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About this document

This questionnaire is intended for the use of parish administration and the Parish
Finance Council. The purpose of these questions is to enable the administration to
review the internal policies and procedures toward assessing compliance with
diocesan policies and recommendations. The questionnaire can be completed by any
parish administration or staff that can provide the best answers. The list is indicative
of the general controls and procedures checked during the Parish Financial Services
Review. Accordingly, this questionnaire is not intended to replace either the Parish
Financial Management Handbook (PFMH) or the Diocesan Statutes of the Third
Diocesan Synod.

The Parish Financial Management Handbook can be found at:
https://www.scd.org/sites/default/files/2018-09/ParishFinancialMgtHandbookUpdated.pdf

The Diocesan Statutes of the Third Diocesan Synod can be found at:
https://www.scd.org/sites/default/files/2017-06/Statutes_Book Web.pdf

Of special note, certain statutes pertaining to the Temporal Goods of the Church can
be found at Appendix 1.

These resources contain greater and more detailed information and should continue
to be used as the primary sources of reference with regards to parish financial
operations.

The following pages consists of a series of YES/NO questions.

The appropriate response to the question is already shaded, so
questions that are not answered per the shaded reply may
require administrative follow up to ensure that necessary

procedures/ internal control requirements are met.
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The Parish Financial Operations Review

Parish Financial Operations Reviews are performed once every three years or when there is a
change in pastors. The objective of this review is to assist the parish in ensuring that proper
stewardship of parish assets is achieved through the use of standard financial procedures and
practices, more commonly known as internal controls. A review of the following general
controls is performed:

Parish Oversight
e  The roles and responsibilities of the Parish Finance Council are being met regarding parish financial matters.
o Parish financial matters are discussed, and issues are evaluated regularly.
e Diocesan reporting is submitted in a timely manner.
e The Council and Parish administration effectively maintain a strong financial and internal control environment.

Income/ Receipts

e Receipts are adequately safeguarded, and are recorded accurately as to account, amount and period.

o The processes of receiving and recording income (offertory, fundraising and other income) ensure safe and proper
transfer of custody from receipt through bank deposit.

Expenses/Disbursement

e Purchases are based on valid, approved requests properly executed as to price, quantity, quality, budget approval.

e Invoices are accurate, account distribution is accurate.

o Transactions are authorized and promptly and accurately recorded.

o Checks are written only for authorized and received goods and services, for the proper account, amount and period.

Cash Management

e Bank statements are properly routed and reviewed.

e Bank reconciliations are performed in a timely manner.

e Bank reconciliation entries are supportable and are approved.

e Petty cash is maintained securely; and disbursements/reimbursements are properly accounted for.

Payroll &Personnel, Safe Environment

e Wages and remuneration are properly authorized and approved and are consistent with Diocesan policies.
e Employee benefits are provided in accordance with Diocesan policies.

e Personnel files are complete, accurate, and current in their documentation.

e Safe Environment requirements are met.

e Use of non-employee labor is appropriate and properly documented.

The parish adheres to the guidelines provided in the Parish Financial Management Handbook concerning:
Management of capital projects

Protocols of real property acquisition and management

Risk management issues.

Facility management

Maintenance of Sacramental Registers

Management of fixed assets.
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Financial Operations Self Review

A. INCOME/ RECEIPTS

Parish Financial Manaiement Handbook Section 203

1 | Is the un-counted offertory collection placed into numbered plastic sealable bags?
’ Is the counting room private, secure, and not accessible by or visible to visitors to the
location?
Is the counting process and the handling of cash and checks independent of parish staff,
including volunteer office staff?
Are there at least two counting teams with at least three un-related volunteers each, which
count the collection on a rotational basis?
Are the members of the counting teams regularly mixed?
Is the collection double counted or at least cross-checked for accuracy?
Is the standard Summary of Deposit form used to summarize the collection as to currency
denomination, source, and type of income received?
Are deposits recorded as of the Sunday date of the collection?
Is the Summary of Deposit form signed by all members of the collection counting team
and by those who take the deposit to the bank?
Is the collection deposited no later than Monday by at least two responsible individuals,
e.g. a priest and a member of either the counting team or parish finance council?
Does the bookkeeper confirm that the amount of the deposit receipt (if one is given) from
the bank agrees to the count totals?
12 | Is a deposit receipt from the bank attached to the summary of deposit form?
13 Are the entire offertory collection and all miscellaneous receipts usually counted and
taken to the bank at the same time, in one deposit?
Are parishioner envelopes marked with the amount of the enclosed donation for
subsequent posting to parishioner's accounts?
15 | Are loose checks either listed or copied for posting to parishioner donor records?
16 Is the total of contributions posted to parishioner donor records compared to the total of
the offertory envelopes and listing of loose checks, and any differences reconciled?
17 | Are annual parishioner contribution statements either mailed or at least made available?
18 Are personal, petty cash, or any other checks cashed out of the offertory collection?
(answer should be no)
19 | Are freewill offerings for priests cashed in the offertory collection? (answer should be no)
20 Is cash taken or withheld from the offertory collection for any purpose? (answer should be
no)
Are miscellaneous receipts stored in a secure location, such as a safe or locked file
cabinet, before being included and counted along with the next offertory collection?
22 | Does the parish take up a second collection for other Diocesan Special Collections?

Does the parish remit the entire amount of each diocesan special second collection to the
23 . . o
diocese with one check within 30 days?
If the parish sells religious articles, does the parish or the selling agent have a California

O |0 QX (|| &~

11

14

21

24 Seller's Permit?
25 If the parish sells religious articles, is sales tax regularly remitted to the State Board of
Equalization?
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Religious Ed/ Faith Formation Programs

26 If funds are received by DRE or otherwise outside of the parish office, are triplicate
receipts prepared when funds are received?

27 | When funds are in the DRE’s custody, are they secured?
Does the DRE remit funds collected to the parish office regularly (at least weekly)? *

28 *If funds cannot be held securely while in DRE’s possession, they should be submitted to the parish
bookkeeper daily.

29 Are the names of students enrolled sent to the parish bookkeeper to be compared against
payment received?

Sacramental Offerings:
SEE APPENDIX 2

YES NO

The policy of the Diocese regarding stipends for the celebration of the Eucharist shall be observed in all parishes
and institutions. All offerings from the faithful for the celebrations of baptisms, marriages, Quinceaneras,
house/car blessings and any other such blessings, as determined by the specific guidelines, are not to be retained
by the priest but are to be given to the parish and properly recorded”. The suggested offerings throughout the
diocese are as follows.

Is the parish standard suggested offering in excess of the below, and/or is there a different offering based on
parishioner vs. non-parishioner status?

30 | Baptisms $50 (answer should be no)
31 Weddings $500 (answer should be no)
*The diocesan Bishop may grant an exception to this norm for particular circumstances
32 | Quinceaneras $250 (answer should be no)
33 | Funerals $200 (answer should be no)
34 | House and other building and automobile blessings $20 (answer should be no)
35 Do the parish books reflect that offerings for the facility are separate from the sacramental

offerings?

Deposit Support: YES NO
Does documentation supporting bank deposits include the following:
30 | Bank Deposit Receipt (from bank)?
31 | Deposit ticket?
32 | QuickBooks Deposit Summary?
33 Triplicate copy of receipt OR receipt for cash payments and copies of checks for check
payments?
34 | Cash count sheets?
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B. FUND RAISING EVENTS/ACTIVITIES

Parish Financial Management Handbook Section 203.4 and PFMH Appendix B (page 900-90)

SEE APPENDIX 3 YES NO

1 | Are 'start cash’ checks, or any checks made out to ‘Cash’? (answer should be no)

2 | Is start cash distributed by a member of parish administration?
Is the amount of cash transacted at the activity minimized by use of tickets? A/l sales of

3 | tickets must be tracked appropriately using a ticket inventory control sheet. This sheet
must match all deposits received throughout the event from the beginning to the end.

4 During the event, are cash receipts frequently reconciled to the number of tickets sold prior
to the event?

5 At a dinner/ raffle/ crab feed type event, are unsold dinner and raffle tickets monitored and
accounted for?
At any event where game and refreshment tickets are sold (such as a parish festival), are

6 . .
tickets sold from one booth or location only?

7 | Are only tickets (not cash) accepted for play at the game and refreshment booths?

8 | Are game and refreshment booth volunteers instructed not to accept cash?

9 | Are tickets collected from the booths frequently?

10 Are the first and last numbers in the series of tickets sold reconciled to the funds received
at the event?

1 At game or refreshment booths where tickets are not used, is starting and ending cash
reconciled to items sold?
Are any expenses reimbursed from/ immediately deducted from the cash received during

12 .
the fundraiser? (answer should be no).
At the end of the event, are all game and refreshment tickets sold and redeemed at the

13 . . .
various booths reconciled to the days' cash receipts?

14 If cash is accepted at a snack bar, are a start and ending count of cash performed every day
that the booth/snack bar is open (i.e. not only at the end of the month/week/season)?

15 | After the event, is the number of persons collecting and counting money limited?

16 | After the event, are funds counted at least twice?

17 | Does this count occur immediately after the event (same day)?

18 | Is the money counted in a secured location?
Is the money taken offsite before it is submitted to the parish office? (answer should be

19 | no). In no case shall monies be left unguarded overnight nor should they be taken home by
an individual. This is for the protection of all involved.

20 | Are all requests for expense reimbursement submitted through the parish office?

21 | Do all requests for expense reimbursement include original receipts?
Before awarding the prize, are IRS W-9 (Request for taxpayer ID number) forms

22 | completed by individuals who have won a raffle or other prize with a value of (1) at least
$600 and (2) three-hundred times the ticket price?
At the end of the calendar year, are W-2G forms issued to individuals who have won a

23 | raffle or other prize with a value of (1) at least $600 and (2) three-hundred times the ticket
price?

24 For events at which participants have won prizes, have all eligible prizewinners received a
W2-G, and has a 1096 been filed with the IRS by the due date?
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C. DISBURSEMENTS & REMUNERATION
Parish Financial Management Handbook Section 204

YES NO

1 Is access to blank check stock secured and limited to only the bookkeeper and pastor (or
designate)?

2 | For bank transfers, is the pastor (or designate) informed BEFORE the transfer is done?

3 | On checks, is signature authority limited to the pastor (or designate)?

4 Are checks always presented for approval ALONG WITH the supporting documents
(invoice, reimbursement request, original receipts, etc.)?

5 | Is dual signature (i.e. a 2" signature) required for any checks in excess of $2,000?

6 For expense reimbursements, are advances reconciled after the expenditure has been
made?

7 Do reimbursements for mileage include supporting documentation? Is reimbursement
issued at the rate correct rate for this year per the IRS?

3 Is supporting documentation canceled by either marking it with the check number, date,
and amount paid, or by attaching the voucher portion of the check to it?

9 Are checks supported by approved invoices or other appropriate supporting documentation
when they are submitted for signature?

10 | Are blank checks signed? (answer should be no)

1 Does the parish own any mechanical check signers, signature plates or signature stamps
that are used to sign checks? (Answer should be no).

12 Is the bank immediately notified of all changes of authorized signers when a new pastor is
assigned?

13 | Are blank (unused) checks locked up?

14 In QuickBooks, are un-cashed checks voided, and re-issuance process initiated, 180 days
after original issuance?

15 | Are checks ever made to CASH? (answer should be no)

16 | Are all voided checks physically marked as "VOID" with the signature line torn off?

17 | Are all voided checks physically retained in a 'voided checks' file?

18 | If there is a parish credit card in use, is it in the name of the parish?

19 | If there are parish credit cards in use, are there limits set on expenditure amounts?

20 | Are all credit card charges supported by receipts?

71 Is the parish current on its payments for Diocesan Assessment, Insurance, Priest Pension
and any other bills?
Are funds received from Diocesan second and special collections submitted to the Diocese

22 o . .
within one month after the collection was received?
Are Supply Priest payments/ reimbursement in accordance with the current Diocesan

23 Remuneration Policy?
SEE APPENDIX 4 and
https://www.scd.org/sites/default/files/2023-07/Remuneration-Policy-July-2023.pdf
Are Diaconate payments/ reimbursement in accordance with page 15-16 of the current

24 | Diocesan Diaconal Policies?
https://www.scd.org/sites/default/files/2020-10/Diaconal%20Policies_190ct20.docx.pdf
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Are Pastor entitlements/reimbursement in accordance with the current Diocesan Remuneration Policy?

The list below highlights many of the entitlements/reimbursements of the policy but is not all inclusive. The full
guidance can be found at

https://www.scd.org/sites/default/files/2023-07/Remuneration-Policy-July-2023.pdf

Is Pastor and/or Parochial Vicar BASE COMPENSATION sourced from the current fiscal

25 | year Remuneration Policy and based on years of service? Years of service refers to years of service
from the ordination date. The whole number of years between ordination date and the first day of the current
fiscal year (i.e. July 1, 20xx), rounded down to the nearest whole number equals years of service.

Are mass offerings properly included/excluded from compensation as based on the
Pastor’s election of Tier 1 vs Tier 27

Tier I — The priest retains the allowed Mass offerings only (i.e., one offering per day, regardless of the number
26 | of Masses in a day or the number of intentions per Mass). All other offerings received must be turned into
the priest’s source of income. Under this method the offerings are not included on a Priest’s Form W-2, and
therefore, he is responsible for the reporting of offering income on his personal tax returns.

Tier II — The Priest turns in all offerings including Mass offerings to his source of income, and in lieu thereof,
receives a guarantee fixed amount of $300 per month which is included on Form W-2.

Are funeral offerings properly included/excluded from compensation as based on the

Pastor’s election of Option 1 vs Option 2?

27 | Option 1 - Priest receives $200/month increased base salary and all funeral stipends (honorariums) go to the
parish. Stipends are included on Priest W-2 form. (For calculation purposes this is already included in the 'base
salary' amount)

Option 2 - Priest retains all funeral offerings (honorariums), base salary is reduced by $200/month.

If using an auto owned by the parish, is the required monthly amount deducted from

28 .
Pastor's base compensation?

Upon his selection of gas reimbursement vs mileage reimbursement, is the other (un-

29 selected) reimbursement method ever used?

28 | The Parish is to reimburse Pastor for the actual cost of auto insurance, but not more than
30 | $2250 per fiscal year, and for just one vehicle? Is this requirement met?

31 Have auto repairs, or any associated costs (car rental, taxi) been reimbursed? (answer
should be no)

32 | Is dry cleaning of only Clerical attire (not personal items) reimbursed?

33 | Dining out, are receipts originals (not copies)?

Dining out: are reimbursements for meals on Father’s day off reimbursed? (answer should

34

be no).

For entertainment meals, does the receipt include who was there and the purpose of the
35 . .

meal - written on back of the receipt?
36 Is cell phone reimbursement the maximum of either (a) the bill amount or (b) $100 per

month?

37 | Is cell phone reimbursement more than the actual bill? (answer should be no)

38 | Are pet food and care costs reimbursed? (answer should be no)

39 Is cable TV/ satellite service the ‘basic’ package? (Pay per view, sports and entertainment
packages, premium channels and streaming services are in excess of ‘basic’).

40 | Are athletic equipment and health club dues being reimbursed? (answer should be no)

41 | Are health insurance deductibles or co-pays being reimbursed? (answer should be no)

42 | Are over the counter medications being reimbursed? (answer should be no)

43 | Are personal interest books and/or magazines being reimbursed? (answer should be no)

44 | Are tobacco products being reimbursed? (answer should be no)

45 Have parish funds been used for Priest ordination, retirement, birthday or anniversary
celebrations? (answer should be no).

46 | Is alcohol in excess of moderation being reimbursed? (answer should be no)

47 Has the Priest, Parochial Administrator/Vicar received Christmas or Easter Bonuses from
any accounts held in the parish name? (answer should be no).

48 | Have personal supplies, clothing, travel expenses been reimbursed? (answer should be no)
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D. VENDOR MANAGEMENT

Parish Financial Management Handbook Sections 400 & 500

1 | Have 1099's been issued to eligible vendors?

2 | Have California DE542's been issued to these same vendors?

3 | Has summary 1096 been filed with the IRS by the due date, for these same vendors?
4 | Does the parish have W9's on file for these same vendors?

Have the parish and school offices coordinated regarding 1099 reporting for calendar year
2024 and forward?

Per IRS guidance, any entity filing 10 or more 1099's must register with the IRS and file

3 electronically. (The parish and school share the same tax ID and if the combined total is 10 or
more 1099's, then e-file application and completion of 1099’s as a combined entity is
mandatory).

6 Have all individual capital expenditures or capital projects > $15,000 received Diocesan

approval?
For major repairs and capital projects, administration is to ensure that necessary contractor vetting
documentation is obtained. Docs are to be obtained for projects that involve structural changes, or
improvements, or work that due to its nature could present a liability risk. Parish/school will require
contractors to provide these docs regardless of project cost, i.e., whether above or below the $15k project cost
threshold for Diocesan approval. This is for the protection of the parish, and vetting should be done/ docs are
obtained before the work begins. Diocesan Finance/construction management may be involved in referring
contractors, and overall project review and approval of contract itself, but obtaining these vetting documents is
separate from any consultation with the Pastoral Center, so it is the parish responsibility to ensure these
documents are obtained and then retained on site at the parish office
For qualifying independent contractor the parish has paid, are the following obtained, and on
file in the office:
e  Copy of W-9 Request for Taxpayer ID number.
e  Copy of business license
e  C(Certificate of liability insurance
- 1 million minimum per occurrence
7 - 2 million liability aggregate coverage naming the legal title of the parish, a
Corporation sole, and Roman Catholic Bishop, a Corporation sole.
- Proof of Workers Compensation per State of California

e  Waiver of Right to Recover Endorsement: (usually in the contract but check).

e Hold Harmless and Indemnification Agreement: (usually in the contract but check).

e (Ifapplicable for the project) Proof of Auto Insurance with 1 million minimum per
occurrence
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E. CASH MANAGEMENT & PETTY CASH
Parish Financial Management Handbook Section 202

Cash
1

anagement
Are bank statements given unopened to the pastor (or his designate) to review before they
are given to the bookkeeper?

YES NO

SEE APPENDIX 6
Does the pastor/ designate review of the bank statement entail ALL of the following:
e  Review of cleared checks for altered or unauthorized signatures
e Review of cleared checks to validate payees (names valid, familiar and not altered)
e  Review of cleared checks for any different from normal check stock
e Review of bank statement for range/ numerical series of cleared checks. Question any
outside of range.
e  Review of deposits on bank statement. Determine whether all bank deposits were made,
and for the amounts expected.
e Review of transfers on bank statement for any that were not authorized by pastor.
e  Review of withdrawals/debits/ EFT’s on bank statement. Especially for any which show an
unfamiliar vendor name, regardless of $$ amount.
e  Review of any cash withdrawals, as they are prohibited.

Are all parish organization * bank accounts recorded on the main books of the parish?
*For parish organizations operating under the parish tax-id number.

Is all correspondence for these bank accounts mailed directly to the parish address?

Are there any cash, checking, savings, investment or endowment accounts that are not
included in the parish QuickBooks? (answer should be no).

(o)}

Does administration review bank accounts online (daily basis) to verify that charges to the
account are authorized?

3

Are all bank accounts reconciled using QuickBooks?

Are all cash, checking, savings and endowment accounts reconciled monthly, with
reconciliation reports attached to the bank statement?

Are reconciliations for all the bank accounts prepared by the parish bookkeeper?

10

Are the reconciliation reports reviewed, signed and dated by the pastor (or designate)?

11

Is the bookkeeper or any other lay employee a signer on any parish bank account (answer
should be no).

12

On the QuickBooks bank reconciliation report, are there outstanding checks and payments
aged more than 180 days? (answer should be no)

13

Are ACH transfers out of the parish bank accounts restricted only to (1) Diocesan payables
and (2) recurring utilities?

14

For ACH transfers — recurring utilities payments: A copy of the bill must be printed out
and retained either (a) as support to/ included with the bank statement or (b) in the paid
vendor files. Is this done?

15

For funds received via payment app. Venmo and PayPal- is the account in the name of the
parish, and do funds deposit directly to a parish account?

16

For funds received via payment app. Square — do all readers belong to the parish (i.e. no
personal devices) and do funds deposit directly to a parish account?

17

For funds received via payment app. PayPal — are funds either auto deposited to, or are
funds actively swept from the holding account to the parish account at least monthly?

18

For funds received via payment app. PayPal — are funds actively swept from the holding
account to the parish account so that the month end balance in the holding account is $0?
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For funds received via payment app. Venmo, PayPal, Square— are activity reports provided
19
to the bookkeeper monthly?
20 t\)/enrr;o, PayPal, Square— are payments made from any of these accounts? (answer should
€ no).
71 On the QuickBooks bank reconciliation report, are there outstanding deposits and credits
aged more than 30 days? (answer should be no)
2 Does the balance of cash in local accounts exceed two months operating expenses?
(answer should be no).
23 | Are all Balance Sheet accounts reviewed and reconciled before preparing the APFR?

Petty Cash - Parish Financial Management Handbook Section 200-9

Petty Cash: YES NO

24 | Are petty cash funds in a secured (locked) location with limited access?

25 | Is the amount kept in the petty cash fund minimal?

2 Is a petty cash voucher that has been approved by the pastor (or designate) used for every
disbursement from the petty cash fund?

27 Are vouchers completed in ink, and attached to a purchase receipt after the purchaser has
returned them?

28 Are all petty cash supporting vouchers & receipts canceled immediately after the
reimbursement check is signed, to prevent them from being re-used?

29 Is the total of cash + receipts + vouchers in the petty cash box equal to the balance shown
in QuickBooks?

30 Is the petty cash fund periodically reconciled by someone other than the usual custodian of
the fund?

31 | Is the petty cash fund used to cash personal checks? (answer should be no).
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F. PAYROLL AND PERSONNEL
Parish Financial Management Handbook Section 205

YES NO

SEE APPENDIX 7
1 | Are time entries entered, approved and submitted by the employee him/her-self?
5 Are time entries (electronic approvals) reviewed by the pastor or designate before payroll
is submitted?
As needed, are punch corrections and edits requested by the employee using form PT503?
https://www.scd.org/sites/default/files/2021-02/PT503-Punch-Correction-Missing-Punch-Request-Form.pdf
4 | Are employees required to submit vacation requests in writing?
5 | Are vacation requests reconciled to actual vacation taken?
Have any employees exceeded their sick/vacation limits? (answer should be no). You
6 | would know by looking on the ADP report, specifically the VOS5 report for any negative
balances.
Are overtime hours pre-approved (on form PT510) and compensated within the pay period
7 they are worked?
https://www.scd.org/sites/default/files/2017-06/PT510-
OVERTIMEREQUESTANDPREAUTHORIZATIONFORM.pdf
8 | Are any wages paid in cash? (answer should be no)
9 Are bonuses (or other payments in addition to wage compensation), even those which are
paid using manual checks, reported as taxable wages in ADP?
Additional payments may also include the value of costs paid to or on behalf of the
10 employee (such as payments for auto repairs, rent/mortgage/utility payments, tuition
assistance, etc.). If these payments have been made to the employee or on their behalf, has
the value been reported to ADP as compensation?
If there is a need to produce manual payroll checks or otherwise process additional wage
11 | payments, are these payments processed using current federal and state withholding rates,
and then reported to ADP?
12 | Are employees paid at least minimum wage?
13 | In ADP, are salaries for religious paid to the order (not to the individual)?
Rest breaks: Are non-exempt employees provided 10-minute rest breaks as follows?
14 Work hours # Rest breaks Work hours # Rest breaks
3.5-6.0 hours 1 6.0 - 10.0 hrs. 2
10.0 - 14.0 hrs. 3 14.0 - 18.0 hrs. 4
15 Meal breaks: Are employees provided a meal break of at least 30 minutes for every work
period of more than 5 hours?
Meal breaks: Do meal breaks meet all of the following criteria?
16 1. They last at least 30 minutes
2. The employee is relieved of all duties
3. The employee is free to leave the premises
If you have granted meal break waivers, have you met the following criteria?
1. The employee is not scheduled to work more than a 6-hour day
17 2. The waiver is in writing, signed by the employee
3. The written waiver is updated annually.
https://www.scd.org/sites/default/files/2021-01/PT-502-Meal-Break-Waiver-Form-
1220.pdf
Is there is a periodic comparison made by the pastor (or designate) and the Parish Finance
18 | Council of actual to budgeted payroll, with a follow-up investigation of any material or
unexplained variances?
19 Do any employees work hours they are not compensated for? (answer should be no)
Employees should be reminded to document all hours worked on their timesheet
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20

Are employee personnel files structured and ordered according to Lay Personnel
guidelines (Including separate files for payroll, personnel, medical, and worker’s
compensation)?

https://www.scd.org/sites/default/files/2024-

02/Parish%20and%20A gency%20New%20Employee%20Checklist%202.24.pdf

21

Within employee files is there a current W-4, i.e. one that matches the
allowances/deductions currently taken from the employee paycheck.

22

Are all changes in employee status (pay rate, hours, address, etc.) documented specifically
on a form PT-200 (not on a letter or some other random sheet of paper), which is signed by
the pastor or designate?
https://www.scd.org/sites/default/files/2021-01/PT200-Personnel-Transaction-Separation-
Transfer-Change-V4-FILLABLE.pdf

23

Have all terminations received PRIOR approval from both the Diocesan Director of
Human Resources and Legal?

24

Is there a periodic review of regular part-time employees (those with ADP clock of 19HR)
actual average hours? Purpose to ensure that the employee average hours have not
increased to 20 or more per week.

25

Is there a periodic review of employees with ADP clock of 20HR or more actual average
hours? Purpose to ensure that the employee average hours have not decreased to less than
20 per week.

26

Is there current documentation on which the employee has signed/ acknowledged all
amounts deducted from the paycheck for his/her allocable portion of health benefits? i.e.,

are current year PT-10 and PT-1001 present?
https://www.scd.org/sites/default/files/2024-04/2024-25%20Benefits%20Calculation%20Worksheet.xlsx

27

For those employees who have elected participation in health benefits and are working
between 20 and 35 hours per week, are additional employee costs correctly deducted from
gross pay?

28

Is there current documentation confirming, if applicable, that the eligible employee has

refused medical benefits?
https://www.scd.org/sites/default/files/2024-01/Waiver%200f%20Group%20Health%20Benefits.pdf

29

Do the payroll deduction amounts on the PT-10 and PT-1001 match the amounts being
deducted per ADP reports?

30

Are all Diocesan and Parish Acknowledgements, and various addenda signed and present
in the file?

31

Is evidence of background clearance present in the file?

e All employees — Clearance as required by Office of Safe Environment
https://www.scd.org/safe-environment/safe-environment-information-adult-volunteers

e Employees with access to funds or financial information clearance as required by Office

of Lay Personnel
https://www.scd.org/sites/default/files/2022-04/Background%20Check%20Policy%2004.22.pdf

32

Are Emergency Information Forms (PT120) for all employees present, NOT in the

individual employee files, but in a separate location?
https://www.scd.org/sites/default/files/2017-06/PT120-EmployeeEmergencylnformation.pdf

33

Are the 1-9’s for all employees present, NOT in the individual employee files, but in a
separate location?

34

Are the 1-9’s signed by both employee and employer representative?

35

Employees cannot volunteer their time for duties they are compensated to perform. Are
any employees volunteering their time in this way? (answer should be no)

36

Are volunteers paid or compensated? (answer should be no)

37

Have volunteers signed the volunteer agreement form (linked below in English and in
Spanish)?
https://www.scd.org/sites/default/files/2017-06/VolunteerAgreementFormV?2.pdf
https://www.scd.org/sites/default/files/2017-06/VolunteerA greementFormSpanish.pdf
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https://www.scd.org/sites/default/files/2024-02/Parish%20and%20Agency%20New%20Employee%20Checklist%202.24.pdf
https://www.scd.org/sites/default/files/2024-02/Parish%20and%20Agency%20New%20Employee%20Checklist%202.24.pdf
https://www.scd.org/sites/default/files/2021-01/PT200-Personnel-Transaction-Separation-Transfer-Change-V4-FILLABLE.pdf
https://www.scd.org/sites/default/files/2021-01/PT200-Personnel-Transaction-Separation-Transfer-Change-V4-FILLABLE.pdf
https://www.scd.org/sites/default/files/2024-04/2024-25%20Benefits%20Calculation%20Worksheet.xlsx
https://www.scd.org/sites/default/files/2024-01/Waiver%20of%20Group%20Health%20Benefits.pdf
https://www.scd.org/safe-environment/safe-environment-information-adult-volunteers
https://www.scd.org/sites/default/files/2022-04/Background%20Check%20Policy%2004.22.pdf
https://www.scd.org/sites/default/files/2017-06/PT120-EmployeeEmergencyInformation.pdf
https://www.scd.org/sites/default/files/2017-06/VolunteerAgreementFormV2.pdf
https://www.scd.org/sites/default/files/2017-06/VolunteerAgreementFormSpanish.pdf

G. FACILITY OVERSIGHT
Parish Financial Management Handbook Sections 500 and 900

YES NO |

Is the approval of the pastor (or designate) sought before property and equipment is
disposed of?

Are furniture and equipment identified by numbered tags, inscription, or some other means
of identification OR has furniture and equipment been documented via a video inventory.

In any case, the inventory should include all parish facilities, including church owned items
in the rectory, and should also include sacred vessels, vestments and other liturgical items.

Inventoriable items are those which the parish would request to be replaced under an
insurance claim.

3 | Is the inventory updated regularly?

If facilities are “used by’* outsiders, are the documents/agreements obtained those found in
the Parish Financial Management Handbook, Section 900?

**used by = renting does not necessarily mean that a fee is received. More appropriately
5 stated, outsiders ‘use’ of the facility, even for free, is sufficient to require the

documentation described.

SEE APPENDIX 8

Is use of parish facilities such that there is no risk to its property tax exempt status?

Does the pastor (or designate) have the passwords to all parish owned PC's and laptops on
site?

Does the pastor (or designate) maintain a log/inventory detailing which facility keys have
been issued to which individuals?
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H. THE PARISH FINANCE COUNCIL
Parish Financial Management Handbook Section 100

ALSO SEE APPENDIX 1 (DIOCESAN STATUTES) YES NO

Statute 146: Does the Council assist in ensuring an adequate system of internal control is

1 in place at the parish? This includes assistance in the implementation of recommendations
made in Financial Operations Reviews.

5 Does the Council meet monthly (though the Diocesan Statutes require finance councils to
meet no less frequently than once each quarter)?

3 Does the Council review monthly Budget vs. Actual Financial Reports for the parish?

4 Does the Council review the results of the (parish) weekly offertory collection for
reasonableness on a regular basis?

5 Does either the pastor or a member of the Council regularly review the cash disbursement
journals for the parish?

6 Do the pastor and Council compare actual disbursements with budgeted amounts,
investigating and resolving any unusual differences?

7 Statute 152: Does parish administration obtain documented diocesan approval before
spending in excess of $15,000 for individual purchases or projects?

3 Statute 152: Does parish administration obtain documented approval from the Bishop
before undertaking major projects within the church?

9 Statute 146: Does the Council ensure that the Annual Parish Financial Report (APFR) is
accurate before being submitted prior to deadline (generally 8/31)?

10 Statute 146: Does the Council also ensure that that Addenda to the APFR and their
supporting documentation are submitted along with the Report?

1 Statute 147: Are parishioners provided with an annual report on the financial condition of
the parish, as required by Canon 1287?

12 | Are minutes of the Council meetings on file in the parish office?

13 | Does the Council review the payroll register and other payroll detail at least quarterly?

14 For any programs operating at a loss, does parish administration, and the Parish Finance
Council specifically review profitability throughout the year?
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I. GENERAL/ OTHER
Parish Financial Management Handbook Sections 500 and 900

eneral and Other

G

1

Are parish documents maintained in accordance with the Diocesan Document Retention
Policy outlined at Section 206 of the Parish Financial Management Handbook?

YES NO

In QuickBooks, are transactions 'deleted' (instead of 'voided' or adjusted via journal
entry)? (answer should be no).

Is parish maintenance of Sacramental Register and Records current and in compliance
with the Diocesan “Norms for Mandatory Sacramental Registers”?
https://www.scd.org/sites/default/files/2018-11/Norms-for-Mandatory-Sacramental-
Registers-Booklet-102418.pdf

Is the parish holding more than 2 months operating expenses in its local cash accounts?
(Answer should be no)

(Operating expenses are defined as the average of the past six months of normal operating
expenses. Exclude: Capital and other non-operating expenses).

If the parish is using QuickBooks desktop, is the program backed up to an external source
(CD, External Drive, online data storage site) regularly (i.e. at least once a week)?

Is the parish finance council provided monthly Budget vs. Actual Financial Reports
(whether they meet or not)?

In Quick Books, if an account has sub-accounts, are all transactions related to that income
or expense category posted to one of the sub-accounts (not the parent account)?

Are transactions posted to either the un-categorized income or un-categorized expense
accounts kept to a minimum?

Is there an internal review process to ensure that transactions are posted accurately to the
parish books?
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APPENDIX 1
DIOCESAN FINANCIAL STATUTES

DIOCESE OF SACRAMENTO

Diocesan Statutes
of the Third Diocesan Synod

Promulgated on The Solemnity of
Our Lord Jesus Christ the King

ROMAN CATHOLIC DIOCESE OF SACRAMENTO
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APPENDIX 1 (CONT’D)

« « .3 Parishes

145. Parish Operating Budgets

146.

Each parish shall conduct its financial operations in accord
with an annual parish operating budget prepared with the as-
sistance of the Parish Finance Council. Parishes are to operate
with operational receipts at least equal to operational expenses.
A budget should not show an operational deficit.* Excep-
tions to this rule require discussion with diocesan officials and
the subsequent approval of the Diocesan Bishop.

Role of The Parish Finance Council

§1. The Parish Finance Council is a consultative body of se-

§2.

lect professionals established to advise the Pastor in caring
for the temporal goods of the parish.'> The chairperson
(if any) is to be other than the Pastor, who himself is not
a member of the Council, but presides at the meetings
and receives the Council’s proposals. The Parish Finance
Council assists the Pastor in the preparation of: the an-
nual operating budget; long-term financial planning; the
annual parish financial report to be submitted to the Di-
ocesan Bishop;™ annual and periodic financial reports to
the faithful. The Parish Finance Council advises the Pas-
tor on all expenditures in excess of $15,000, before per-
mission is requested from the Diocesan Bishop.

The Parish Finance Council assists the Pastor in ensur-

ing that an adequate system of internal controls is in place.
This assistance includes the review of Parish Financial Op-

18 Cf CIC, . 1284, 83
15 See Statute 17
13 Cf CIC, c. 1287, 81

The Tz’mpamf Goods of the Church 70
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APPENDIX 1 (CONT’D)

147.

148.

149,

150.

erations Review Reports and the timely implementation of
recommendations made in the Report.

§3. The annual parish financial report shall include the names
and professional titles of the Council members, the Coun-
cil’s meeting dates during the fiscal year and a signed ac-
knowledgment by each member of the Council stating
that they have reviewed the annual parish financial report
prior to its submittal.™

Annual Report to the Faithful

It is required that a full report of parish finances shall be made
to parishioners annually. In addition, it is recommended that
interim reports be made periodically.™=

Parish Financial Operations Reviews

Diocesan Finance staff shall perform a Parish Financial Oper-
ations Review for each parish in the diocese every three years,
as well as upon a change in Pastor and at the term renewal
for a Pastor. Recommendations made as part of this Review
are to be implemented by the parish within six months from
the date that the Findings and Recommendations Report is
presented to the Pastor and Parish Finance Council. An in-
dependent third party is to be engaged to perform the Parish
Financial Operations Review every third time such a Review
is performed.

The Parish Financial Management Handbook

All parishes of the Diocese are required to observe all policies
and procedures cutlined in the current edition of the Parish
Financial Management Handbook

Director of Parish Operations

In line with shared responsibility and collaboration, larger

STCEICTIC, o 537; Diocess of Sacramento, Synod 2004, Initative 3
= CECIC, c 1287, 52

TL  Dhocerarn Statuter, Diocese g'- Saraments
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APPENDIX 1 (CONT’D)

151.

152.

153.

parishes are encouraged to have a “Director of Parish Opera-
tions” (business manager) to assist the pastor - in some cases
to be shared by two or more neighboring parishes. Normally,
this person will be named and employed by the parishies), but,
in a ghven case, could be appointed by the Diocesan Bishop.

Appointment of such a person does not relieve the pastor of
his obligation “to take care that the goods of the parish are
administered according to the norm of cc. 1281-1288," unless
otherwise provided by the norm of law or written concession
of the Diocesan Bishop.™

Offerings

"The policy of the Diocese regarding stipends for the celebra-
tion of the Eucharist shall be observed in all parishes and in-
stitutions. All offerings from the faithful for the celebrations
of baptisms, marriages, gummceasieras, house/car blessings and
any other such blessings, as determined by the specific guide-
lines, are not to be retained by the priest but are to be given to
the parish and properly recorded.

Expenditures Greater than $15,000

A parish may not expend on any one item or related items
ithat are a part of a single project) a total amount greater than
£15,000, without the pastor having first consulted with the
Parish Finance Council and subsequently received formal di-
ocesan approval.

Parish Savings: All parish savings and parish school savings
must be deposited at The Parochial Fund Inc. No parish or
parish school may have savings invested in any financial in-
stitution other than The Parochial Fund Inc. For purposes of
this statute, parish savings and parish school savings are de-
fined as those funds in excess of the equivalent of two months
operating expenses.

9 CE CIC, oo, 532 1281- 1288
B0 L CIC, c 1281

The Temporal Goods of the Church T2
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APPENDIX 2

Diocese 1ssues policy on stipends and offermgs

Editor s nete: The following iz the updated
diocesan policy with regard to stipends and
afferings issued by Bishep Jaime Soto, effective
July 1, 2021 The updared policy has been zent
te all priests and parizh finance councils.

It 1s a fundamental tenet of Chnstian
revelahon that the zrace of God 1= free.
Salvation 15 pure zift, an act of extravagant
ganerosity from God that no human beimng
can ever hope to ment or pay back.

Therefore, any practice that would maply that
a Catholic must pay for the sacraments would
ba contrary to the Chureh’s understanding of
(rod’s love for the sinner, aspecially the poor.
The ancient words of Isatah express well the
joviul understanding that governs all Church
policy regarding money and rehizion:

Al you who are thivzty, come to the water!
You whe have no monsy, come, receive grain and
aai; Come, withow! paying and without cost,
Drink wine and milk!

The Catholic fanthfnl are also encowraged to
bring their offering to the altar. (Mt 5.23; Acts
2.44-46; I Cor. 16.1-4) These pestures axpress
one's gratitude to God. The porbon one retwmns
to the Lord recogmzes that all goed things come
from Hmm. The offening also expresses our
collaboration 1o the building up of the
Emgdom. The extensive sacramentz] teaching,
and charitable works of the Church are a
reflaction of the generous, zacrificial offerings
of the Peopla of God.

Priests, who have dedicated thewr hves to
preaching the Good News of the (rospel, must
have an adequate means of support. The
Church has an obligation to guarantee that
material support. However, the Church 15
careful to provide for its priests in 2 way that
does not mive the impression that they are

somehow providing services for which they
should be paid. For thes reason, dioceses today
mandate that pnests zet inshitutional
remunsrztion from the panish or dioceze mn
which they serve that is sufficient to suppoit a
reasonable standard of Inving. Thas
remunerzton 15 standardized throughout each
diocese In the Sacramento Diocese, that
average annual baze remunerahon 15
approxmmately 537,000, Eoom and board are
alzo provided.

Priests are allowed to accept monetary
offerings from the people when celebrating a
sacrament, but 1t must be clear that the offenng
1z given freely and the donor may choose how
much to zive. Moreover, the sacrament should
be gladly available, whether or not thiz offermg
15 made.

The zams 15 true of offerings for
sacramentals, such as blessings of housas or
automobiles. In these cazes, Diocesan
regulations stipulate that the offenng poes to
the work of the panish, not to the priests
personally.

The denor should choose how much to give
on those oceasions, and the blessings should be
gladly available whether or not panshioners
want to give an offennz. In the Sacramento
Diocese, priests are expreszsly forbidden from
solicihing, erther directly or indivectly, any
offerings for blessings. Panshioners may,
however, freely make an offening to the priest in
addition to that specified for the panish. The
priest may not ask for it.

The Code of Canon Law deliberztelv uses
the term offering rather than sfipend when
referming to those momes (associated with
sacraments and sacramentals) because the
word sfipend suggests a commercial exchange
of goods for sermices, whach thas 15 not meant
to be. In the sen=ifive area of money, 1t 1= the
mind of the Church that even the appearance
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APPENDIX 2 (CONT’D)

of trafficking in (God's free grace be always
avorded.

The offermngs desenibed above are distinet
from another commen form of giving m pansh
life: the practice of requesting a specific sum of
money (“a suggested offening"™) for the use of
Church facilities when baphsms, wedding=, or
funerals take place. Those donations are akin to
an exchange of goods for services because the
panshioner donates towards the financial
support of the parish in exchange for use of the
pansh’s bmldings, and many panshes depend
on this income to pay for the upkeep of 1=
buldings and other expenses.

It should be remembered that the money
given is a donation, and pastors should grant
special consideration to panshioners who
cannot afford the suggested offening. The
overnding principle 15 that 2 panshioner must
never be demed access to a sacrament because
of money.

Following are the specific policies governmg
offerings 1o the Sacramento Diocesa:

For Masz offermngs, the suggested amount 15
$10. This figure 15 the same for all dioceses in
the Province of San Francisco. The priest can
only receive one offenng per Mass per day.
This 15 a umiversal law set by the Chureh. Ifa
family wishes to have several people named,
that 15 acceptable, but the offening remains
the same.

If the priest celebrates more than one Mass in
a day, the second offering (and any additional
offenings) are to be given to the panish

The suggested offerings throughout the

diocesze are as follows:
Baptizms %30
Weddmg= £500*

*{The diocesan Bishop may grant an
excepton to thas porm for particular
circumstances.)

Quinceafieras £230
Funerals £2300
House Blessmgs

And other buildings 20
Automobile Blessings £20

Any donation recerved for baptisms,
weddings, qunceaieras, or blessings of
bkouses, automobiles, or any other bmlding
or blessing, go to the suppert of the panish.
If a gaft, over and above the pansh offering,
15 made freely and spontaneously to the
priest, he mavy keep 1f; however, priests are
prohibited from soliciting, divectly or
indirectly, any offering on such occasions.

Funeral offerings are made to the pansh.
In certain cases, diccesan pelicy allows for
the parish to give this to the priest as part of
b1z agreed compensation.

The Faithful have the custom of
contnbuting to the offening on All Souls
Day for the eternal repose of therr dearly
departed. The conmbutions of the Faithful
will be given to the local panish. All priests
will recerve $600 with the stipulation that
they are each to offer 30 Maszes for the
etermal repose of the Faithful Departed.

+Jaime Soto
Bizhop of Sacramento
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APPENDIX 3

PARISH FUNDERAISING GUIDELINES

All fimdraising aciivihes wathm the pansh mmst lnghhght the ussion, vision, miporfance and needs of ouwr pansh
commmmity as well as owr conmmmty at large.

FOLICIES

In order for the pansh to provide good stewardship, to act respectfully toward members of the parish, others who ame
asked to support the pansh and support the goals of vanows groups andor mmmstnes within the pansh it = wportant that
the following prinmples are offered as 2 foundation for pansh fimdrasmg policies:

* Al fimdrasng actranes nost have pror approval from the pastor. This approval mmost be obtained m wmibong wia
a “Tundraizing Eequest Form™ (zttached). The pastor reserves the nght to deny amy request that 15 desmed
umacceptable.

*  The “Fundmising Request Form™ pmst be submmtted m a towely manner. The decizon to approve or demy may
not be mmediate, depending on the need for finther mformation or consultation with the Pansh Finance Couneal.

*#  The approval of the findraising event mmst be obtaimed prnior to any advertising or reserang of pansh or non-
parizh space.

*  TIhmediately after approval the event nmst be mcluded on the pansh calendsr of if 1= to take place on panch
property. (Please note that approval does not suarantes the avalabibity of parish space

* Tt 1s impertant that all fimdreismg acinrhes or events have a char and/for commmttes

* I outsiders are imvolved they mmest complete and adbere to the diccesan policy regarding the use of diocesan and

*  Fudence of immrance maybe requured, the pansh should contact the diocesan insurance company to ensure that
the panish has the necessary momanre coverape for every event.

* Al events and users mmst adhere to all aleohol e pudehnes.

o If the event includes a raffle or any cash prize of 3600 cr meore. a W-2G mmist be conmlated at the tima the winner
recerves ther winmngs. This docwment pmet be tumed mio the parish office.

#  The fundrarsing actmaty must address essenhial elements. and not srahutons wants or hoames of the pansh group
oF TSy,

*  The fimdrai=ing actvity itself nmst be compatble i 1fs content and the way it 15 conducted to the 1dentrty and
pussion of the pansh.

*  The group rasing fimds mmst be aware of and respectfol of the meeds, custone and mtegty of pansh mrestnes
and orgamzations and should seek to bnld partnerships m cooperanion with other groups.

* Pansh growps or oumsimes, mn planmng ther fimdraising activities, mwst be respectfil of the members of the
parizh and the sacredness of the cnmeh’s liturgy and the holy space.

* Becamse of the pansh’'s duty to serve the poor, all fandrarsmg actvihes st be respectful of those who ame
umable to contribite.

¢ The pansh, m its adoumstration of other finds rmised, has a responsibality to be a good steward of these fimds.

# The pansh members should be informed. m 2 tmely marmer, before, dumg and after any imdrazer as to the
goals and accomplishment: of those fimd rasers, meluding prompt epoting of the final totzls, and
acknowledpement of vohmtesrs and supporters of the fimdraazar,

The aboe policies are to be followed strcthy by all panish grovps andfor rimistnes that parficipate i fimdraising events.

Page | 24



APPENDIX 3 (CONT’D)

FURFOSE OF FUNDS

*  The financial zoal of the fimdraiser, in dollar amounts, 15 to be indicated by the group and'or conistry on the
fiundrasimg request, as well as any pre-event publicity.

*  The pupose of the funds to be rarsed mmst be publicized before the fimdraiser by way of promotional flyers,
ete. .. The means of publictty mst be stated m the findwaizing request. All publicity mowst kave prior approval of
the pastor.

& T the proceeds are to be divided among vanous groups, mimstnes, ete. .. the amoumnts or parcentages to be given
to each are to be specified 1n detal on the fimdraiser request.

*  Proceeds of the fimdraizer mmst go to the reciments designated m the predetermuned amounts.

*  Smeethe mupose of pansh sroups, umshies, ete. .. 15 to work for the common good of the pansh commmmuty,
fund raising proceeds ae distnbuted to the pansh on a egular basis. After the event or at the end of the fiscal
vear, all finds rased duing the fiscal vear, except a reasonable amount deterpmned by the Pastor are to be
transferved to the pansh.

EEFPOETING
*  The panzh group, numstry, ete. .. that conducted the fimdranser 15 responsible for reporiing the total amomt of
proceads raised to the Pastor and'or the Pansh Finance Council. A final printed report 15 be submutted wathin 1
week of the completion of the fimdraizer,
& Tf the proceeds are to be divided among vanous groups, mimsties, ete. .. ths is to be meluded in the report.

HANDLING OF FUNDS

These cash menagement rules mmist be adhered to to insure the safekesping of all mondes raised:

+ Al fimds recerved from the fundizizer before or dunng the event mmst be subumtted to the panish office for
processing. These funds must be deposited 1 the panish bank zccount or safe daly. In no case shall momes be
left nguarded overnight nor should they be taken home by an individual. Thes 15 for the protection of all
mvalved

#  All checks st be made pavable to the pansh.

*  All expenses mmist be supported with receipts.

* Al requests for expense reimbursement mmist include a recerpt and nmst be subnutted through the pansh office.
Fembursements will coly be disbursed by check. The requesting party nmist provide a recept and have approval
from erther’or both the Pastor and the fimdraising chair.

*  Fupenses can not be remmbursed from the cash proceeds of a fimdranser. All miornes recerved and 21l expenses
o=t be processed through the pansh office and parish accounts.

*  Tle of 3 count sheets for cash mmst be wsed for all events m whach money 15 collected without drect
admmistative oversight. A responable mdiadual should perfoom the first-count of money received and
document this on 2 count sheet before sending the fimds to the pansh office.

* Al zales of bickets momst be tracked approprately using 2 ficket umrentory control sheet. This sheet nmst mateh all
deposits recetved through out the event from the beminmng to the end A final ficket 1mventory contrel sheet mmst
be provided with the finzl report.
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APPENDIX 4

SUPPLY SERVICES REMUNERATION AND REIMBURSEMENT

CHECK REQUEST for Supply services, Stipend & Mileage

Check Payable To **

Address:

Date:

SS # for 1099

Requested By:

Expenses detail:
Mass / Event / Function:

Date (s):

Time(s):

Weekend Masses
# of Masses - weekend ($50 / Mass)

Mass Stipend (if any was received)

- If priest is tier 2 from his assigned parish, he is not entitled to the
Mass intention
- The priest may only take one (1) $10 mass stipend per day

Weekday masses
# of Masses - weekday ($15 / Mass)
Mass Stipend (if any was received)

- If priest is tier 2 from his assigned parish, he is not entitled to the
Mass intention
- The priest may only take one (1) $10 mass stipend per day

Mileage from origination to destination

$50

$10

$15

$10

$0.00

$0.00

$0.00

$0.00

Mileage rate is $0.67/mile as of 1/1/2024. Consult Diocesan finance department for updates to the rate.

If priest has gas reimbursement from his assigned parish, he is not entitled to the mileage

Attach Mileage spreadsheet or Google map

Sacramental/Ritual Occasions
Funeral ($50 / Mass)

Funeral Vigil ($30/ service)

Funeral Gravesite Service ($20 / service)

Quinceanera/ Wedding
$50 per Mass
Mass intention if any

- If tier 2 from his assigned parish, not entitled to the Mass intention

- Priest may only take one (1) $10 mass stipend per day

TOTAL

Approved by (original signature required)

Miles
[ o ] $0.670 "

(eff 1/1/24)
0 $50
0 $30
0 $20
0 $50
0 $10

$0.00

$0.00
$0.00
$0.00

$0.00

$0.00

$0.00

**The parish is to ensure that a supply priest who is not from the Diocese of Sacramento has a recently issued "letter

of good standing" approved by the office of the Vicar for Clergy filed in the parish office.

QuickBooks Coding
601.14 Extra (Supply) Priests
605.2 Gas, Repair, Maintenance

TOTAL

$0.00
$0.00
$0.00

Page | 26



APPENDIX 5
OUTSIDE VENDOR/ CONTRACTOR

CHECKLIST

OUTSIDE VENDOR CHECK LIST

Project Title: Date:

Vendor Contact Information

Name of Vendor:

Addrezc:

Phone Number:

E-mail:

The following documentation 1= required when hiring an ocutside vendor to perform work

with the Sacramento Diocese.
All Contracts require:

D Active Contractor License

D Proof of Liakility Insurance (Certificate of Insurance- COI)

« 1 million minimurm per ocCoUrrence
» 2 million hability agsregate coverage naming the legal title of the parish, a
Corporation sole, and Foman Catholic Bichop, a Corporation sole
» Proof of Workers Compenszaton per State of California
= |https:)/ fwww.dir.ca. pov/dwe/fags . html

Waiver of Fight to Fecover Endorsement-Califormia
Hold Harmless and Indemnification Agreement

Proof of Auto Insurance 1 million minimum per occurrence

O OO0

Signed W-9 Eequest for Taxpayer [0 Number

Contracts over 315,000 reguire an expenditure approval from the Diocesan Finance
Department. These expenditure requests require consultation of the Parich Finance
Council, how it will be funded, and three estimates from three different vendors with the

same scope of work.
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APPENDIX 5 (CONT’D)

ACORD CERTIFICATE OF LIABILITY INSURANCE R

THIS CERTIFICATE I8 ISSUED AS & MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. .
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLUI
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE IS5UING INSURER(S), ALTHOR
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IPORTANT: M the cartificate holder ks an ADDITIONAL IRSURED, the policyjiea) must have ADDITIONAL INSURED provisians or be endorsed.
I SUBROGATION I3 WANED, subject ta the terms and conditions of the policy, cortain policies may requine an endorsement. B siabemant an
Inhn-ﬂflc-tlnnﬂ not conter rights ta the cartificats holder In llsu of such endorsement{s).

R =T Jeasica Lack
m%w Senvices, LLC b £y, 530-597-1165 IR pu SW081TTES
F.0. Box 8110 | bosess. [lbckiSivis com B
Chico CA B582T-8110 | IHEURENE) AFTORDNG COVERAGE o A
qu% | msiimem s : Travehers indemnity Co of CT 26ER2
mEwED ALTER wesunen s : Colony Insuranse Company : RLCEE
e oY Sysiems nc.  pes e . Michwaal Ervploysrs Casuaty Ca - otz |
Chico CA B5673 | waunen o : Travelers Froparty Casuslly Company of Amercs | 25674
 WSURERE -
.
COVERAGES CERTIFICATE NUMBER: 436515062
THIS & TO CERATIFY THAT THE POLICES OF INSURANCE LISTED BELOW HAVE BEEM [35UED TO F G|
INDICATED. MOTWITHETAMMMG ANY REDUEI-B!'F. TERK G CONDIMON OF ANY CONTRACT CEEC WITH RESPECT TO WHICH THIZ

15 BURECT TO ALL THE TERME,

L] }': | PONVERE AL CEHERAL LIABRITY | A, A, I

PLOOO000
|| cLamsssaoe .uctun | | 5 100,000 |
| - | 1
I — 31,500,000
|_:-m1.mmr.!.1': LT | 12000000
- o [ %] "“?rﬁm: | L PACGUGTS - Coumoracs | 52000000
OTHER: | | 5
A | AUTOWOELE LATLTY | H105M5E SR | anpzs | b £ 1,008,000
% | awer mura [ | RCDALY BUURY (Par paaon) | §
ull Y = -
J.I.IT: ae:! orLy [ | DAY BULRY Formecians 8
PRCPERTY RRIE | ¢
|_ J.I.ITEGI:H.T ':ml}hl.'f I_':P‘Ftﬂill__—__ ~
]
] |_ UMBMELLA LIAH X | nooum | AN PE 13 | pecnoccuRRRsce # 5,000,000
| |emcemsine | | cesne| | {#oonEcate 0 |46000G00
=33 ]
e T T
:ﬂMGMEIMMﬂ £ S x_.jlﬂ.]‘.'.'.ll. !Elll o J
AR THEREXECUTIVE
| u EL ERCH ADCOEHT H 000,000
| Mardzizry in KH} _!LD'M-IAWE § 1,000,000
K Epacita Undat i
g’&m&f D ESLATIONS bl ! EL DISEASE . POLICY LIWIT | § 1,000,000
B | PolicfonLi A A0 S A Enck Limk OGS I
[ |R-M1.—u.-='&gn-¢ | A T 0,0}
| 1 |
DESCRPTEON OF OPERATIONS | LOCATIONS | VERICLES |&0080 1017, Bdeitions! Bemarks Schedula, b wichid H mere spacs |8 “lu;
FburmCuMnBlmufEuu'm a coeparation 3ok, in Trust for Pastceal 53, Pater & Paul Parish, Rockl i 1o Tra Roman
Eﬂiﬂlﬂtﬁ'—ﬂl Sacramanta Mastar Irevocatie Tresl Dated August 1, 2011 are named as additioral inswred, I.I'.I'ahgr HSubr\clgm anplias 10 Warkan
CERTIFICATE HOLDER CANCELLATION
BHOLLD ANY OF THE AROVE DESCREBED POLICIES BE CANCELLED BEFORE
THE EXFRATION DATE THEREOQF, NOTICE WILL HE DELIVERED N
ACCORDANCE WITH THE POLICY PROVIBIORS.
g’@‘?u af Sacramento
110 Broadway
Sacramenio GA 95818 AuTrEmEED e
i — 000 |
© 1988-2015 ACORD CORPORATION, All rights reserved.
ACORD I35 (2016403) The ACORD name and logo are registersd marks of ACORD
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APPENDIX 6

REVIEWING THE BANK STATEMENTS AND RECONCILATIONS

(THE PASTOR OR HIS DESIGNATE, L.E. A MEMBER OF THE PARISH FINANCE COUNCIL SHOULD REVIEW ALL PARISH BANK
STATEMENTS AND BANK RECONCILATIONS MONTHLY. THIS REVIEW IS SEPARATED FROM THE BOOKKEEPER/BUSINESS

MANAGER JOB DUTIES)

You review:

What you are looking for:

Review the cleared checks, received along with all bank
statements, for unauthorized or altered signatures

You, or someone else authorized to sign checks didn't sign the check

Review the cleared checks: look at the payees to determine
that all checks were issued to authorized payees

You remember reviewing an invoice to that vensor, and subsequently signing a check for that
vendor. No 'new' vendor names are on any of the checks (vendor name has not been changed)

Review the cleared checks for any that are of a different
style (shape, color, size) than those of the parish/school
account

Someone on the outside may have tried to replicate what your checks look like, and then cashed
them.

Review the bank statement to determine that all cleared
check numbers are within the number sequence of checks
currently in use by the parish/school

For example, if last month you signed checks 8900 through 9300, you have to take a second look
at check 6591 and 10450, because they are outside of reange of rest of the checks.

Make a general review of the bank statement account
balances

You have a general idea of how much is in your bank accounts. Does that month end balance on
the statement seem right to you?

Review bank statement deposit transactions

To ensure that 'monthly income' is consistent with expectations/ budget

Review bank statement cash transfers

To ensure that you were aware of them, and that all were authorized by you.

Review bank statement cash withdrawals

Because there should not be any
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APPENDIX 7
REVIEWING ADP PAYROLL REPORTS

(below is from the ADP labor distribution report, which is one of the reports produced every payroll).

o Ensure that payroll contains valid employees.

o Ensure that employee pay is correct. Changes in rates can be found on the ADP Personnel
Change Audit Report.

e Overall, ensure that total payroll is consistent with, if not almost the same as it was last pay
period, and normally is. A variance of more than 5% should be investigated.

o Reviewing payroll is not unlike signing a series of vendor checks. Just like administrators
would review an invoice before signing a check, so would they review how much each employee
is scheduled to be paid.

/ i /Q H i (ADP LABOR DISTRIBUTION REPORT)

PERSONNEL EAFNINGS STATUATORY DEDUCTIONS  VOL. DEDUCTIONS
Reg O/T  Hojirs 3 &4 Reg oIT Hours 3 &4
AGUSTIN, A. 80.00 /I4.00 /8.00 H /8#0.00 66.00 88.00
File: 000001 1,034.00 41.36 FIT 8.27 CA 2205 M MEDICL
Dept: 611000 6411 SS  10.34 SUI 225  DDENTAL
Clock: 40HR, 14.99 MED 023  OVISION
Rate: 11.0000 W 894.93 W CHECK1
Reg J | O/f Hours 3 &4 Reg OIT __ Hours 3 84
L
BARROS, K 80.00 / 6.00 8.00 880.00 99.00 88.00
File: 00000, 1,067.00 4268 FIT 8.54 CA 2205 M MEDICL
Dept: 6110¢0 66.15 SS  10.67 SUI 225  DDENTAL
Clock: 40 15.47 MED 023  OVISION
Rate: 11.0000 W 92349 W CHECK1
Reg ¥V OIT _ Hours 3 §4 Reg O/T  Hours 3 &4
HAMILTON, R. 58.00 8.00" H| s3s.00 0.00 330.00
File: 000003 16.00 S 968.00 38.72 FIT 7.74 CA 2205 M MEDICL
Dept: 611000 6.00 V 60.02 SS 9.68 SUI 225  DDENTAL
Clock: 40HR 14.04 MED 023  OVISION
Rate: 11.0000 “ 837.80 W CHECK1

7
00

1. Review each employees' hourly rate, or salary. Is this the rate that you know is correct, and is also on the PT100/PT200/Contract

Review the hours each employee is being paid for in this pay period.

2. Do the regular hours match what the employee put on the timesheet?

3. Also, are the hours about right with what she normally works (not excessive)?

4. Do the overtime hours (if any) also match the timesheet?

5. Was there a holiday this pay period?

6. Was this employee sick this pay period? Did you see sick hours on the timesheet?

7. Did this employee take vacation this pay period? Did you pre-approve it, and did you see vacation hours on the timesheet?
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APPENDIX 7
REVIEWING ADP PAYROLL (CONT’D)

(this labor distribution report has intentional errors and misrepresentation)

PERSONNEL EARNINGS STATUATORY DEDUCTIONS VOL. DEDUCTIONS

Reg O/T___ Hodfs 3 84 Reg oIT Hours 3 84

AGUSTIN, A. \88.00 5.004 968.00 82.50 0.00

File: 000001 1,050.50 42.02 FIT 840 CA 22.05 M MEDICL

Dept: 611000 65.13 SS 10.51 SUl 2.25 D DENTAL

Clock: 40HR 15.23 MED 0.23 O VISION

Rate: 11.0000 909.21 W CHECK1
Reg o/T Hours 3 &4 Reg o/T Hours 3 &4

BARROS, K. ¥88.00 3.00" 968.00 49.50 0.00

File: 000002 1,017.50 40.70 FIT 814 CA 22.05 M MEDICL

Dept: 611000 63.09 SS 10.18 SUI 2.25 D DENTAL

Clock: 40HR 14.75 MED 0.23 O VISION

Rate: 11.0000 R 880.65 W CHECK1
Reg o/T Hours 3 &4 Reg o/T Hours 3 &4

HAMILTON, R. ¥88.00 15.00 8.00 Hly 1.320.00 337.50 960.00

File: 000003 2400 S 2,617.50 104.70 FIT 20.94 CA 22.05 M MEDICL

Dept: 611000 32.00 V. 162.29 SS 26.18 SUI 2.25 D DENTAL

Clock: 40HR N 37.95 MED 0.23 O VISION

Rate: 15.0000 x s 2,265.45 W CHECK1
Reg O/T _ Hyurs 3 &4 Reg QT Hours 3 &4

RONALD, H. 88.00 1,848.00 0.0 0.00

File:  0000¢ 1,848.00 73.92 FIT 14.78 CA 22.05 M MEDICL

Dept: 61100 114.58 SS 18.48 SUI 2.25 D DENTAL

Clock: 40HR 26.80 MED 0.23 O VISION

Rate: 21.0000 2 1,599.44 W CHECK1

NEXT PAY PERIOD, YOU NOTICED SOME ISSUES IN YOUR REVIEW....

1. Review each employees' hourly rate, or salary.

* The hourly rate increased from $11.00 last pay period to $15.00 this pay period. Did you approve this?
2. Do the regular hours match what the employee put on the timesheet? Are hours about right?

* The employee put in for the regular hours, and this is same as the timesheet...ok.

3. Do the overtime hours (if any) also match the timesheet?

* OK
4. Do the overtime hours (if any) also match the timesheet?

* Put in for 15 hours overtime. Do you remember this happening?
5. Was there a holiday this pay period?

* There was not, so he should not be getting paid holiday.
6. Was this employee sick this pay period? Did you see sick hours on the timesheet?

* You don't remember him being sick. Need to investigate further, starting with the timesheet
7. Did this employee take vacation this pay period? Did you pre-approve it, and did you see vacation hours on the timesheet?
* You don't remember him taking vacation time. Need to investigate further, starting with the timesheet
8. Who is this new employee? Fictitiuos? If he exists, are his rate/ hours/etc. correct?
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APPENDIX 8
USE OF PARISH FACILITIES

Parish . ]
Parish Special . . .
Sponsored Event Parish Affiliated Groups Unaffiliated Groups
. ege vents
Activities
Category A B C D E
Users "Invite Only": parish e . Use of the facility by outside individuals and
Parish events open 5. 1ot o all Catholic Societies and Organizations oreanizations. Including use by non-profits for an
L events, not open to all | . . . N . -
to all parishioners. v . P listed in the "Official Catholic Directory" & e Y P Y
parishioners purpose.
Examples * Parish Programs &|* Quinceafieras * Private Parties
Fundraisers * Wedding Reception I ¢ Colub * Fundraisers (not
* Celebrations * Funeral Receptions i(mgh s 0 c(l) u}inullls * Meetings or classes  |parish or school)
Assoc w/Sacraments|(non Catholic) *St anlcemf ¢ ra (e.g.. Community * Business operations
* Funeral Legion of Mary Organizations, AA) |(for-profit and non-
Receptions profit)
May the Parish
facility be used? (See
Publication 48 and contact GENERALLY YES| GENERALLY YES GENERALLY YES MAYBE NO
county assessor if unclear)
Does parish have
control over the Yes No No No No
event?
Risk of Property Tax N
. High (advise parish to
Exemption Low Low Low eh( P Not allowed
. contact county assessor.)
Revocation
User must complete * Parish/Diocesan * Parish/Diocesan ONE TIME USE MORE FREQUENT |IF USE DOES |IF USE Not allowed
and submit these Famllt.les U§e Request Facﬂnlles Uée Reques.t' szlr'l‘sh/Dlocesan USE 4 ' NOT PUT DOES NOT
) Questionnaire & Questionnaire & Facility |Facilities Use Request |* Parish/Diocesan EXEMPTION |PUT
documents prior to Facility Application/ |Application/ Rental Questionnaire & Facilities Use Request AT RISK: EXEMPTIO
event Rental Agreement Agreement Facility Application/  |Questionnaire & ONE TIME N AT RISK:
PFMH 900-94 thru | PFMH 900-94 thru Rental Agreement Facility Application/ |USE MORE
900-104 900-104 PFMH 900-94 thru  |Rental Agreement * FREQUENT
* Catholic Mutual 900-104 PFMH 900-94 thru |Parish/Diocesa [USE
Special Events * Catholic Mutual 900-104 n Facilities Use|*
Application Special Events * Catholic Mutual Request Parish/Dioces
* Parish Facility Use Application Unaffiliated Questionnaire |an Facilities
Policy (if parish has its |* Parish Facility Use | Organizations & Facility Use Request
own) Policy (if parish has its |Agreement Application/  |Questionnaire
* Certificate of own) * Parish Facility Use |Rental & Facility
Insurance: naming (1) | * Certificate of Policy (if parish has |Agreement Application/
parish and (2) Diocese |Insurance: naming (1) |its own) PFMH 900- |Rental
as additionally insured |parish and (2) Diocese |* Certificate of 94 thru 900- |Agreement
as additionally insured |Insurance: naming (1) {104 PFMH 900-
parish and (2) * Catholic 94 thru 900-
Diocese as Mutual Special {104
additionally ineured  |Byents * Catholic
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