioners' use of provided envelopes or checks.

Line 2:

Report all loose currency and change collected in regular collections.

Line 3:

Report all income received toward parish construction and/or renovation (pledge payments or gifts).  If more than one project is underway, list them separately.  Identify the nature of each fund.

Line 4:

Report all income received for special parish projects or collections.

Lines 5 & 6:
Report all income received from sales of religious articles and from votive stands.

Line 7.1:
Report all income received for either tuition or reimbursement of supplies for PSR  (Parish School of Religion) students.

Line 7.2:
Report all income received to cover the costs of the parish THE MIRROR subscriptions.

Line 7.3:
Report all income received for parish school tuition assistance not included on the school financial report, including sponsor-a-child donations.

Line 8:

Report only income received by parish from parish organizations; e.g. gift to parish from PCCW for new dishes.  DO NOT include income earned by organizations.

Line 9:

Include all income derived from use of parish facilities; e.g. use of hall for wedding reception as well as rental income.

Line 10:
Include income derived from parish sponsored projects less any expenses paid.  DO NOT include projects sponsored by individual parish organizations.

Line 11:
Include interest earned on NOW accounts and savings accounts other than Trust Fund interest from Diocese.

Line 14:
Report all other miscellaneous income.  Attach a list if total is over $500.

Line 15.1:
Report Mass offerings/stipends/stole fees (not to be in a separate account)

Line 15.2
Report income received for advertising; e.g. on parish bulletin, etc.

Line 16:
Total of lines 1 through 15.

SPECIAL OPERATIONAL INCOME
Line 17:
Any grants or subsidies received towards ongoing operation of a parish project, salary assistance, and/or special projects related to Lay Leadership Endowment grants.  Include all assistance from PMBS 2% Fund.

Line 18:
Grants and subsidies from religious communities.

Line 19:
Quarterly interest received from Diocese on Trust Funds on Deposit.  DO NOT include interest from Cemetery Funds on Deposit.

Line 19.1
Distributions to the parish as operational income derived from Foundation and/or Endowment Funds.

Line 20:
All income, including interest received from Diocese for Trust Funds on deposit for Perpetual Care.

Line 21:
All gifts or donations to cemetery.

Line 22.1:
Report only the CASH actually received through sale of property. DO NOT include the value of willed or donated property.

Line 22.2:
Include only the CASH actually received during year-not the value.

Line 23:
Total of lines 17 through 22.

COLLECTIONS FOR DIOCESAN PURPOSES
Line 24:
Only report the CASH received from initial drive that is forwarded to Diocese.  DO NOT include unpaid pledges.

Line 25:
All monies from Christmas Collection.

Lines 26 & 27: 
Any other diocesan special collection taken at Bishop's request.

Line 28:
Total of lines 24 through 27.

COLLECTIONS FOR NATIONAL/OTHER PURPOSES
Line 29:
If your parish participated, include money collected for Missionary Co-Op.

Line 30:
Mission Sunday collection forwarded to Society for Propagation of Faith.

Line 31 through 37:   Include all monies collected for these special purposes and forwarded to Diocese.

Line 38:
Any extraordinary collection requested by USCC/NCCB; e.g. African Starvation.

Line 38.1:
All monies from the collection for the Retirement Fund for Religious.

Line 38.2
All monies from the collection for the Church in Eastern Europe/USSR.

Line 38.3
All monies from the collection for the Home Missions.

Line 39:
Total of lines 29 through 38.

Line 40:
Total of lines 16, 23, 28, and 39.

NON-REVENUE RECEIPTS
Line 41:
All money received from Diocese or any insurance company for payment of a loss covered by insurance.

Line 42:
All monies borrowed from Diocese during year.

Line 43:
Include second diocesan loan if that applies.

Line 44:
Include only income derived from the sale of property or equipment that had NOT originally been a gift to the parish.

Line 45:
All monies taken out of Trust Funds on deposit with Diocese.

Line 46:
All gifts received for addition to Foundation/Endowment funds, whether forwarded to diocese or added to an existing investment.

Line 47:
All refunds, including insurance premium refunds, etc.

Line 48:
Any other miscellaneous non-operating revenue.

Line 49:
Total of lines 41 through 48.

Line 50:
Grand Total of Receipts - total of lines 40 and 49.

DISBURSEMENTS
PAYROLL EXPENSES
Lines 60 & 61:Include pastor's/associates monthly salary.

Line 61.1:
Include permanent deacon's salary.

Line 62:
Report all monies paid for weekend assistance for year.  DO NOT include reimbursement for mileage here (see line 74).

Lines 63 through 66:   Report GROSS salaries paid in these categories.  

Line 67:
Report parish matching Social Security expense for employees.  DO NOT include employees' social security withheld.

Line 68.1:
Include only the parish  CBERP expense for employees.  This will not apply to your parish if you do not have eligible employees.

Line 68.2:
Report contributions to a religious community for retirement benefits of an employee belonging to that community.

Line 68.3
Report all administrative fees for the 403(B) plan, which are billed quarterly for those locations with participants.

Line 68.4
Report all administrative fees for the FSA plan, which are billed quarterly for those locations with participants.

Line 69:
Report all health insurance premiums paid - list separately for priests, sisters/brothers and lay people.

Line 70:
Report all auto insurance premiums paid - list separately for priests, sisters/brothers and lay people.

Line 72:
Total of lines 60 through 71.

OVERHEAD EXPENSES OTHER THAN PAYROLL OR SCHOOL
Line 73:
Include auto costs on parish owned vehicles (other than mileage).

Line 74:
Report mileage and travel costs reimbursed to parish priests, permanent deacons, sisters, brothers, staff, visiting priests, etc.

Line 75:
Report taxes paid.  List real estate taxes separately.

Line 76.1:
Report insurance premiums paid to Diocese for Special Multi-Peril.

Line 76.2:
Report insurance premiums paid to Diocese for Workers' Compensation.

Line 77:
Include charges from bank for checking accounts, etc.

Line 78:
Make separate listings for printing, office supplies and postage expenses, etc.  Any single equipment purchase, including computer hardware and software, over $1,000.00 should be included under capital expenditures on line 131.

Line 79:
Include all maintenance and repair expenses, listing church, school, priests' residence, sisters/brothers' residence, and parish equipment (such as office equipment) separately.

Line 80:
Include all supplies, janitorial services and trash collection.

Lines 81 through 89:  Include all expenses in these areas that were paid by the parish.  If separate amounts are available for the telephone and utility expenses, please give these amounts separately.  Otherwise, list the total on the "church/office" line. 

Line 90:
Total of lines 73 through 89.

PARISH PROGRAM EXPENSES
Line 91:
Include only gifts and pledges made locally; e.g. parish support of local Council of Churches.

Line 91.1:
Include distributions/grants from the Lay Endowment Fund.

Line 92:
Self-explanatory.

Line 93:
Include fees paid by parish for attendance at institutes, retreats, etc.  Separate by priests & permanent deacons, sisters/brothers, other.

Line 94.1:
Report all costs for PSR program (Parish School of Religion).

Line 94.2:
Report costs for summer/vacation bible school programs.

Line 94.3:
Report costs for all adult education programs - books, materials, etc.

Line 94.4:
Report costs for THE MIRROR subscriptions not paid by parishioners.

Line 94.5:
Report costs for THE MIRROR subscriptions paid by parishioners.

Line 94.6
Report costs of Adult Christian Initiation program (RCIA) - books, materials, etc.

Line 95:
Include all costs involved in parish sponsored youth programs, including TEC, Camp, and Youth Conference fees paid by parish.

Line 96:
Include all costs of providing parish retreats, missions, days of renewal, concerts, etc.

Line 96.1
Include all costs for FOCCUS and Marriage Prep paid by the parish.

Line 97:
Include all other expenses.

Line 98:
Total of lines 91 through 97.

SCHOOL RELATED EXPENSES
Line 99.1:
Amount paid by parish to the elementary school.

Line 99.2:
Amount paid by parish to cover all or part of the Catholic school tuition for a specific parishioner.

Line 99.3:
Amount paid by parish to the high school.

Line 100:
Only detail these expenses if they were paid directly from parish accounts.

Line 102:
Total of lines 99 through 101.

EXPENSES DUE TO DIOCESE
Line 103:
Should be 1% of envelope and plate collections (1/2% if supporting a school other than tuition assistance.)

Line 104:
Should be 2% of envelope and plate collections (total of lines 1 & 2 on page 1).

Line 104A:
Total of lines 103 and 104.

Line 104B:
Total of all operational expense items - sum of lines 72, 90, 98, 102, and 104A.

Lines 105 through 109:   Money collected from parishioners and forwarded to Diocese.  Should be equal to total of revenues indicated on lines 24 through 27 (except line 107 which are excess stipends not needed by parish and forwarded to Diocese.)

Line 110:
Total of lines 105 through 109.

NATIONAL/OTHER EXPENSES
Lines 111 through 121:   Money collected and forwarded.  Should be equal to the total of revenues indicated on lines 29 through 39.

INTEREST ON DEBT EXPENSE
Lines 122-124:  Self-explanatory.

Line 125:
Total of lines 72, 90, 98, 102, 104A, 110, 121, 124.

CAPITAL EXPENDITURES
Lines 126 & 127:   Self-explanatory.

Line 128:
Indicate payment for purchase of real estate, property or buildings.

Line 129:
Include any major improvement made to existing structures - use $1,000 as a general guideline.  If under $1,000, report on line 79 as maintenance and repair.

Line 130:
Include all costs for any new construction of any facility; e.g. new storage shed.

Line 131:
Include purchase of any furniture, office equipment, computer hardware and software, lawn-care equipment, desks, etc, for each single purchase over $300.00.  Any purchases under this amount should be expensed in the appropriate category above.

Lines 132-134: 
 Self-explanatory.

Line 135:
Total of lines 126 through 134.

NON-EXPENSE DISBURSEMENTS
Line 136:
Include any replacement costs for losses or repairs to buildings or contents.  Amount should be same as receipts indicated on line 41.  Any costs over and above insurance claim payments should be included in sections titled "Overhead Expense" or "Capital Expenditures", whichever applies.

Line 137:
Include any monies forwarded to Diocese for deposit in Trust Funds; e.g. surplus funds, building fund drive receipts.  DO NOT include Cemetery Perpetual Care Fund deposits.

Line 138:
Include all Cemetery Perpetual Care Fund deposits forwarded to Diocese.

Line 139:
Include any and all monies deposited in a bank or savings & loan.

Line 139.1
Include all funds forwarded to Diocese to be invested in Foundation and/or Endowment Fund(s).

Line 140:
Total of lines 136 through 139.

Line 141:
Total of lines 125, 135, and 140.

CASH SUMMARY
Line 142:
Write in cash balance in operating fund checking account on June 30 of previous year.  This figure should be the same as was indicated in the "Summary" on your previous year's "Annual Parish Financial Report".

Line 143:
Refer to line 50 and write in amount shown as "Grand Total Parish Receipts".

Line 144:
Add lines 142 and 143.

Line 145:
Refer to line 141 and write in amount shown as "Grand Total Disbursements".

Line 146:
Line 144 less 145.  This figure should be the same as your checking account cash balance on June 30 of this year and must agree with line 151.

DEBT SUMMARY
Line 147:
Refer to your previous year's annual report or your amortization schedule and write in the principal owed at June 30 of the previous year.

Line 148:
Refer to lines 42 and 43 and write in the total of borrowed funds during the past year.

Line 149:
Refer to lines 126 and 127 and write in the total of principal payments made during the last year.

Line 150:
Line 147 plus line 148 less line 149.  This total of outstanding debt must agree with line 158.

ASSETS
Line 151:
List all parish accounts by the exact name on the account, indicating name of bank, city and cash balance on June 30.  Include all parish and parish organization accounts.  Total all balances and write on line 151.

Line 152:
Same as line 151 - total on line 152.

Lines 153 through 156:   Indicate the fair market value (what you could sell the property for today) of each asset classification.  It may help to make a listing or inventory of assets and use the list from year to year by adding or subtracting items as they are purchased or deleted.

Line 157:
Total of lines 151 through 156.

LIABILITIES
Line 158:
List all parish loans, notes and leases by indicating the exact name on account, name of lender, original amount of loan, interest rate, maturity date, principal paid during the last year, and the balance of loan as of June 30.  Total all balances and write on line 158.

Line 159:
List all bills that remained unpaid on June 30 including the name of the creditor, amount due and ORIGINAL date of purchase or service rendered.

Line 160:
Total of lines 158 and 159.

Line 161:
Subtract line 160 from line 157.
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