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ACCOUNTING GUIDELINES/PROCEDURES 
 
To achieve the goal of consistent financial accountability, it is necessary to establish standards for 
accounting policies and procedures. It could be said that the standards that apply to business may not 
apply to institutions, or to churches and church-related organizations. However, there have been several 
efforts that have produced and refined the guidance as to appropriate accounting standards for religious 
organizations.  
 
One of the guiding principles for Catholic Dioceses in the Standards of Excellence is Financial and Legal. 
Dioceses must practice sound fiscal management and comply with a diverse array of legal and regulatory 
requirements, including those of canon law. Financial systems should assure that accurate financial 
records are kept and that the organization’s financial resources are used in furtherance of its religious 
mission. Dioceses should conduct periodic reviews to address regulatory and liability concerns.  
 

The Diocese of Lafayette is a corporate sole, a legal entity consisting of a single incorporated office for 
legal and tax purposes. Transactions such as loan, line of credit, deeds, real estate transactions must be 
signed by the officers of the corporation sole not the parishes, pastorates, schools, or retreat centers.  
 
The accounting manual includes procedures, controls and detailed guidelines and actions to be followed 
to ensure financial activity is recorded accurately, consistently and in accordance with current FASB 
standards across the organization. It is also used to make sure proper controls are known and adhered 
to by all pastorates and parishes and to produce comparable financial statements across the Diocese of 
Lafayette-in-Indiana. 
 
Usually use of the word “parish” in this manual denotes all diocesan entities including parishes, 
schools, retreat centers, and diocesan offices (Chancery). 

Accounting Period 

The fiscal year is the basic accounting period that applies to all financial recording and reporting. The 
fiscal year for the Chancery is calendar year. Therefore, each Parish without a school must use a calendar 
year. A Parish with a school should use the same fiscal year as the school.  
 
For financial statement reporting, locations should use reporting periods as needed to best present 
finances to parishioners, councils, and management.  For example, reporting periods can be Month-to-
Date, Quarter-to-Date, or Year-to-Date. The accounting periods should be produced on a monthly 
interval, but smaller parishes may choose a quarterly period. Parishes must submit annual financial 
statements to the Chancery along with an annual budget in the format required by the Chancery. 

Accounting Transactions & Systems 

Proper record keeping requires a Parish to record daily transactions in the general ledger such as receipts, 
disbursements, subledgers – accounts (pledge) receivable, accounts payable, and journal entries. All 
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entries in these accounts must be based on verifiable and objective documentation. In addition, the record 
keeping must be based on well-established policies and procedures.  
 
The accounting terms, debit and credit are used in recording data in the general ledger accounts under 
the double entry method. Once the transactions have been posted in the general ledger, and the 
monthly close completed, parish financial statements should be prepared for the Pastor, department 
heads and Finance Council as applicable.  

Guidelines for Accounting Transactions  

• Transactions are recorded in the accounting system of the Parish as closely as possible to the 
time they occur. 

• Transactions are classified and recorded accurately based on objective criteria and consistent 
treatment of similar transactions. 

• Documentation of accounting transactions is clear and legible. 

• The media on which documentation is recorded remains readable until the time when the 
record is destroyed. 

• Care is taken to accurately identify and record non-cash financial transactions, whether they 
result in income, expenses, assets, or liabilities. 

• Activities are not recorded on a net basis. When an activity includes transactions that increase 
and decrease a financial account, the increase and decrease transactions are recorded 
separately. 

• Please refer to the Records Management and Data Retention Policy and Schedule. 

Guidelines for Accounting Information Systems 

• Accounting records are organized to facilitate retrieval of documents when needed. 

• Accounting records are retained until the time designated for destruction; at which 
time they are destroyed (needs link to document retention guidelines). 

• Legal documents (such as executed contracts) and personnel records are kept 
separate from accounting records. 

• Other systems that provide information to the accounting system are identified. 

• Care is taken to ensure reconciliation of balances and continuity of an audit trail between the 

accounting system and other systems and to ensure that the records in the other systems are 

retained as appropriate for accounting records. 

• Care is taken to ensure the integrity of computerized accounting records. 

• Care is taken to ensure that technical support is available for accounting systems 
and other systems that provide information to the accounting system. 

• The Internal control policies of this manual are maintained during transactions in 
computerized accounting systems by workflows and by assigned security roles by 
the administrator. For example, an employee authorized to print checks should 
not be the same person to add a new vendor. (For smaller parishes, segregation of 
duties may present challenges; however another work around must be used.) 
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Accounts Payable 

In current accounting software, purchase order transactions have three documents - a purchase order, a 
vendor invoice, and proof of receipt (packing slip). Some organizations choose not to use the purchase 
order module but may post all invoices to accounts payable module. Check disbursements are initiated 
from the accounts payable module.  
 
For Parishes using purchase orders, a purchase order is required for ordering goods and services. A 
purchase order is a document that is supplied to a supplier or vendor which authorizes the shipment of 
a product to the customer at a specified price and terms. The creation of a purchase order creates a 
legally binding contract which cannot be changed without the consent of both parties.  

Purchase Order Guidelines 

• PO Number – may be a number specific to the organization or assigned by the accounting 
software 

• Name and address of vendor  

• Date of order 

• Name of person who initiated the order 

• Description of the items being ordered, the cost for each, and the total amount 

• Name of department to which the expense should be charged  

• General Ledger account number to which the expense should be charged 

• Dated signature of approver 

• Billing Address          

• Shipping Address – should be the Parish address, not a personal address 

• Shipping designation – should be “FOB Destination” 

Accounts Payable Guidelines 

• Post the invoice to accounts payable upon receipt 

• Retain file for unpaid invoices  

• Reconcile vendor statements to accounts payable balances 

• Review any debit balances on accounts payable listing 

• Reconcile accounts payable aging to the general ledger account  

Check request guidelines (No purchase order) 

• Date of submission 

• Date the check is required 

• Effective date of the expense (the date the expense was actually incurred) 

• Amount to be paid 

• The name and address of the vendor (please note if this is a new vendor. For a new vendor, a W-
9 is required to set-up the vendor in the payable system.) 

• General ledger account to which expense should be charged 

• Detailed description of the expense 
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• Any special instructions regarding mailing instructions or enclosures 

• Name of person requesting check 

• Signature and date of approver  

Accounts Receivable/Pledge Receivable/Tuition Receivable  

Receivables must be reviewed monthly and the general ledger reconciled to the Accounts Receivable 
Aging Report. When a Parish is notified of a donation by a pledge, a pledge receivable must be recorded 
in the general ledger upon receipt of the notice. Parishes with separate donor software such as Raiser’s 
Edge must reconcile monthly donations with the donations recorded in the general ledger. This includes 
not only donations but also registrations for fundraising events. Receipts are received by Parishes in a 
variety of ways – P.O. Box, finance office drop box, website, on-line payment, credit card services, and 
on-site cash. Therefore, the requirement must be to reconcile bank accounts, monthly, with the general 
ledger and with the various software for donations, tuition, cafeteria, store, and any other software 
used. To facilitate month-end close, post the daily or weekly activity in a timely manner throughout the 
month.  
 
Each Parish with a school must reconcile monthly the school’s tuition software with the accounts 
receivable of their accounting software. Schools use a variety of tuition software such as FACTS Tuition 
Management.  

Allocation of Expense Among Parishes Within a Pastorate  

There will be instances where expenses are incurred by the Pastorate and will need to be split between 
the Parishes of the Pastorate. These expenses should consistently be processed through one Parish 
(Central). Parish (Central) will then invoice the other Parishes whereby they will be reimbursed for those 
expenses. Reimbursement can be made in the form of a check or ACH between the bank accounts. 
 
The Parish (Central) will need to create an Accounts Receivable – Other account. One account can be used, 
or they may want to create a separate account for each Parish in the Pastorate. This is not an accounts 
receivable account with an aging but, Accounts Receivable - Other. The account should periodically have 
a zero balance once all invoices have been paid. 

 
A spreadsheet (example below) will be maintained at the Parish (Central) and include the vendor bills 
shared across the Pastorate. Utilizing the Allocation of Expenses policy, the vendor bills will be divided 
among the Parishes. As part of the month end close, the Parish (Central) will send out invoices to the 
Parishes. The invoice should show the breakdown of the total expense so it can be properly recorded in 
the general ledger. The Parish (Central) will maintain all the vendor bills related to the invoices. 

Accounting for Parish (Central) 

• Utilizing the spreadsheet, allocate the vendor bill/expense between the Parishes. 

• Record the vendor bill. Post the Parish (Central) amount to the proper expense account and the 
other Parishes amount to the Accounts Receivable – Other account. 
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• Monthly, generate an invoice to the respective Parishes. Include detailed breakdown of expenses. 

• Deposit and record the payment when received. It will be posted to the Accounts Receivable – 
Other account. 

• Reconcile the Accounts Receivable-Other account monthly. 

Accounting for Parishes 

• Record the invoice with the Parish (Central) as the vendor and post the amount to the 
proper expense account. 

• Issue and record the payment to the Parish (Central). 

 
The current Guidelines may be viewed at  http://dol-in-org/documents/2019/Allocation of Expenses 
among Parishes within a Pastorate  
 
 
 
 

http://dol-in-org/documents/2019/Allocation
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Allocation of Expense (Form) 
 

Pastorate Name:       

Month of:       

        

 Monthly Total Account # Parish #1 Parish #2 Parish # 3 Parish #4 

Percentages   41% 11% 8% 40% 

Priest Salaries $ 2,614 5000 $ 1,071.74 $  287.54 $  209.12 $ 1,045.60 

Health Insurance $ 200 5001 $     82.00 $    22.00 $    16.00 $      80.00 

Priest Retirement  5010 0 0   

Extra Clergy $ 300 5002 $  123.00 $    33.00 $    24.00 $   120.00 

Clergy Food $ 200 6010 $    82.00 $    22.00 $    16.00 $     80.00 

Office Wages $ 1,500 5010 $  615.00 $  165.00 $  120.00 $   600.00 

Payroll Taxes $ 300 5012 $  123.00 $    33.00 $    24.00 $   120.00 

Priest Mileage $ 175 6425 $    71.75 $    19.25 $    14.00 $     70.00 

Office Mileage $ 250 6430 $  102.50 $    27.50 $    20.00 $   100.00 

OSV $ 350 6500 $  143.50 $    38.50 $    28.00 $   140.00 

Altar/Sanctuary $ 400 6600 $  164.00 $    44.00 $    32.00 $   160.00 

Office $ 500 6700 $  205.00 $    55.00 $    40.00 $   200.00 
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Bank Accounts 

Each Parish bank account must be reconciled monthly. An employee independent of preparing deposits 
and approving disbursements must perform the bank reconciliation to the general ledger and follow-up 
on any unusual reconciling items. Bank reconciliations should be reviewed, initialed, and dated by 
someone outside the reconciliation process. For example, if the Director of Operations is performing the 
reconciliation, the Parish must have one other reviewer – Pastor or someone on the Finance Council 
with accounting experience. To maintain internal controls, it is important that someone outside the 
reconciliation process is reviewing the bank statement and the reconciliation.  
 
Most banks offer on-line statements and/or daily transaction downloads so the month end bank 
reconciliation may be completed within days after month end close. The Chancery CFO must be a signer 
on any Parish bank account along with the Pastor and the Director of Operations.  
 
The Parish must have a 6-month cash reserve. If this is an issue with a Parish, approval from the 
Chancery CFO must be obtained.  Bank accounts cannot be held offshore (outside the United States) or 
outside of Indiana and should be held within the Diocese. 

Basis of Accounting  

The Accrual basis of accounting is a method of accounting where revenues and expenses are recorded 
when they are earned, regardless of when the money is received or paid. Each Parish must implement 
the accrual basis of accounting by July 1, 2021.  
 
The Cash basis of accounting recognizes revenue when cash is received and expenses when they are paid. 
This method does not recognize accounts receivable or accounts payable.  

Cash Flow Analysis 
The need for monthly supplemental cash flow analysis is especially important when the inflows and 
outflows of cash are mismatched. Many organizations, which are primarily donation-supported, have 
fluctuations in their cash flow during the fiscal year. During Christmas and Easter, a Parish may be cash 
rich; whereas a Parish may be cash starved during the summer. Similarly, schools tend to be cash rich at 
the beginning of a semester and cash poor in June and July. Consequently, a cash reserve must be 
retained to cover the fixed costs of operating the institution during times when cash flow is traditionally 
low. 
 

Budgeting 

One of the important tools in the financial planning process is the budget. Each Parish must operate 
within a budgetary framework which starts with the initial planning for the preparation of the budget 
and is completed with the actual implementation and comparison of actual financial data to budget 
data. The primary purpose of the budget is to identify the financial resources needed to accomplish the 
Parish’s programs.  Budgetary control and financial reporting should assure all concerned that Parish 
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funds are administered properly. The first step is to study the specific needs of the Parish, the 
comparative urgency of each need, and complete a thorough review of the income possibilities.  

Contingency  

Each Parish must have a budget line-item named contingency that can be used for 
unplanned/unexpected expenditure. This line item should represent not more than 3% of the total 
budget. If the contingency is realized, the funds should be moved from the contingency line item to the 
line item pertaining to the spending item resulting in a decrease in the contingency and an increase in 
other line items. This requires Pastor approval.  
 

• If an expenditure causes the budget to be exceed, a special meeting of the finance council must 
be called to request an additional appropriation for the unexpected/unplanned expenditure. 
Pastor would likewise authorize after conferring with the finance council.  

Budgeting Guidelines 

The budgeting guidelines are presented here. The material is intended to describe the essential 
elements of the budgeting process and provide advice on how to implement them. Annual Parish 
budgets must be prepared so that planned expenditures do not exceed expected revenues. When a 
Parish develops a "deficit budget", where planned expenditures exceed expected revenues, approval 
must be obtained from the Bishop, even if reserves cover the deficit. If a Parish operated at a deficit for 
the past two completed fiscal years, the budget must be approved by the Bishop. 
 
A Parish is a community of believers working together in responding to God's call. Because of our unique 

perspectives on what that response should be, there may be differences of opinion about how the 

Parish should act in various situations. These differences come to the fore when those actions require 

funding and are seen as competing in the budget process. The school budget should be developed 

independently, as should the proposed budgets for other programs, and the proposed school budget 

should be integrated with those of other programs to form the consolidated parish budget. The school 

budget must be approved a month prior to the collection of tuition for the new school year.  

 

In discussing the budgeting process, reference should be made to a Budget Review Committee. This is a 

committee (possibly ad hoc) appointed to prepare a recommended parish budget. It can take different 

forms in various parishes including the Finance Committee, Business and Administration Committee, or 

a similarly named committee of the Parish Council. There are several factors and phases that should 

exist in the budgeting process. In practice, however, the lines among these factors are often blurred. The 

specific factors include: 

• Budget Process 

• Budget Approval 

• Budget Implementation 

• Budget Review and Comparison 

• Budget Timeline 
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Budget Process 

A budget is a written financial plan covering a future calendar year, three years, or a rolling budget. 

Budgets should be developed for operating purposes and/or for capital improvements. These guidelines 

and suggestions focus on what is called a "program budget." The various activities to be performed are 

identified by the program or service that is anticipated. The proposed conduct of continuing programs as 

well as possible new programs are included in this process. All programs or functions of the Parish 

should be a part of the budget process. It is important that if any expenditure is to be made, that the 

people responsible for the expense be consulted. And the expenditure be evaluated considering the 

approved budget.  

 

The budget process should proceed according to a timeline established by the Chancery. A suggested 

budget timeline is described while the sequence of budget activities is described below. Also, the roles 

of the various people involved in the process are outlined at the end of this budget section. All persons 

preparing a budget should be familiar with the standard Chancery’s Chart of Accounts and what is 

included in each revenue and expense category. Committee members and Parish employees should be 

made aware of their responsibility in the preparation of an accurate budget and, at the same time, of 

their responsibility for monitoring the budget as finally approved. They should be made aware of the 

basic objectives and goals of the Parish. Instructions should be provided to all preparers as to what fiscal 

parameters should be considered in the upcoming fiscal year. Items to be taken into consideration are 

as follows: providing for price increases; anticipating new programs; and availability of funding.  

 

Often, budgets are prepared, using prior year budget figures with an automatic percentage increase. 

Although certain categories of the budget lend themselves to automatic percentage increases, e.g., 

liability insurance, expected revenues and planned expenditures. Each budget year should determine 

the specific programs or functions using the appropriate activity levels for the year.  

 

A standard set of budget preparation forms should be developed and used by each committee or 

employee in charge of the program. The importance of uniformity in the budget preparation form 

becomes apparent when the total consolidated budget of the Parish is assembled. At the beginning of 

the budget preparation cycle, all committee members, and employees responsible for any program or 

function should be provided with these standard forms. To the extent that new programs are 

anticipated by the Parish Finance Council or other persons, the scope of those programs should be 

identified by the responsible person preparing the proposed budget. In addition, previous year data 

including budgeted amounts and actual revenues/expenses should be provided to the budget preparers. 

 

Projecting revenues and expenses on a monthly or quarterly basis can assist in the budget process. The 

more refined breakdown of projecting revenues and expenses by month or quarter should often suggest 

ways of leveling the expenses and determining where new revenues should be required. These monthly 

or quarterly projections should be provided to the budget preparer as an additional tool to help prepare 

the budget, or they might be part of the required budget package for each program, depending on the 

needs of each individual parish. The Budget Review Committee should provide the preparer with the 

monthly or quarterly revenue and expense data, budget and actual. At this point in the budget process, 

often, funding desired for programs or functions is unavailable.  
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As required by canon 1284, a Parish has an obligation to safeguard donations and other revenues it receives.  

 

Forecast expenses/revenues each year. Some revenue lines found in an operating budget include: 

• Grants/awards broken down by funding source with time and purpose restrictions, if 
applicable 

• Revenues from fundraising activities 

• Sales of goods or services by specific type (if more than one) 

• Interest 

• Total revenues 

Once the proposed budget has been reviewed and suggested adjustments made to balance the Parish 

budget, a member(s) of the Budget Review Committee and the budget preparers should meet with the 

responsible persons for programs or functions to discuss the proposed adjustments. However, any 

changes should not be allowed to unbalance the total overall Parish budget. The resulting proposed 

budget is forwarded to the Parish Finance Council for its review and action. Normally, a summary of the 

proposed budget is presented with the Budget Review Committee available to address specific issues 

with the budget.  

 

Parish budgets demonstrate responsible fiscal stewardship when they account for:  

• Meeting normal operating expenses  

• The provision of sufficient reserve funds (6 months) 

• Contributions to a capital improvement fund for the long-term maintenance of facilities 

• Payments of insurance premiums 

• Payments to employee benefit and retirement plans 

• Payment of assessments to the Chancery 

• Appropriate accruals for the servicing of existing debt 

Budget Approval 

The development of a balanced budget should be a cooperative effort of the Parish Finance Council and 

the Pastor/Pastor Administrator. The proposed final budget should be presented to the Finance Council 

for approval. Any substantial increase in expenditure, decrease in funding, or a new program should be 

discussed thoroughly with the Parish Finance Council and an additional approach made. These factors 

should have been discussed with the Parish Finance Council during the initial stages of the budget 

process, and the discussion at this time would reflect the impact on the total parish budget. 

If the Parish Finance Council does not approve a certain portion of the proposed budget, it should return 
the entire budget to the Budget Review Committee with a rationale for disapproval and the suggested 
solutions.  
 
The Budget Review Committee should meet with various persons responsible for the preparation of the 

budget for the affected programs or functions to discuss adjustments and should revise the proposed 

budget as appropriate and resubmit it to the Parish Finance Council. 
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The Pastor/Pastor Administrator is the chief juridic officer of the Parish according to canon law. The 

Pastor/Pastor Administrator should have final authority over the budget. The Pastor/Pastor 

Administrator may exercise that authority through the vote and consensus process of the Parish Finance 

Council or may choose to do so in a separate approval action after receiving a recommended budget 

from the Parish Finance Council. If the Pastor/Pastor Administrator feels that he must in conscience veto 

the Parish budget, he should resort to the normal appeal procedures. If the conflict cannot be resolved 

locally, the matter can be referred to the Bishop’s office and action on the budget is suspended until the 

conflict is resolved.  

Budget Implementation 

The final approved budget must be implemented from the first day of the new fiscal/calendar year. It is 

required that a summary of the approved budget be given to the Parish (e.g., Parish bulletin) in order that 

the entire Parish community is fully aware of the proposed financial emphasis for the coming year. 

Expenditures should not exceed the limits of the approved budget. The budget is used to make certain 

that the funds are spent only for approved programs and that budgets should not be exceeded unless 

approved by the Pastor/Pastor Administrator after consulting with the Budget Review Committee and the 

Parish Finance Council.  

Budget Review & Comparison 

Budgets should be continuously reviewed. Monthly financial reports should be prepared comparing 

actual figures with budgeted figures and any discrepancies should be reviewed with the responsible 

person in charge of each specific program or function. A specific process should be established in the 

Parish so that all who are involved are aware of what must be done in case of a need for additional 

funding. Any variance and discrepancies must be reviewed with the Parish Finance Council.  

Budget Timeline 

As much time should be provided to the budget process as is needed in each individual circumstance. 

Sufficient time is necessary to allow those involved in the budget process to prepare and review the 

data to be submitted. This should recognize that many facets of budget preparation include volunteers 

who are involved in the various programs as chairpersons, as well as staff, advisory boards, and other 

interested parties. Contract timelines must also be taken into consideration. The following general 

timeline should provide sufficient time for all aspects of the budget preparation and approval process. 

The specific dates are suggested. The span of time indicated by the chosen date should be sufficient for 

most parishes to perform the necessary budgeting tasks. The dates used are for a calendar year. 

 

July 15th - Budget forms should be distributed to responsible persons for any program or function 

in the Parish. Only portions of the budget forms which apply to each specific program or function 

should be completed. Previous fiscal year, current fiscal year, and budgeted fiscal year financial 

data should be provided by the Director of Operations. 
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August 31st - Completed budget forms should be returned to the Director of Operations and 

assembled by designated members of that committee prior to review by the whole committee. 

In assembling the various programs or function budgets, a consolidated budget should also be 

prepared. 

 

September 30th - The Budget Review Committee should complete the initial review of the 

proposed budget. The review should provide for suggested adjustments or areas of adjustment 

to ensure a balanced budget. 

 

October 1st-15th - The Pastor and Director of Operations discuss proposed adjustments with 

persons responsible for the program budget preparations. 

 
November 1st - The Budget Review Committee finalizes proposed budget and submits a summary 

of the proposed budget to the Parish Finance Council members in advance of the November 

Parish Finance Council meeting.  

 
November 2nd to 30th – the proposed budget is presented to the Parish Finance Council for 
discussion and approval by the Pastor/Pastor Administrator should be obtained through the 
Parish Finance Council. 
 

Cash Receipts  

All receipts (cash, checks and credit cards) should be counted, deposited daily, and recorded in Parish’s 

general ledger. Recording of receipts in the cash receipts journal include the proper account coding - 

contribution, tuition, grant, bookstore or cafeteria sale, and fundraising; receipt date and description; 

and program, if applicable. Receipts should be deposited daily and if not, they must be kept in a locked 

safe until a bank deposit can be made. If the counters are unavailable, the receipts must be kept in a 

locked bank bag inside a fireproof safe or cabinet including empty bags. The Pastor(s), Director of 

Operations, and the Business Office Manager should be the only persons with access to the locked 

cabinet or safe.  Others may be granted access only with the permission of the pastor. The keys to these 

rooms should be maintained by those employees who have a master key. The combination of the safe 

should be maintained by the Pastor and Parish Controller/Business Office Manager.  

 

Some of the Parishes use credit card services such as Faith Direct, NDMS, HPS, REALM and Square which 

automatically downloads activity to the bank account. These credit card services may be used for 

parishioners’ contribution, event registrations and cafeteria payments.  

 

With the use of a Remote Bank Capture machine for a larger Parish, the ease of daily deposits of checks 

is available along with maintaining electronic copies of checks and deposit slips. Pre-numbered receipt 

forms should be used where issuance of a receipt for monies received is appropriate. A Parish should 

download credit card information daily from the credit card websites and record these receipts in the 

general ledger just as is the daily requirements for cash and checks. This also includes ACH debits.  
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Guidelines 

• If you have one person that handles the finances, train pastoral staff to make 
deposits or go to the bank. 

• Do not hold a check because you do not know what it is for; deposit the check, and 
code it when you have more information. 

• Use duplicate deposit tickets, which the bank provides for a small fee. The franked 
copy (embossed by the bank) should list the checks in the deposit (see comment 
above regarding Remote Bank Capture). Night bank deposit slips may be available 
online.  

• Reconcile your financial records with the development records and/or membership 
records monthly.  

• Number special event tickets and reconcile with cash and checks received. Parishes 
are encouraged to use Square for event registration.  

• Encourage grantors and contractors to make payments by direct deposit into your 
bank account. 

Collection Receipts Procedures 

On Offertory collections, there must be at least two counting teams, with a preference of three people 

on a team. Counting teams must rotate, preferably on a weekly basis, but not less than a monthly basis. 

Two individuals should be assigned to remove the basket after the distribution of communion and take 

the basket to the secure counting room. Some parishes might not have a secure counting room 

available, take the appropriate steps to secure the area as best as possible. Only individuals on the 

counting team for that week are permitted in the counting room. Visitors, spouses, or children are not 

permitted in the room. At least two people should be present when cash is counted after collections. 

The two people should not be related. Signed count sheets or logs should be maintained. Collections 

should be counted immediately following the masses. Some Parishes may store the collections from all 

the Sunday Masses in a locked safe. Then the collection is counted after the last Mass of the day and 

stored in a locked safe until retrieved by the accounting staff on Monday.  Complete confidentiality must 

be always respected. No counter is permitted to discuss any contribution of any individual with anyone. 

   

When counting collections, loose collections should be counted separately from those received in 

envelopes. This should facilitate the reconciliation of the envelope amount later.  Any amounts not 

deposited should be kept in a locked fireproof safe or cabinet.  

 

The counters should restrictively endorse ("For Deposit Only, ______ Parish, Account#  ") all** checks 

received in the collections. As amounts received in envelopes are counted, the amount should be 

recorded on the face of the envelope. The counters should prepare a deposit slip and all amounts should 

be deposited in the bank deposit vault immediately after all collections for the day, once completed.  

**If a remote bank machine is used by the Parish, the checks will be endorsed on Monday by 

the finance office.  

 

Checks must not be cashed from the deposit for any reason. Clergy and staff persons must not ask the 

counters to cash checks for them. Petty cash or other expenses must not be paid from the deposit. No 
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one is to be paid for any reason from the deposit. Checks from funeral homes and other entities for 

services are not to be cashed from the deposit. These checks must be deposited, and the funds disbursed 

to the appropriate persons by check from the operating account, with appropriate tax reporting. 

 

Envelopes and count sheets should be forwarded to the Parish finance office. The finance office should 

record the deposit in the Parish general ledger. The finance office should post identifiable contributions 

(i.e., envelope users) to each Parish’s individual record. Quarterly statements should be sent to all 

parishioners listing the contributions made. At a minimum, annual statements should be sent. Each 

Parish must track contributions in their REALM software.  

Fund Raising Receipts Procedures 

These events often involve substantial amounts of cash and can represent moments of high 

vulnerability. Like collections, the same procedures should be followed. All cash should be taken to a 

secure location for counting. Substantial amounts of cash should not be left to accumulate for a long 

period of time. Some Parishes may use Square or other software for events. Collections from such 

activities as field trips, cafeteria, Mass Stipends, SCRIP Sales and others must be stored in a locked 

fireproof safe and deposited on a weekly basis.  

Tuition Receivable & Receipts Procedures 

A separate School Tuition Database should be maintained for each student indicating the total tuition 

charged, the date and amount of each tuition payment, and the remaining balance due. The daily, 

weekly, or monthly process of applying cash, check and credit card payments to an individual student 

account should be reconciled to the tuition deposits recorded in the general ledger accounting software. 

As part of the month end checklist, the School Tuition Database’s student accounts receivable balance 

should be reviewed and reconciled to the accounting software general ledger account - "Tuition 

Receivable." Policy with written criteria and procedures should be established for following up on past 

due tuition, and responsibility for such follow-up should be clearly designated. Each school should have 

specific policy and procedures related to tuition payments regarding the timing of payments and the 

method of payment by cash, checks or credit cards outlined in the School Manual. Student Tuition 

Statements should be sent on a regular basis if an on-line portal is unavailable for parents to access their 

student’s balance.  

Chart of Accounts  

A standard chart of accounts has been developed as the Chancery implements a cloud-based accounting 
software. The Chancery’s standard Chart of Accounts must be followed by all Parishes and 
implemented by July 1, 2021. Parish revenues include collections, contributions, investment income, 
tuition, sale of fixed assets, cafeteria and book sales, grants, account/pledge receivables, and 
fundraising. Revenues are classified by their source. Revenues for nonrestricted assets must not be 
presented NET.  
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An expense is a payment by check (cash basis) or the incurring of a liability for goods/services received 
by the parish (e.g., salaries, fringe benefits, supplies, travel, and utilities) as a debit to the expense and a 
credit to account payable (accrual).  

Chancery Approval for Large Payments of All Types 

This applies for any disbursement exceeding the amount established by the Bishop before the 

disbursement can be made. The ceiling figure is determined by the Bishop as follows: 

• Parish registering less than 200 households  $10,000  

• Parish registering 201 to 750 households  $25,000  

• Parish registering 751 to 1,500 households  $40,000  

• Parish registering 1,500 or more households   $50,000 

Once approved by the Bishop’s office, the first signature should be the Pastor. The second signer should 
be another approved local signatory or the CFO of the Diocese. The signers must review all support 
documentation and the Bishop’s office approval prior to signing.  
 

NOTE: Authorization from the Bishop’s Office is required (regardless of the dollar amount) to 
negotiate debt financing, to establish trust, or to purchase and/or sell property. Only officers 
of the Diocesan Corporation may sign loan and property documents.  Special permission is 
required for construction/renovation projects.  
 
The policy may be viewed at the following link: Policy Statement/Extraordinary Administration  

Check Signatures Required for Payments   

Two signatures are required for large expenditures as follows: 
 

• Parish registering less than 200 households  $1,000 

• Parish registering 201 to 750 households  $2,500 

• Parish registering 751 to 1,500 households  $4,000 

• Parish registering 1,500 or more households        $5,000 

Guidelines  

• The Pastor is normally the primary signer and should always review all 
disbursements.  Often the Director of Operations or pastor is the primary or first 
signer. 

• The two check signatories include two of the Pastor, Principal, Director of 
Operations, or one other approved signer. If a Pastor has several Parishes, the Pastor 
should have the opportunity to review the documentation and approve the 
disbursement.  

• Do not have pre-signed blank checks. Checks must be signed by someone other than 
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the Employee preparing the check.  
• ACH and EFT transfers must also be subjected to the same limits as check limits for 

approval.  
• Most banks offer Positive Pay, an automated cash-management service employed to 

deter check fraud. Banks use positive pay to match the checks an organization issues 
with those it presents for payment. Any check considered suspect is sent back to the 
issuer for examination.  

• Checks should never be written “Cash.”  When funds are needed to replenish petty 
cash and to seed the cash draw for festivals, fish fries and the like, a check should be 
made out to a person (e.g., Mary Smith, Agent for [name of parish] or John Jones, 
Cashier of the Petty Cash Fund). 

• The signer(s) need to double check that the vendor’s name and address on the 
invoice matches the vendor’s name and address on the check. In this age of 
computerization, specifying the wrong payee due to the “autofill” function is a 
common error. 

• With current technology, anyone can create a professional looking invoice. Avoid 
paying dummy invoices by requiring a signature and the purpose for the expense on 
the invoice of the staff person who received the goods or services. The signature 
should be on the document itself, not an attached note.  

• Limit pay advances to staff for ministry program supplies. Set up accounts with 
stores used most often and direct purchasing to these stores. This is not only a good 
financial control, but also typically results in reduced spending/shopping.  

• Mailing of the checks should be done by an employee outside the accounting office. 
This may not be able to be performed in smaller parishes.  

• Check signature stamps are not permitted. 

• Please remember the Diocese of Lafayette-in-Indiana is exempt from sales tax.  
 
Pre-numbered checks should be used for disbursements. If a credit card is to be used to make a 

purchase, the same expenditure requirements must be in place, approval, and comparison to budget. 

Please see the Credit Card section of this manual.  

Extraordinary Expenditures for Repairs, Renovations or New 
Construction 

General Requirements 

This General Requirements section applies to all repair, renovation or new construction projects.  The 

specific requirements for each type of project are discussed in the next sections. 

 

a) Parishes, schools, cemeteries and agencies must seek written permission from the Diocesan Offices 

for expenditures in excess of: 
 

Parishes registering less than 200 households $10,000 

Parishes registering 200 or more households, plus schools, cemeteries and agencies $25,000 
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for the repair, renovation or new construction of churches, parish halls, rectories, schools, 

cemeteries and other buildings on properties owned by the Diocese of Lafayette-in-Indiana 

(“Diocese”). 

 

b) With regard to the aforementioned expenditure limits requiring Diocesan approval, a parish, school, 

cemetery or agency shall not divide a project into increments or installments less than the total 

project amount, in order to avoid the requirements of these policies and procedures. 

 

c) When requesting permission from the Diocesan Offices for repair, renovation or new construction 

projects exceeding the expenditure limits stated above, the Project Initial Authorization Request 

Form (“Form”) must be completed and returned to the Diocesan Facilities Manager.  The completed 

Form shall include the following:  

i. The name and description of the project. 

ii. The reason(s) for the project. 

iii. Applicable bid and selected contractor information for the project. 

i. A copy of the proposal from the selected contractor shall accompany the completed Form. 

ii. A copy of the Certificate of Insurance from the selected contractor showing proof of the 

required insurance coverages, listing the Diocese, and parish, school, cemetery or agency as 

additional insureds, shall accompany the completed Form. 

iv. The estimated total project budget and project timeline. 

v. A statement as to how the project will be funded, including the following information: 

i. Does the parish, school, cemetery or agency (“entity”) have adequate funds in hand to pay 

for the project? 

1. If “no”, please explain the entity’s funding strategy; specifically, if approval for debt 

financing, a pulpit appeal and/or a capital campaign will be requested of the Diocese. 

2. If the entity is requesting a loan for the project, the entity must have at least sixty 

percent (60%) of the total project budget in hand, in order to be considered for a loan.  

In the case of a loan, the entity must seek the approval of the Diocesan Offices before 

filing an application for the loan. 

ii. How many months of unrestricted reserves are currently available? 

iii. How many months of unrestricted reserves will be available, after paying for the project? 

1. If six-months of operating budget will not be available, after paying for the project, 

please explain the entity’s justification. 

vi. A statement that the pastor, school president or agency executive has consulted with their 

finance council, pastorate council (where applicable) and the Diocesan Facilities Manager; and 

has secured the signed consent of the chairs of their finance council and pastorate council 

(where applicable). 

i. A copy of the meeting minutes and/or e-mails stating that the council members are in favor 

of the project shall accompany the completed Form. 

 

d) Periodically, the Diocesan Facilities Manager may issue additional requirements for this Form. 
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e) For repair, renovation or new construction projects, parishes, schools, cemeteries and agencies are 

not to accept or approve additive change orders in excess of five percent (5%) of the authorized 

contract sum without written permission from the Diocesan Offices. 

 

f) As used in these policies and procedures, the term “Extraordinary Expenditures” refers to those 

expenditures involving the repair, renovation or new construction of real property, or that which is 

fixed to such real property, which belongs to the Diocese and is for the benefit of a parish, school, 

cemetery or agency.  The terms “repair”, “renovation” and “construction” are intended to be 

flexible terms and are not to be rigidly applied.  These policies and procedures follow substance over 

form. 

 

g) It is to be understood that some repairs will be emergency in nature and others may need to be 

completed in a more timely fashion.  Ordinarily, a repair involves the replacement of systems, 

fixtures or parts of a building that do not involve changes in the affected area.  Some renovation 

may be as complex as new construction, and a major renovation project ordinarily involves a change 

in the affected area.  Therefore, the Chief Financial Officer will seek to be flexible in applying these 

policies and procedures.  The terms construction and major renovation will ordinarily be construed 

to include razing or partial demolition. 

 

h) Parishes, schools, cemeteries and agencies will be expected to follow local, state and federal laws 

for repair, renovation and new construction projects; including, but not limited to, laws and 

regulations involving building codes, fire codes, disability and local ordinances. 

Repair or Minor Renovation Requirements 

In addition to the General Requirements listed above for all repair, renovation or new construction 

projects, the following requirements are specific to repair or minor renovation projects.  The specific 

requirements for major renovation or new construction projects are discussed in the next section. 

 

1. Parishes, schools, cemeteries and agencies considering repair or minor renovation projects are 

advised to contact the Diocesan Facilities Manager for advice and to obtain the latest requirements 

for forms, checklists, procedures, etc. 

Major Renovation or New Construction Requirements 

In addition to the General Requirements listed above for all repair, renovation or new construction 

projects, the following requirements are specific to major renovation or new construction projects.  The 

specific requirements for repair or minor renovation projects are discussed in the previous section.  

 

1. Parishes, schools, cemeteries and agencies considering major renovation or new construction 

projects are advised to contact the Diocesan Facilities Manager for advice and to obtain the latest 

requirements for forms, checklists, procedures, etc. 

 



Page|  25 

2. For major renovation or new construction projects, the review and approval of the Diocesan 

Building Commission and Diocesan Facilities Manager will be required at the end of each planning, 

design and bidding phase. 

a. If approved, the Diocesan Building Commission will recommend to the Diocesan Offices that 

they approve the current phase of the project and authorize proceeding to the next phase. 

b. If the current phase is approved by the Diocesan Offices, the Diocesan Facilities Manager will 

report back to the parish, school, cemetery or agency that the project is authorized to proceed 

to the next phase. 

Worship Space Requirements 

In addition to the General Requirements listed above for all repair, renovation or new construction 

projects, the following requirements are specific to worship space projects. 

 

1. Any repair, renovation or new construction project involving a worship space or religious item, such 

as a Church nave, sanctuary, chapel, outdoor shrine, altar, baptismal font, statuary, etc., shall be 

processed through the Diocesan Facilities Manager regardless of the dollar amount of the project. 

 

2. The Diocesan Facilities Manager will consult with the Bishop in facilitating this type of project. 

i. The Bishop reserves the right to review and provide final approval for all such projects. 

Project Requestion Form 

Click on the form image below to load the full PDF of the form. 
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Donor Restricted Funds   

Temporarily restricted funds are assets that are donated, subject to restrictions and limited by a specific 
period. Temporarily restricted assets must be listed separately from unrestricted assets. When the 
restriction is met on a temporarily restricted asset, the asset value must be transferred into the 
unrestricted assets. This is a distinct type of transaction known as reclassification, which should be 
reported separately from the Parish’s other transactions that it participates in during the year.  
 
Permanently restricted assets are donations that have limitations on the use of the funds for perpetuity. 
The restriction may only allow the interest or dividends to be spent annually while the principal remains 
intact. 

 

• Each Parish must identify each restricted asset in the general ledger. 
• Each restricted asset must be assigned a project number so all accounting activity to 

that asset/fund may be tracked.  
• All deposits and uses of the funds will flow through the same account so the balance 

of the restricted assets is easily available.  

• When a parish/school receives an unexpected gift, the parish/school is not at liberty 
to spend the new gift until the income and expenditure is included in the budget.  
The wishes of the donor, if any, must be adhered to when utilizing the funds.  To 
spend the gift, there must be a budgeted expense that has been planned and 
approved.  

 
Each restricted fund should have complete written documentation as to the nature of the restriction. 
Copies of wills, bequests, letters of instruction, or other instructions specifying the restriction must be 
maintained by each Parish. Please see the policy for Record Retention and Management.  

Financial Statements 

Each Parish should prepare basic financial statements on a monthly basis, including a Balance 
Sheet/Statement of Financial Position and an Income(Loss)/ Statement of Activity. A Parish may include 
a Statement of Changes in Fund Balances or a Statement of Cash Flows. A financial report should be 
prepared to compare actual expenditures against the approved budget. Variances should be explained. 
The Finance Council may request supplementary information, for example, investment activity.  

• As much as possible, internal financial reporting should be on a basis consistent with 
external financial reporting. 

• Financial statements should present adequate information to serve as the basis for an 
informed review. 

Fixed Assets 

In addition to accounting for other assets and financial transactions, a Parish must account for their 

fixed assets. These include items such as land, improvements, building equipment, furniture, tools, and 

fixtures that have had a useful life for more than three years. The fixed assets of a Parish include all 
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tangible property and real estate that cost more than $1,000. Each Parish must maintain a fixed asset 

record that includes the following information for each asset: 

• Item description 

• Manufacturer serial number 

• Physical location 

• Custodian 

• Purchased/received from 

• Purchase/donation date 

• Purchase price/fair value at donation 

• Estimated life 

• Estimated salvage value 

Fixed asset records should be maintained monthly and included in the month end checklist for closing the 

books. The Code of Canon Law creates an affirmative duty to protect these assets, as they constitute a 

portion of the stable patrimony of the juridic person, or in lay terms, the assets of the Parish. Reconcile 

your physical inventory of furniture and fixtures to your accounting records.  

 

An annual physical inventory of all material fixed assets is to be conducted to assure that property of the 

parish has not been misplaced or stolen. The list would include: asset description including model and 

make; serial number; purchase date; warranty period; vendor name and address; cost; physical location; 

and disposal date and amount when applicable. The inventory should primarily concentrate on identifying 

capital items such as technology, equipment, furniture, fixtures, vehicles, leasehold improvements, 

buildings, etc. An annual inventory of assets provides an opportunity to determine when repairs and/or 

maintenance may become necessary to prolong the life of the asset, or when assets with no useful 

purpose can be taken off the list and disposed. Each parish is encouraged to either take digital pictures of 

each room and identify values or, at a minimum, take a digital video of its fixed assets and personal 

property and have the video stored in a fireproof safe or safety deposit box so that proof of loss can be 

accessible in the event of fire or other catastrophe. 

 

All fixed assets, except land and property held for sale, must be depreciated in accordance with the 

Chancery’s fixed asset policy using straight-line depreciation over the life of the fixed asset as follows: 

 

3-5-years property – small equipment, office furniture, computers, automobiles 
10-years property – major equipment such as furnaces, air conditioners, boilers, etc. 
20-years property – major building repairs such as roof 
30 or 40-years property – buildings and rectory 
 

IRS rules may be viewed at IRS Publication 946: How to Depreciate Property. 

Insurance  

Responsible stewardship demands protection of the Diocese’s property from certain risks. The 

determination of current property value is critical for insurance purposes and coverage amounts. A 

complete inventory of each Parish should be maintained with a copy stored in a designated off-site safe 

http://www.irs.gov/pub/irs-pdf/p946.pdf


Page|  29 

storage facility. It is important that new purchases are added to the insurance policy at the time of 

acquisition. Property and liability insurance are purchased by the Chancery for all entities and no entry 

may obtain its own liability or property insurance. 

Internal Control System and Guidelines  

According to the American Institute of Certified Public Accountants, a system of internal controls is the 
plan of an organization and all its adopted coordinated methods to:  

• Safeguard its assets;  

• Check the accuracy and reliability of its accounting data; 

• Promote operational efficiency; and  

• Encourage adherence to prescribed managerial policies.  

This definition recognizes that a system of internal control extends beyond those matters that relate 
directly to the functions of the accounting and financial staff members.  
 
There is a widely held misunderstanding that the primary functions of internal controls are to uncover 
dishonesty and fraud. This leads to an internal controls system that attempts to prevent the most 
obvious forms of dishonest behavior. A more accurate understanding is that the internal controls system 
is designed to detect and correct all sorts of human errors: errors of commission and omission. Only a 
small percentage of these errors will be deliberate deceptions; most are honest mistakes. Anyone who 
has participated in financial transactions knows that human errors are common, regardless of a person’s 
education, intelligence, or position.  
 
In designing and implementing internal controls, it may be helpful to think of internal controls as a 
formal system for proofreading accounting records. By considering the kinds of errors that commonly 
occur, one can better design cross-check procedures. Some common internal controls include: 
 

• Segregating duties so that more than one employee handles and records each transaction. 
The roles of authorizing transactions, having custody of assets, and keeping records should 
be separated. (In the case of financial assets, custody is maintained by a financial 
institution.) The primary purpose of this separation is to ensure that more than one set of 
eyes checks each transaction for accuracy. 

• Making specific employees responsible for specific transactions and limiting performance 
of these transactions to the authorized employee. In this case, it is also common to require 
that another employee perform these duties for at least one week each year during a 
vacation.  

• Using sequentially numbered forms and documents, and accounting for all numbers. This 
helps prevent common errors such as losing documents, confusing similar documents, and 
handling the same transaction twice. All forms, including unused (voided) forms, must be 
accounted for.  

• Archiving old transaction records regularly (usually annually) and starting new files for 
subsequent transaction records.  
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• Having a reviewer initial or circle a specific item of information to document that it has 
been reviewed.  

• Having clearly written procedures for handling transactions. For complex activities, having 
checklists that can be initialed as the steps are completed. 

• If a computer is involved, using activity logs, or producing reports at the time of the 
transaction that can be checked and reconciled to later reports. 

• Verifying calculations using some form of cross-footing (comparing addition of rows to 
addition of columns). Spreadsheets can be used to verify output from computerized 
systems. 

• Requiring IDs, using locks or other limits on physical access, and applying computer 
passwords. 

• Reviewing all procedures regularly and adjusting them from time to time if necessary.  

Internal Financial Review  

When a Pastor ends a term at a Parish, or every three years a full financial review is conducted. It is 
important to be able to separate both financial and administrative details from one pastor to the next. A 
reconciliation of all accounts will be performed. An auditor from the Pastoral Office for Administration 
will perform the review. The Director of Operations and the accounting/support personnel will need to 
be accessible to provide documents as requested and answer questions. Complete honesty and full 
cooperation is expected at all times from the pastor, staff members of the parish, or volunteers in the 
parish. At the start of the review, please have the most recent financial statement available along with 
the most recent reconciled bank and investment accounts with statements.  
 
The schedule of the type and time interval for a review is as follows: 

• 2 or fewer years – quick high level account summary review 

• Every 3 years – normal parish review 

• More than 6 years to 10 years – detailed parish review 

• More than 10 years – approaching a full audit  

Each Parish should have an internal review committee. In the larger Parishes, there may be a more 
formalized Audit Committee while the smaller Parishes should be working with their Parish Finance 
Council. The purposes of the committee are as follows: 

• Ensure that the Parish is operating in accordance with the Diocese of Lafayette-in-Indiana’s 
Accounting Manual. 

• Ensure internal control procedures are being followed. 

• Ensure the accuracy of Parish financial reports. 

• Examine underlying documentation to support the financial statements. 

• Recommend any changes the committee believes are appropriate to improve financial 
structure and internal control.  

The annual internal review by the committee should be undertaken as soon as possible after the annual 
financial report has been completed. A written report should be prepared which briefly summarizes the 
procedures the committee follows and its findings and recommendations. The report should be 
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reviewed with the Pastor who should communicate the recommendations to the Parish Finance Council. 
Additionally, the report should be submitted to the Chancery’s Finance Department.  
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Formal Diocesan Review On-Site Procedures (Form) 

1. On arrival, the reviewer(s) shall meet with the administrator. Then, the reviewer will meet with 
other personnel having fiscal management responsibilities to describe the purpose of the visit 
and the financial review plan, including the order of activities for the visit. (This information may 
be exchanged in one or more meetings as appropriate.) The on-site financial review, at a 
minimum, will include the activities described below. 

2. Confirm cash accounts year-to-date including all checking, stipend, savings, investment, and 
restricted fund accounts. Please have the following materials for the Parish and all affiliated 
organizations available: 

 

• Checkbooks 

• Savings Passbooks 

• Bank Statements (year-to-date) 

• Bank Reconciliations 

• Computer Generated Reports, if available. 
 

3. Obtain at least two monthly bank reconciliations for the primary checking account (months to 
be selected by the reviewer), and test math accuracy. 

4. Compare bank statement balance to book balance. 

5. Examine reconciling items for propriety, including, deposit in transit and outstanding checks, 
and compare to the next most recent statement. 

6. Review supporting documentation for randomly selected expenditures, including small as well 
as large expenditures. 

7. Obtain supporting details for investments. Examine or confirm all such investments for all 
things, including cemeteries and trusts. 

8. Review miscellaneous revenue accounts, as necessary. Determine that miscellaneous receipts 
are not offset against expenditure. 

9. Inquire as to any unrecorded cash, and schedule. 
10. Review and test payroll procedures. 
11. Review payroll for proper inclusion of eligible employees in the Lay Employee Pension Plan and 

Health Plan. 
12. Obtain detail of restricted funds and test compliance with restrictions. 
13. Review school and cemetery procedures and records, if applicable. 
14. Confirm responses to questions on Internal Control Questionnaire, if needed. 
15. Review location and access to any safety deposit boxes/lock boxes. 

 

Report Procedures 

•  The reviewer(s) will prepare a summary narrative of the work performed, noting the exceptions 
and conclusions reached as well as any preliminary recommendations before leaving. These 
results will be presented at a meeting with the Pastor/Pastor Administrator and other personnel 
at the end of the on-site visit. (This information may be exchanged in one or more meetings as 
appropriate.) This meeting also provides an opportunity for involved personnel to offer input as 
to how they can carry out the recommendations. 

•  Within four to six weeks of the actual site visit, the reviewer(s) will prepare an Administrative 
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Review Report of the visit with detailed findings, conclusions, and recommendations about the 
current fiscal management practices. The report will be submitted to the Chancery’s CFO for 
review. A summary report will also be presented to the Bishop. 

•  The approved report will be sent to the Pastor/Pastor Administrator within six to eight weeks of 
the on-site visit and to the Chancery’s CFO. The approved report will be retained in the official 
files in the Chancery. 

•  Within ninety days of receipt of the approved Administrative Review Report, the Pastor/Pastor 
Administrator shall notify the Pastoral Office for Administration of any action taken regarding 
the significant issues in the report and any specific action taken in response to the 
recommendations included in the report on those issues. Records of additional action are 
encouraged but not required. 
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Parish Internal Control Questionnaire (Form) 
 

Parish:  

 

Location:  

 

Pastor/Pastor Administrator:  ______________________________________ 

 

Person(s) maintaining accounting records: ___________________________ 

 

On-site visit date:  

 

Purpose 

This questionnaire is designed to help the Pastoral Office for Administration and the reviewers assigned 
to conduct the financial review in Parish to evaluate the accounting controls and fiscal management 
procedures in use. The answers to these questions will help the reviewers in assisting in improving the 
quality of the financial information as well as improve the security of Parish assets. 

 

Instructions 

Please answer each of the questions below, identify the persons completing the questionnaire, and 
submit the completed questionnaire, along with a copy of the most recent monthly financial statement 
signed by the Pastor/Pastor Administrator, to: 

 

   Pastoral Office for Administration 

   P O Box 260 

   Lafayette, IN  47902 

 

These materials should be mailed to arrive no later than ______________________. 

Please retain one copy of the completed questionnaire for Parish Records. 
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General 

1. Who performs the following functions: 
a. Deposits, collections, and other cash in the bank 

  Pastor                           Other (Name/Title) 

b. Reconciles the Bank Statement(s) 

  Pastor                              Other (Name/Title) 

c. Prepares the Payroll  

  Pastor                                 Other (Name/Title)  

 

2. Is a computer utilized for the following?:                            

Yes       No 

a. Checks          

b. Cash Receipts and Cash Disbursements Journal    

c. Journal Entries         

i. Ledger Cards        

ii. Payroll Records          

iii. Parishioner Contribution Records   

        

3. Are investments, accounting records and unused checks maintained in a safe or  

        locked fireproof cabinet?  

4. Is an annual Parish budget prepared?    

5. Are financial statements prepared on a monthly basis?     

a. Are they reviewed by the Parish Finance Council?      

6. Regarding weekly collections:       

a. Are collections maintained in a secure area?      

b. Location during Mass         

c. Location after Mass  

d. Are collections counted by two or more people together?                

e. Are counters rotated?                           

f. Are collections counted immediately after Mass?                              

g. Location where money is counted  

h. Are count sheets prepared during counting and signed by counters?         

i. Are count sheets subsequently reconciled to the deposit?                      

j. Are collections posted to individual parishioners’ contribution records?      

  Posted by  



Page|  36 

7. When are weekly collections deposited (day of week)?   

a. Are the collections deposited intact?                        

a. Is a Night Depository used?          

b. If receipts remain in the rectory, are they kept in a safe or          

locked fireproof cabinet?  

                         

8. Are periodic contribution statements sent to all parishioners?                       

  How often?          

 

9. Are all checks, money orders, etc., restrictively endorsed  

 “For Deposit Only” to the proper parish checking account 
               when counted, or as soon thereafter as possible?  
                         
10. What provision is made for the issuance of checks when the  

Pastor/Pastor Administrator is away? 

 

    

a. Who are the authorized signatories on the checking accounts (including the accounts of 

affiliated organizations)? * Please use the attachment to respond to this question. 

 

11. Are all disbursements (other than petty cash) made by prenumbered checks? 

 

12. Are invoices reviewed and approved for: 

a. Receipt of goods and services? 

b. Was the invoice recalculated for mathematical accuracy? 

c. Account distribution?       

  By whom?  

 

13. Do check signers review supporting documentation prior to signing? 

 

14. After a check has been prepared for the payment of an invoice, 

is the check number, account code, and date paid  

indicated on the part retained? 

15. Are all disbursements recorded in a checkbook or ledger?   

16. Are all invoices or receipts “canceled” (marked “Paid”) after payment?   

17. Is a check protector utilized?       

18. Are checks mailed by the check signer?             

19. Is a petty cash fund maintained?      

 

Purpose of Fund Amount of Fund Cashier 

A.   
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B.   

C.   

D.   

 

20. Are all petty cash payments documented and reviewed? 

21. When is the fund replenished, is it for the dollar amount of receipts only? 

22. How often is the petty cash fund replenished?  

        

  

23. Are bank reconciliation’s prepared within two weeks of receipt 

 of the bank statement and reviewed for accuracy?    

  Reconciled by  

  Reviewed by   

24. Are they retained for future reference?     

25. Are stipends maintained in a separate account?   

26. How often are they reconciled? Monthly____ Quarterly____ Other____? 

 

PAYROLL 
27. Is the payroll prepared using: 

a. Timecards for hourly employees?      

b. Current Circular E (Federal Income Tax and Social Security  

Withholding Tables)?      

28. Are the following payroll related forms maintained and up to date: 

a. W-4s for all employees?       

b. 1099--prepared at calendar year end for all non-employees  

who receive more than $600?   

c. W-2s prepared at calendar year end for all employees (including  

all Diocesan  Pastors) who are currently working in the parish and  

all those who have worked there during the year?     

d. 941 Quarterly Federal Tax Reports?      

e. I-9 Forms for all employees hired after 11/6/86?    

29. Are all eligible employees included on the parish Lay Employees’ Pension Plan? 

30. Have all eligible employees been offered coverage under Diocesan’s health  

insurance programs?     

31. Are all salary levels reviewed by the Parish Finance Council or its chairperson? 

32. Do you have any questions concerning payroll?     

 

INVESTMENTS 
33. Are Savings Passbooks and Money Market Accounts updated at least  
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Quarterly and in agreement with the quarterly report?   

34. For Account Investments – please list entries as of the end of month,  

immediately prior to questionnaire date and include 

_______________________________________________________ 

_______________________________________________________ 

_______________________________________________________ 

_______________________________________________________ 

 

35. Investments in affiliated organizations. Please use the attachment 

 to respond to this question.  

 

OTHER ASSETS 
36. List all other investment assets owned by the parish corporation, e.g., real estate, rental properties. 

 

INVESTMENT  COST BASIS CURRENT MARKET VALUE 
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AFFILIATED ACTIVITIES 

 
37. Does the parish conduct Bingo?  

a. If yes, how often?   __________________________  

38. Have you submitted your reports to the state in a timely manner? 

39. Do you pay all expenses timely?  

40. What is the frequency of transfer of Bingo proceeds to the parish general fund? 

___________________________________ 

41. Do you receive income from any of the following sources: 

a. Rental of Parish Hall? 

b. Rental of buildings (apartments, houses, stores, 

 offices, filling stations, etc.)? 

42. Does the amount of rent depend on the:  

a. tenants/income? (commercial rents only) 

i. If your answer is yes, what is the formula?   

________________________________________________________ 

________________________________________________________ 

________________________________________________________ 

________________________________________________________ 

 

b. Use of parking lot on weekdays or nights? 

c. Use of parking lot on weekdays or nights? 

d. From a business activity that could also be carried on by a commercial 

 establishment? 

e. Advertising in the parish bulletin? 

43. Are there any affiliated Parish organizations?  

(Holy Name, Sodality, Boosters, Home and School, Athletic Associations, etc.) 

a. If yes: 

i. Do they maintain their own checking or savings accounts? 

ii. Please include information in questions 10 and 31 on attached pages. 

iii. Do they conduct any fund-raising activities? 

- Bingo 

- Food Sales 

- Dances (regularly scheduled) 

- Other (please describe) 

______________________________________________________ 
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______________________________________________________ 

______________________________________________________ 

______________________________________________________   

44. If regularly (weekly or monthly) fundraising activities are conducted, is  

the Parish Federal Tax Exemption used? (This is the number given by the  

IRS to the parishes and listed in the Kennedy Official Catholic Directory.) 

a. Do they submit financial reports? 

b. Is the Pastor/Pastor Administrator listed as one of the signatories 

on the checking account?        

45. Are there bank accounts of affiliated Parish organizations that appear in the  

Parish’s annual financial report.     

46. Do the by-laws of the affiliated organizations establish a maximum amount of  

cash that may be kept as an operating fund?  

a. If yes, what is the amount? 

 

ORGANIZATION AMOUNT 

  

  

  

  

  

  

  

 

 

47. Do any affiliated organizations have investments? 

(Money market funds, savings accounts, CDs, etc.) 

a. If yes, include information in question 31. 

 

48. Are there any Parish, school, convent, or religious education center  

expenditures paid by an affiliated organization, directly?   

49. Has the Parish purchased a computer?      

 

 PARISHES WITH CEMETERIES 
 

50. Are cemetery records (perpetual care, lots, etc.) maintained in the: 

a. Rectory?        
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b. Cemetery office? 

c. In a safe or a locked fireproof cabinet? 

d. Are there any duplicate records stored at another location? 

i. If yes, where: 

______________________________________________________ 

______________________________________________________ 

 

PARISHES WITH TRUST FUNDS 

 
51. Do you have copies of wills or bequests to identify amounts reported as  

endowments (principal) funds and amounts available to be used for the  

intent of the gift?     

52. Have you ever had any bequests or gifts for a purpose that you were not  

able to fulfill within a five-year period? (For example, a gift that only the 

income could be used for education of a seminarian from your own Parish 

and there have not been any seminarians from the parish in the past five years.) 

53. Do you have any questions, problems or suggestions relating to the Diocesan  

accounting procedures that you would like to see addressed?   

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

 

  

Pastor/Pastor Administrator             Date 

 

 

Individual preparing questionnaire if not Pastor/Pastor Administrator                           Date 

Parish Finance Council Chair: 

Name:   

Address:   

City, ST:   
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Question #10. Who are the authorized signatories on the checking accounts, including the accounts of 

affiliated organizations? 

 

ORGANIZATION BANK ACCOUNT NO. SIGNATORS 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

 

Question #32. List entries of investments, including investments of affiliated organizations. 

 

INVESTMENT NO. SHARES OR FACE 

VALUE 

COST BASIS CURRENT MARKET 

VALUE 
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Business Office Assessment (Form) 

 

1. Parish/School Name: _____________________________________________________ 

2. Location (City): __________________________________________________________ 

3. Your Name: _____________________________________________________________ 

4. Date Completed: _________________________________________________________ 

 

 

Answer each question as thoroughly as possible, attaching additional documentation or lists, as 

necessary. 

  Item      Comments/Data    

_________________________________________             ________________________________ 

Banking 
Petty Cash. List stated balance, who maintains the  ____________________________ 
fund, who reconciles the fund and how often, who has  ____________________________ 

access to the fund, is it maintained on the parish books,  ____________________________ 

and where the cash is kept.  

 

Mass Stipend account balance, who maintains the fund,  ____________________________ 

who reconciles the fund and how often, who has  ____________________________ 

access to the fund, is it maintained on the parish books.  ____________________________ 

  

 

Parish credit cards. (Do not list the card numbers)  __________________________ 

list of all the authorized users, contact information  __________________________ 

for the credit card company and the credit limit.   __________________________ 

 

Parish debit cards. (Do not list the card numbers)  __________________________ 

list of all the authorized users, contact information  __________________________ 

for the bank account and explain why needed.    __________________________ 

 

Bank reconciliations. Who completes the reconciliation   

and when was it completed last, who reviews/approves.  __________________________ 

 

Investments  

List all investment accounts (by name only not by  ________________________ 

account number), authorized person for each account,  ________________________ 

purpose of the account, any stipulations, and are all  ________________________ 

accounts maintained on the parish books.  

 

Investment firms(s) names(s) and contact information.  ________________________   
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Fixed Assets  

Fixed asset listing      ________________________ 

 

Method of depreciation      ________________________ 

 

Is depreciation maintained on the parish books   ________________________ 

 

What is the current depreciation amount    ________________________ 

 

Loans 

List of all loans (using last four numbers of the account),  ________________________   

authorized person on account, maintained in the   ________________________ 

Parish books and purpose of the loan.    ________________________ 

 

General  

Business office staff, responsibilities, and contact  ________________________ 

information 

 

Location of financial records (both hard copies and  ________________________ 

digital copies) 

 

CPA involved, name and contact information   ________________________ 

 

Parish Federal ID number(s)     ________________________ 

 

Fiscal year start and dates     ________________________ 

 

Policies/procedures specific to Parish and location   ________________________ 

 

Diocesan record retention policy being followed and 

location of paper and digital records    _________________________ 

 

Who has access/keys to offices, halls, rectories, etc. 

location of keys and are all keys labeled as to what  

they are for       _________________________ 

 

Describe process for getting keys back upon 

termination (or changing locks/access codes)   _________________________ 

 

Provide a copy of the Chart of Accounts    _________________________ 

 

Parish Finance Council, names and contact information, 

meeting schedule, minutes records maintained where, 
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term limits and consecutive terms policy and date of last  

meeting       _________________________ 

 

Counters, names and contact information   _________________________ 

 

Cemetery Sexton, name and contact information, is 

it maintained on the parish books    _________________________ 

 

Describe online giving vendor and process for 

recording gifts (include user ids)     _________________________ 

 

Describe gaming activity, bank account information, license 

number (attach a copy), and signers on account   _________________________ 

  

Describe other activities requiring a license or permit 

and provide a copy of license     _________________________ 

 

Describe poverty or assistance request process, 

accounts involved, procedure for requests and 

approval process      _________________________ 

 

 

Describe any employee benefits provided locally 

(AFLAC, etc.) and provide contact information 

and contracts for the benefit provider     _________________________ 

 

List of Parish auxiliary groups (e.g., Altar Rosary 

Society), account information if any and if the parish  _________________________ 

gets and reconciles the account statement   _________________________ 

 

 

Computers and Software 
Provide a copy of the last 3 year’s budgets   ________________________ 
 
Provide a year-to-date annual report as of  

assessment date as well as the Diocesan account 

list report       ________________________ 

 

Financial statement preparation schedule 

financial statement review procedures    ________________________ 

 

Budget, when prepared, by whom and approval 

process        ________________________ 

 

Capital budget, when prepared, by whom and 
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approval process      ________________________ 

 

Internal audit, when completed     ________________________ 

 

List of tax returns filed, prepared by whom and  

where copies are kept      ________________________ 

 

Provide a list of restricted funds, purpose of the 

endowment and locations of documents about   ________________________ 

the endowment       ________________________ 

 

Describe the process of getting donation statements 

to donors at tax time      ________________________ 

 

Attach last audit and how recommendations have 

been addressed       ________________________ 

 

Describe annual events or fundraisers you hold/conduct  ________________________ 

 

Describe most challenging financial issues facing 

the Parish       ________________________ 

 

 

Vendors and Expenses  
Utility company list of account numbers with  
locations       _________________________ 
 

1099 vendors, who prepares documentation   _________________________ 

 

Does the Parish make on-line payments or have 

ACH? List the vendors paid on-line or ACH, their 

website, user ids to access the site, and indicate if 

the payment is automatic or initiated for each 

payment.       _________________________ 

 

Location of vendor contracts     _________________________ 

 

List of contracts up for renewal in the next 3 

months        _________________________ 

 

List of contracts that auto renew    _________________________ 

 

Expense reporting and travel reimbursement 

policies        _________________________ 
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Property  

List all Parish property, (compare to and use the 

CMG ledger sheet)      _________________________ 

 

List properties where the Diocese is not titled as 

the owner       _________________________ 

 

List any rental properties, leases, or agreements.  _________________________ 

 

Other property holdings      _________________________ 

 

 

 

Legal  

Lawyer, name and contact information    _________________________ 

 

Pending litigation      _________________________ 

 

Describe any theft or financial impropriety within  _________________________ 

the last 5 years 

 

Describe areas where the Parish is not in compliance 

with Parish or Diocesan policies and procedures   _________________________ 
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Inventory    

For a Parish with a bookstore or internally managed food service. Tracking the receipt, movement, and 
stock levels of inventory is key to controlling expenses. At a minimum, a physical inventory should be 
performed monthly to reconcile the general ledger with the physical inventory records. Count sheets and 
reconciliation worksheets should be maintained by the Parish. Inventory should be stored in a secure 
place to lessen theft and loss. The employee receiving the inventory must count the inventory and 
reconcile to the packing slip or blind purchase order (no dollar amounts). Then, the employee must sign 
the slip, date it and forward to the finance office.  

Month-End Closing Checklist  

A monthly checklist is a list of things to do to “close the books” such as perform account reconciliations 
and maintain consistency and comparability before financial statements are prepared.  
 

• All bank accounts are reconciled 

• All investment accounts are reconciled 

• All cash, checks and credit card receipts are posted  

• All payroll periods have been recorded  

• Vendor invoices have been posted 

• Credit card disbursements have been posted  

• Customer/Student invoices have been posted 

• Bank fees have been posted 

• Credit card receipt fees have been posted 

• Prepaid expenses, accrued expenses (accrued payroll) 

• Depreciation expense/standard journal entries 

• Inventory reconciled 

• Petty cash reimbursement  

• Reconciling donations between donor software vs the general ledger 

• Reconciling student tuition between school software vs the general ledger  

Payroll   

Payroll is processed by a third party, Paylocity. The related payroll journal entry, related benefits and tax 
liabilities should be recorded in the general ledger after each pay period within five business days. The 
parish will employ two types of individuals: clergy and lay employees. Clergy are not subject to Social 
Security or Medicare, while lay employees are subject to these provisions. All parishes and pastorates 
should have a copy of “Income Taxes for Priests Only” for a reference guide.  
 

The Priest Compensation Policy is updated annually by the Vicar of Clergy. Those Guidelines can be 

viewed at  https://dol-in.og/documents/2021/PriestCompensationPolicy 

 

https://dol-in.og/documents/2021/Priest
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Salaries and other compensation for individual parish employees should be approved by the Pastor 

and/or Finance Committee, Chancery Human Resource, and documented. Compensation levels should 

be determined using the fiscal parameters established at the beginning of the budget process and in 

concert with Chancery Human Resource. The percentage level of increase or decrease from previous 

levels and the resultant salary should also be documented. This will provide adequate support of the 

amounts being paid. For schools, the teachers' contracts provide the support. While salary levels are 

approved at a general level by the Parish Council, the sensitive nature of salary information requires that 

individual salary information not to be disclosed in any public forum. 

 

Regular payroll, part-time, and independent contractors should prepare some type of time report and 

be approved by their supervisors. The purpose of this review is to ensure that payroll has been prepared 

properly and is reasonable considering parish and school operations. All parishes use Web Time within 

Paylocity to record time for full-time and part-time employees. However, independent contractors 

should submit an invoice for a time report.  

 

Payroll reports generated by Paylocity such as earnings registers, all related tax filings to federal and 
state agencies, should be maintained by the parish in accordance with the Record Retention Policy. The 
Chancery communicates the COLA each year, as well as the increases for the priests. 

Travel Expense Guidelines  

Employees traveling out of town on Diocese business shall be reimbursed for actual expenses including 
transportation (coach airfare) up to the maximum IRS per diem rates and IRS auto mileage 
reimbursement rates in effect at the time of travel. It is the policy of the Diocese that there is no 
reimbursement for alcohol during travel (with the exception of pre-approved large fundraising events or 
other pre-approved gatherings). (Please see Employee Expense Reimbursement Form) 

Petty Cash  

A petty cash fund provides an amount of cash set aside for the purpose of making immediate small 
expenditures such as freight or postage. A petty cash fund may be established for various functions such 
as the bookstore, cafeteria, parish, or school office. A petty cash fund must be established with a 
definite amount of cash. Limits should be established for individual disbursements as well. Vouchers are 
used to support each disbursement. Petty cash must not exceed $ 200. Petty cash should be replenished 
by making out a check to a person (e.g., Mary Smith, Agent for [name of parish] or John Jones, Cashier of 
the Petty Cash Fund) and not to cash. Petty cash is never to be replenished using cash received in the 
Mass collections.  There must be written approval from the Chancery CFO for a petty cash account of 
more than $ 200.  

Purchasing  

Each Parish should designate an individual(s) who is authorized to order supplies and place orders on 
the Parish's behalf, including contracts for maintenance, repairs, and construction. Each Parish should 
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have a written designated list of approvers with Chancery’s dollar amounts, types of expenditures, and 
the flow process from request to receipt. Before authorizing expenditures, the Parish’s budget should be 
reviewed to ensure that the expenditure had been budgeted. Vendor invoices, packing slips and other 
support for all disbursements should be maintained by the Parish finance office.  
 

If a purchase request exceeds the line item in the budget, line items may be moved within the approved 

budget, but the Pastor, Principal or Director of Operations must approve the change. If a purchase request 

will result in an increased additional appropriation for an approved budget, the Parish Finance Council 

must approve the increase in the budget. 

Purchasing Guidelines 

• Purchases of goods and services are made only after review, documentation, and approval. 

• Competitive bids means requests for bids are used whenever they can be effective.  

• Negotiation is used whenever it can be effective.  

• Technical assistance is sought from disinterested experts whenever it can be effective. It may be 

advantageous to hire a consultant when purchasing or contracting for items like employee 

benefits or computer systems. 

• Staff responsible for the purchasing process have a level of training and experience appropriate 

to the type and amount of the purchase and the level of negotiating required.  

• When making purchase decisions, the use of funds and personnel time is appropriate to the 

total amount of the purchase.  

• The Parish recognizes community considerations in its purchasing activities. 

• A Parish may also want to establish a consumer credit card at stores such as Walmart or Home 

Depot. The number of cards should be limited to maintenance staff, office manager, and/or 

school staff. An individual card should have a limit of $ 1,000 and a total card in aggregate of no 

greater than $10,000.  

 

Purchase discounts should be used whenever possible. After invoices have been properly approved, 

checks or ACH payments with the appropriate supporting documentation should be given to authorized 

approver(s) for review and signature. In the normal course of operations, a Parish may find it 

advantageous to set-up automatic electronic payments with their banking institution for reoccurring 

expenses such as utilities.  
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ACCOUNTING REQUIREMENTS 
 
To achieve the goal of consistent financial accountability, it is necessary to establish standards for 
accounting policies and procedures. It could be said that the standards that apply to business may not 
apply to institutions, or to churches and church-related organizations. However, there have been several 
efforts that have produced and refined the guidance as to appropriate accounting standards for religious 
organizations.  

Investment Pool - Central Bank Deposit Fund 

The Central Bank Deposit Fund (CBDF) is designed to assist and support Parishes, schools, and 
Diocesan agencies in the management of their funds. Currently, the Chancery does not provide 
loans. 
 

• Each Parish and non-incorporated Diocesan Agency is encouraged to deposit their 

investment funds in the CBDF. Investment funds are defined as all funds exceeding that 

which is needed to operate the Parish or Agency for a three-month period. This 

includes checking account funds, all ordinary savings funds, gifts (restricted, 

designated, and undesignated), building campaign funds, special purpose funds, as well 

as Parish activity, social and ministry funds. 

• Depositing funds with the CBDF fall into the equity category of the Parish Investments. 

The Diocesan Investment Strategy is included in this manual.  

 

The Parish funds are invested according to the same investment strategy used by the 

Chancery for its investments. The stock investment decisions of the Chancery are chosen for 

compliance with the Socially Responsible Investment Guidelines published by the US 

Conference of Catholic Bishops.  

 

The guidelines may be viewed on the Conference’s website at 

https://www.usccb.org/about/financial-reporting/socially-responsible-investment-

guidelines. 

Deposits and Withdrawals 

Deposits and withdrawals of funds from the CBDF can be made at any time. The withdrawal of 
funds is available within 24 hours of notice. Advance notice of withdrawals is appreciated and will 
be necessary for requests more than $100,000.  
 

Deposit checks must be sent to the Chancery, Attention: controller. The approval and signature of 

the check must follow the check amount guidelines along with the necessary two signature 

requirements. An ACH transfer is also acceptable with the same check guidelines. Please contact 
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the Chancery controller to obtain the necessary account information for facilitating the transfer of 

funds by ACH. The minimum amount of the deposit is $1,000.  

 

The request for a withdrawal is to be sent to the Chancery controller. The approval of the 

withdrawal must be approved by the Pastor and the Director of Operations. The minimum amount 

of the withdrawal is $5,000. Again, the method of transfer may be determined by Parish.  

Central Bank Accounting – Chancery  

Each month, the Chancery controller downloads the statements from the investment firms.  First, 
the controller ensures that any transactions involving the pooled investments have been properly 
accounted for - that is, any deposits or withdrawals from Parishes or other sources have been 
properly recorded.  Then the controller loads the net investment income from the statements into 
the Chancery’s Allocation Management Module within the accounting software and the Module 
automatically allocates the net investment income to all the Chancery funds, including the Parish 
funds, seminarian funds, other funds the Chancery maintains, and the general Chancery fund. 
 

Letters are sent quarterly to the Parishes with earning amounts and investment return.  Interim 

data may be available but is not sent in a formal letter.  It may be obtained by contacting the 

Chancery controller.  Because of the allocation timetable, information is only available as of the end 

of each month, well after month-end.  

Central Bank Accounting – Parish 

When a deposit is sent to the Chancery, an investment account will be created and/or an entry will 
be made to record the activity: 

Investment Account  Debit 

Bank Account   Credit 

 

When a withdraw is made or money received, an entry or deposit will be made to record the activity: 

 Bank Account   Debit 

 Investment Account  Credit 

 

Each quarter, when the letter is received by the Parish or non-incorporated Agency, an entry will be 

made to record the investment income or loss and the investment fees to the investment account: 

Investment Account  Debit (Income) or Credit (loss) 

Investment Income  Credit (Income) or Debit (loss) 

Investment Fees  Debit 

 

 The investment account balance will be the balance of the fund noted in the letter.  
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Central Bank Activity Request (Form) 
 

 

 

Parish Name, School Name, or Retreat Center 

 

Central Bank Fund #_______ 

 

Amount to be deposited $_______________ 

 Check enclosed    Paid via ACH   

 

Amount to be withdrawn $_______________ 

 Paid via Check   Paid via ACH   

 

Approved by: 

 

 
Pastor signature 

 

 
Director of Operations signature 

 

_____________________________                            ______________________ 

Date received by Controller     Date processed by Controller 

DIOCESE OF LAFAYETTE-IN INDIANA 

CENTRAL BANK ACTIVITY REQUEST 
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Conflict of Interest 

This applies to each Parish advisory council members, clergy, staff, certain volunteers, and at times, 

parishioners. A volunteer is covered under conflict of interest if that person has been granted significant 

independent decision-making authority with respect to financial or other resources of the Parish. 

Persons covered under this conflict of interest are hereinafter referred to as “interested parties.”  Please 

see diocesan policy “3500 THE CONFLICT OF INTEREST POLICY.” 

Definition  

A conflict of interest may exist when the interests or concerns of an interested party may be competing 

with the interests or concerns of the Parish. There are a variety of situations that raise conflict of 

interest concerns including, but not limited to, the financial and other interests addressed below. 

Financial Interests  

A conflict may exist when an interested party, or a relative or business associate of an interested party, 

directly or indirectly benefits or profits because of a decision made or transaction entered by the Parish. 

Examples include situations in which: 

• The parish contracts to purchase or lease goods, services, or properties from an interested 
party or from a relative or business associate of an interested party. 

• The Parish purchases an ownership interest in, or invests in, a business entity owned by an 
interested party or by a relative or business associate of an interested party. 

• The Parish offers employment to an interested party, or to any relative or business 
associate of the interested party, who was not already employed by the Parish. 

• An interested party, or a relative or business associate of an interested party, is provided 
with a gift, gratuity, or favor of a substantial nature, from a person or entity which does 
business, or seeks to do business, with the Parish. 

• An interested party, or a relative or business associate of an interested party, is 
gratuitously provided use of the facilities, property, or services of the Parish. 

Other Interests 

A conflict may also exist where (1) an interested party, or a relative or business associate of an 

interested party, obtains a non-financial benefit or advantage that he or she would not have obtained 

without his or her relationship with the Parish, or (2) his/her duty or responsibility owed to the Parish 

conflicts with a duty or responsibility owed to some other organization. Examples include situations in 

which an interested party seeks to: 

• Obtain preferential treatment by the Parish for him or herself, or for a relative or business 
associate or other organization. 

• Make use of confidential information obtained from the Parish for his or her own benefit, 
or for the benefit of a relative, business associate, or other organization. 
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• Manipulate an opportunity within the Parish to enable him or herself, or a relative, 
business associate, or other organization to benefit inappropriately. 

Disclosure of an Actual or Potential Conflict of Interest  

The interested party is under an obligation to disclose any actual or potential conflict of interest as soon 

as it is known or should be known.   Some councils (parish finance councils) are annually required to file 

a conflict of interest form. 

 

A questionnaire should be given to the interested party to disclose material facts fully, and completely, 

about any actual or potential conflict of interest. The disclosure statement should be completed at the 

onset of his or her association with (name of parish) and should be updated annually thereafter. If an 

actual or potential conflict arises, an additional disclosure statement should be filed. 

 

For council members, the disclosure statements should be provided to the chairperson of the council in 

question, or in the case of the chairperson’s disclosure, statements should be provided to the 

chairperson of the pastoral council or the chairperson of the Parish Finance Council (choose one). Copies 

are also provided to the Pastor of the Parish. Conflicts must be discussed in Council meetings.  

 

In the case of staff or volunteers with significant decision-making authority, the disclosure statements 

shall be provided to the chairperson of the Parish Finance Council. 

Specific Procedures for Addressing Conflicts of Interest 

Where an actual or potential conflict of interest exists between the parish, school or office and an 

employee or volunteer, the proposed action or transaction shall not be acted upon until it has been 

approved by the disinterested members of the Parish Finance Council. The following procedures apply: 

 

• An interested party who has an actual or potential conflict of interest with respect to a 
proposed action or transaction of the Parish shall not in any way participate in, or be 
present during, the corresponding deliberations and decision making of the Parish. The 
interested party may, upon request, be available to answer questions or provide material 
information about the proposed action or transaction. Therefore, people with conflicts of 
interest must abstain from the vote.  

• The disinterested members of the Parish Finance Council may approve the proposed 
action or transaction upon finding that it is in the best interests of the Parish. The council 
shall consider whether the terms of the proposed action or transaction are fair and 
reasonable to the parish and whether it would be possible, with reasonable effort, to find 
a more advantageous arrangement with a disinterested party or entity. 

• The disinterested members of the Finance Council shall vote to approve the proposed 
action or transaction at a meeting which fulfills quorum. No interested parties shall be 
counted for purposes of determining whether a quorum is present or for purposes of 
determining what constitutes a majority vote of council members in attendance. 

• The meeting minutes shall reflect (1) when a conflict disclosure is made, (2) when a vote is 
taken, and (3) whether the interested party participated in or abstained from the vote. 
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Violations of Conflict-of-Interest 

If any of the Parish Finance Council has reasonable cause to believe that a responsible individual has 

failed to disclose information or if the individual refuses to complete the disclosure statement, the 

council will contact that person and request an explanation. If, after hearing the responses and 

conducting further investigation, it is determined that the individual has failed to disclose information or 

has failed to complete the disclosure statement, the council, in consultation with the pastor, will take 

appropriate disciplinary action.  
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Annual Affirmation of Compliance and Disclosure Statement 

 

I have received and carefully read the Conflict-of-Interest Policy and 
accounting manual for council members, staff, and volunteers of (name of 
parish) and have considered not only the literal expression of the policy but 
also its intent. By signing this affirmation of compliance, I hereby affirm that I 
understand and agree to comply with the Conflict-of-Interest Policy. 

 
Except as otherwise indicated in the Disclosure Statement and attachments, if 
any, below, I hereby state that I do not, to the best of my knowledge, have 
any conflict of interest that may be seen as competing with the interests of 
(name of parish) or the Diocese, nor does any relative or business associate of 
mine have such an actual or potential conflict of interest. 

 

If any situation should arise in the future that I think may involve me in a 
conflict of interest, I will promptly and fully disclose the circumstances to the 
chairperson of the parish finance council of (name of parish) or to the pastor 
as applicable. 

 
I further certify that the information set forth in the Disclosure Statement and 
attachments, if any, is true and correct to the best of my knowledge, 
information, and belief. 

 
 
 

              ____________________________________________________________________   
Name (Please print) 

 
 
   ____________________________________________________________________ 

Signature Date 
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DISCLOSURE STATEMENT 

Please complete the questionnaire below, indicating any actual or potential conflicts of interest. If you 
answer “yes” to any of the questions, please provide a written description of the details of the specific 
action or transaction in the space allowed. Attach additional sheets as needed. 

 
Financial Interests - A conflict may exist where an interested party, or a 
relative or business associate of an interested party, directly or indirectly 
benefits or profits because of a decision made or transaction entered by the 
Parish. 

 
Answers should reflect the past twelve months: 

 
Has the Parish contracted to purchase or lease goods, 
services, or property from you, or from any of your 
relatives or business associates? 
If yes, please describe: 

Has the Parish purchased an ownership 
interest in, or invested in, a business 
entity owned by you or by any of your 
relatives or business associates? 
If yes, please describe: 

Has the Parish offered employment to you, or to any of 
your relatives or business associates, other than a person 
who was already employed by the parish? 
If yes, please describe: 

Have you, or have any of your relatives or business 
associates, been provided with a gift, gratuity, or favor, of 
a substantial nature, from a person or entity which does 
business, or seeks to do business, with the Parish? 
If yes, please describe: 

Have you or any of your relatives or business 
associates been gratuitously provided use of the 
facilities, property, or services of the Parish? 
If yes, please describe: 

[Add additional examples, if any] 

 Yes 

 No 

 
 Yes 

 No 

 
 

 Yes 

 No 

 
 Yes 

 No 

 
 Yes 

 No 
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Other Interests - A conflict may also exist when an interested party, or a 
relative or business associate of an interested party, obtains a non-financial 
benefit or advantage due to his or her relationship with the parish, or when 
his or her duty or responsibility to the parish conflicts with a duty or 
responsibility owed to some other organization. 

 

Answers should reflect the past twelve months: 

 
Did you obtain preferential treatment by the Parish 
for yourself, or for any of your relatives or business 
associates? If yes, please describe: 

 

Did you make use of confidential information obtained 
from the Parish for your own benefit or for the benefit 
of a relative, business associate, or other organization? 
If yes, please describe: 

 

Did you manipulate an opportunity that you believed to 
be of interest to the Parish to enable yourself, a relative, 
business associate, or other organization to benefit 
inappropriately? 
If yes, please describe: 

 

 

 Yes 

 No 

 

 Yes 

 No 

 

 

 Yes 

 No 
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Credit Cards 

If given permission from the Pastor, the business manager/controller, principal, and some department 
heads may apply for a credit card. The employee of the Parish/School must be a full-time regular 
employee. The employee may apply to the Parish/school finance office for use of a credit card. If this is 
done, the Pastor of the parish or administrator of the school or agency shall be the only authorized user 
of the card; with the advice of the parish finance council, there may be limited access to others. Debit 
cards shall not be used by parishes, schools or agencies. The parish, school or agency credit card shall 
only be used where it is not appropriate or convenient to issue a check. The parish, school or agency 
credit card shall never be used for personal expenses or for ATM transactions or for cash advances. The 
credit card balance shall be paid monthly on or before the due date as shown on the statement. 
Revolving credit is not allowed. Entities shall never provide credit card numbers to unknown individuals 
or organizations. 
 
To be eligible for a Parish credit card, the employee must demonstrate he/she travels frequently in the 
course of his/her duties or purchases significant amounts of goods and services for the Parish that 
requires the use of a credit card. Failure to abide by the following rules may result in cancellation of the 
credit card, and disciplinary action. 
 
The requirements of having use of a Parish/school credit card are as follows: 
 

• The cardholder will not obtain cash advances, bank checks, traveler’s checks, or electronic cash 

transfers for expenses other than those related to Parish business. The misuse of the card will 

result in its cancellation and possible disciplinary action.  

• The cardholder must save all receipts used by the cardholder for his/her monthly credit card 

reconciliation so the Parish Business Manager can reconcile the card.  

• Each cardholder will receive a monthly statement from the credit card company. Please attach 

all receipts to the credit card reconciliation sheet, indicate the general ledger account to be 

charged for the expense, and return all documents to the finance office. This should be done 

within one week of the cardholder receiving the statement. Repeated failure to complete the 

credit card reconciliation in a timely manner will result in cancellation of the card.  

• Common general ledger account codes (specific codes may apply so reference budget) are:  

o Meals & Meetings 

o Travel 

o Office Supplies 

o General Supplies (cleaning & maintenance supplies, etc.) 

o Small equipment (< $1,000) 

o Postage & Delivery Charges 

o Dues & Subscriptions 

o Internet & Web Fees 

o Books & Publications 

o Retreats, Conferences & Seminars 

o Maintenance & Repairs 

• Proper permission must be obtained for all expenses prior to a credit card charge for another 

department and must remain within the budget amounts.  
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• Receipts for in-store purchases must be original and submitted with the reconciliation. If you 

wish to keep copies for your records, that is acceptable.  

• Receipts for on-line purchases should be printed and attached to the statement.  

• Do not allow anyone else to use your credit card. Cardholders are responsible for all purchases. 

Limits for a check also apply to credit card purchases.  

• Report a lost or stolen card immediately to the accounting/finance office. 

• The cardholder must keep the card in a secure location. 

• Statements should be mailed to the parish address. 

• Debit cards are not allowed.  

Loans 

A Parish, School, or Agency shall not borrow an amount of money from a person or entity other than the 

Diocese of Lafayette without the written consent of the Bishop or his designee. 

The Parish, school or agency will complete and submit all the forms and attachments required by the 

lending agency. The Parish, school or agency must as a matter of diocesan procedures and canon law 

present its request to the Bishop in writing stating in detail: 

• the amount to be borrowed, 

• the reason for the loan, 

• the identity of the lender, 

• the collateral or security demanded,  

• the amount of its total indebtedness,  

• whether the parish, school or agency is in debt to the Diocese for assessment or 
insurance payments,  

• other relevant information 

• a list of any, and all loans entered into by the Parish, School or Agency, especially 
with the same person or entity over the past eighteen months.  

 The request must also include a copy of the proposed promissory note, parish loan 

acknowledgment agreement or similar form and a copy of the mortgage or security 

agreement, if any. 

A Parish, School or Agency shall not lend money to an individual or entity without the 

permission from the Bishop. 
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Employee Business Expense Reports 

Approval and Responsibilities 

Employees are required to review trip plans, meetings, or travel with their supervisor/department head 
prior to planning the trip or committing to any expense. There needs to be sufficient funds in the budget 
to pay for the expenses. Employees are required to obtain supervisory approval for their expense 
reports. It is the responsibility of each employee to understand and comply with the business expense 
requirements prior to submitting expenses for payment. Any questions or guidance should be directed 
to the employee’s supervisor. Periodic audits will be conducted on expense reports for compliance with 
requirements. 
 
By signing an expense report form, an employee is representing that the expenditures incurred are in 
accordance with requirements.  The completed and signed expense report form with the required 
documentation and receipts should be forwarded to the Parish finance department for processing. 
 
Expense reports should be submitted monthly unless the amount due to the employee is $300 or 
greater to warrant more frequent submissions. Upon submission of a proper expense report, employees 
will be reimbursed by ACH or check for ordinary and necessary expenses incurred while on Chancery, 
parish business (as described elsewhere herein). 

Documentation Requirements 

A daily record of expenses is required. All items listed on the expense report must show the date, 
location (city and state) and purpose. Receipts must be attached for individual meals, entertainment, 
lodging, auto rental, cab fare and commercial travel. Although receipts are not always readily available 
for individual miscellaneous expenditures (gratuities, parking, baggage handling, etc.), employees are 
encouraged to submit receipts whenever possible. Original receipts are required for processing. 
 
Additional requirements unique to a particular type of business expense are detailed in the appropriate 

sections as follows: 

Expenses Charged to Diocese, Parish, or School by an Employee 

Certain expenses may be paid directly by the Parish on behalf of the employee. Examples include such 
items as airline tickets, rental cars, leased vehicles, hotel deposits and seminar registration. The fact that 
certain allowable business expenses may be paid directly by the Parish does not relieve an employee 
from complying with the substantiation requirements of these expense requirements. Original receipts, 
airline tickets and other supporting documentation should be forwarded to the appropriate office with 
any invoice or credit card statement for processing.  
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Lodging 
Receipts must substantiate lodging expense. When a guaranteed reservation is made and the employee 
has a change of plans, every reasonable effort should be made to cancel the reservation on a timely 
basis. 

Transportation 

Every effort should be made to use the lowest priced transportation available. Reimbursement will be 
made for the following modes of transportation: 
 

• Commercial airline travel will only be reimbursed for coach class unless approved in advance of 

booking by the department head and CFO. 

• Rental cars - additional insurance must not be purchased. If proof of coverage is required, 

Catholic Mutual can provide an Evidence of Coverage form. 

• Personal auto usage for travel required for in service to the church (Parish, Chancery, and other 

church-related business) will be reimbursed at the prevailing IRS mileage rate. The mileage 

reimbursement rate covers all vehicle expenses including gas, insurance, and depreciation.  

Mileage for one’s commute to work (from home to work) is not reimbursed. 

• Cost of a taxi or a bus to hotel or airport from place of business or residence has exceptions as 

follows: 

o Local commuting mileage costs between residence and work location are 
disallowable business expenses 

o Business travel to place of departure more than local commuting mileage is an 
allowable expense.  

Please review the Guidelines at https://www.irs.gov/publications/p463 

 

https://www.irs.gov/publications/p463
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Meals 

Business meal expenses must be related to business and incurred under circumstances conducive to a 
business discussion. A restaurant, hotel, dining room or similar place would be considered conducive to 
a business discussion. Reimbursement will be made for the actual cost of meals, including reasonable 
gratuities. Please observe the following: 

• Meals can be expensed only when away from home overnight on Diocesan business. 
Meals are not reimbursable when doing a day trip, for example to visit a parish or school 
for a few hours. 

• Meals can be expensed when served as an integral part of formal meetings, seminars, etc. 

• Alcohol is not a reimbursable expense; not for the Diocesan employee nor for others the 
employee may be entertaining during travel or meals. (there are exceptions for pre-
approved large fundraising events or other pre-approved gatherings). 

• Only meals are reimbursable. In-between meal snacks, coffee break drinks, etc. are not 
meals and do not qualify as reimbursable. 

Business Entertainment 

General 

Expenditures for entertaining individuals, other than employees of the Diocese, must be ordinary and 
necessary to be allowable and must meet Diocesan standards for appropriate business conduct. The 
person(s) must have an influence on Diocese business or business activities and their entertainment 
should be “direct” or “associated” as defined in the following paragraphs.  Alcohol may not be 
reimbursed if consumed while entertaining individuals (with the exception of pre-approved large 
fundraising events or other pre-approved gatherings). 

Directly Related Entertainment 

Entertainment expense is related to the Diocese or Parish if the employee is actively engaged in a 
business meeting, negotiation, discussion, or other bona fide business activity, other than the 
entertainment itself. 

Associated Entertainment 

Entertainment directly preceding or following a substantial and bona fide business discussion is 
associated with the active conduct of business and is reimbursable. The entertainment should occur on 
the same day the business associate arrives from out of town, on the day before or the day after the 
business discussion. 

Documentation Requirements 

When reporting entertainment, the following items should be shown on the expense report form: 

• Date 

• Name and address or location of restaurant or other facility. 



 

Page|  67 

• The name, title, and company of the person(s) involved. When expenses are incurred for 
many people as a particular group or individuals, the group itself may be identified rather 
than the individual participants. 

• Business reason - the nature of the expected business benefit to be derived. 

• If associated with entertainment, list the date, duration and location of the related 
business discussion or activity. 

• List the amount of each expenditure, separately.  

Miscellaneous Expenses 

Costs incurred for items of a business nature not provided for above (such as postage, service gratuities, 
small supplies on an emergency basis, etc.) should be included on the expense report and have the 
proper documentation attached. 
 
Purchases of miscellaneous supplies, software or computer hardware should be purchased through the 
appropriate department and not included on employee expense reports. Exceptions must be approved 
by the department director, Pastor, or principal.  

Business Gifts 

Gifts will not be reimbursed in an expense report. If an employee would like to give a gift, the proper 
check request must be completed, approved by department director, and forwarded to finance office.  

Expenses of Spouse 

Travel and related expenses of a spouse are disallowed. Travel expenses for spouses and dependents 
related to relocation are addressed in a separate Human Resource Manual. 

Dues of Professional or Technical Organizations 

Dues paid by department directors for pre-approved and budgeted memberships in professional or 
technical organizations are reimbursable and, if not directly paid by the Chancery or Parish, should be 
itemized on the expense report and substantiated by receipts. 

Training, Conferences and Seminars 

Registration fees or similar expenses for approved training courses, conferences, seminars, and 
conventions are reimbursable if approved by the department director. 

Donations or Contributions 

Donations or contributions are not reimbursable expense items.  

Relocation of Employees 

Reimbursement of expenses incurred in relocating are to be processed through the Human Resource 
Department under a specific HR requirements and should not be on an expense report. 
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Expense Advances 

Cash advances for employee travel are not provided. Employees regularly travelling on Diocesan 
business are encouraged to personally obtain a widely accepted credit card. Any interest charges 
incurred are considered personal expenses and will not be reimbursed to the employee. Exceptions to 
this need approval from the Pastor, principal, or CFO. 

Non-reimbursable Expenses 

• Meals with persons that have no direct business purpose. 

• Alcoholic beverages for the employee or guests (with the exception of pre-approved large 
fundraising events or other pre-approved gatherings). 

• Between mealtime snacks, drinks and coffee. 

• Expenses at any venue that has the potential to reflect negatively on Catholic beliefs, traditions, and 
values, or any location that excludes individuals based on race, gender, etc. 

• Unreasonably costly expenditures (e.g., meals at inappropriately expensive restaurants). 

• Electronic devices (e.g., tablets, mobile phones, pagers, daily organizers, and other personal digital 
devices). 

• Fees to connect electronic devices to the internet or any network. 

• Annual credit card fees, late fees or finance charges. 

• ATM fees incurred in town or out of town. 

• In-room movies or video games. 

• Laundry and dry cleaning for travel requiring fewer than five consecutive nights away from home. 

• Personal newspaper and magazine subscriptions. 

• Traffic tickets, parking tickets, car washes, oil changes, and other maintenance or repair services for 
personal or rental cars. 

• Thefts of personal property from an automobile, hotel room, or office being used on business. 

• Damage to an automobile being used for business. 

• Travel life insurance. 

• Airline upgrades. 

• Apparel purchases (business or casual). 
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Employee Expense Reimbursement (Form) 

Name:_________________________    Department:________________________ 

 

Mileage 

Date Location Function Miles 

    

    

    

    

    

    

    

    

    

    

    

    

    

 
Total Mileage_______x .56 (current rate) = $_____________________ 
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Meals 

Date Location Function Cost 

    

    

    

    

    

    

    

    

    

    

    

    

    

 
Total Meals Amount = $________________________ 
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Other Miscellaneous Expenses 

Date Location Function Cost Account # 

     

     

     

     

     

     

     

     

     

     

     

     

     

 
Total Amount = $________________________ 
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Expense Account Worksheet 

 $ Account # 

Total Mileage Expenses   

Total Meals   

   

Break Out Miscellaneous (by expense):   

Total Conf/Retreat (hotel, meals, cab fare, parking)   

Total Office Supplies   

Total Sundry Expenses   

Total ________________________   

Total ________________________   

Total ________________________   

Total ________________________   

 
Total Amount to be Reimbursed = $________________________ 

 
 
 
 

Authorization By: _____________________________ 
 

Check Payable To: _____________________________ 
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Parish Finance Council Foundational Document 

“In each parish there is to be a finance council which is governed, in addition to universal 
law, by norms issued by the diocesan bishop. And in which the Christian faithful, selected 
according to these same norms, are to assist the pastor* in the administration of the goods of 
the parish, without prejudice to the prescript of canon 532 (i.e., the Pastor represents the 
Parish in all juridic affairs).” Code of Canon Law1, canon 537. This consultative body is called a 
parish finance council. 

 

Each parish must have a parish finance council. Please review diocesan policy 2000 – THE 
PARISH FINANCE COUNCIL for additional requirements by the bishop.  In the spirit of Uniting 
in Heart, parish finance councils within a pastorate may collaborate and plan some aspects of 
parish and pastorate finances, but there is not to be a pastorate finance council. 

Purpose  

Provides advice and guidance to the pastor in the administration of parish assets, which 
includes, but is not limited to schools, cemeteries, scout troops, alter/rosary societies, 
booster clubs, etc. 

Develops appropriate procedures for budget preparations (such as meaningful involvement by 
ministry program directors), reviews budgets initially prepared by staff, provides 
recommendations concerning the parish budget and any budgets for extraordinary 
expenditures (additional appropriations), and comments on consistency between the 
budget and the parish’s plans. 

Reviews financial statements of the parish and has a right to review any source documents 
related to parish finances and works with the staff to design reports and ensure the 
reports are timely and accurate. 

Monitors the financial condition of the parish, including regular financial reviews/audits as well 
as the internal financial controls by following the recommendations in the audit/review.  
This includes identifying any financial irregularities, concerns, or opportunities. 

Oversees short- and long-term investments unless there is a separate investment committee. 
Reviews any indebtedness of the parish and assists the pastor in fulfilling his obligations under 

canon 1284.5 (“pay the interest on a loan or mortgage when it is due and take care that 
the capital debt itself is repaid in due time”). 

Reviews the terms and conditions of major grants and contracts. 
Advises the pastor and other appropriate staff on financial priorities and information systems. 
Checks that financial guidelines established by the chancery (such as establishing a reserve 

fund or minimizing checking accounts, etc.) are adhered to and recommends additional 
guidelines as needed. 

Advises the pastor on limits the staff can spend before having to consult with the parish 
finance council; these are limits that determine what payments must go before the finance 
council for approval and is often set to $5,000. 

Helps in the formulation and communication of an annual financial report to the parish 
community as required by canon 1287.2. 
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Helps in the formulation and communication of an annual financial report to the bishop via the 
diocesan chief financial officer. 

If not provided by the chancery office, recommending the auditor, working with the auditor, 
receiving the auditor’s report, and responding to its recommendations, unless there is a 
separate audit committee. 

Range of Responsibility  

The Council is the consultative body in all parish financial matters, except to the extent limited 
by church or civil law or diocesan policy/norms. 

If the pastor judges a recommendation to be outside the limits set forth in canon 537, the 
pastor may withhold implementation, providing the council with a rationale. The council 
may take recourse to the Office of the Bishop, or one appointed by the bishop, for 
clarification or arbitration. Any decision regarding the recourse is final. 

If any member of the council interprets an action of the council to be outside the limits set 
forth in canon 537, the member shall present the interpretation no later than the next 
meeting of the council and ask for reconsideration. 

In any case where reconsideration has failed to resolve the matter, any council member may 
then take the matter to the Office of the Bishop or one appointed by him, for clarification 
or arbitration. Any decision resulting from such recourse is final.  

Confidentiality is essentially a duty not to speak about council matters to non-council 
members or share council materials with non-council members unless authorized to do so 
by the pastor; and therefore confidentiality is an essential responsibility of council 
members. 

Membership  

Members are appointed by the pastor for 3-year terms and may be reappointed and serve a 
maximum of 2 consecutive terms.  A member’s appointment may be terminated by the 
pastor/parochial administrator 

The council is comprised of not less than 3 members, and not more than 9 members, excluding 
ex-officio or non-voting guest members.  The members, who are people of impeccable 
integrity, are invited and appointed by the pastor, although anyone from the parish can 
volunteer to serve or recommend a candidate to the pastor. 

o Members collectively reflect the diversity of the parish and communities served by 

the parish.  

o Parishes serve diverse communities – ethnically, culturally, and economically.  

o Number of voting members should be an odd number. 

All council members must meet the following qualifications: 
o At least 3 (and a majority) of the members are baptized, practicing Catholics 

o Registered members of the parish 

o Participants in the parish worship life, especially Mass and the sacraments 

o At least 25 years of age 

o Selected because of their familiarity with financial matters and related expertise. 

At least two members should have accounting,, banking, or financial expertise and others 
should have legal, management or administrative expertise. 

The responsibilities of members are: 
o Participate in training and formation for council service 
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o Prepare for meetings by reading and reviewing the agenda, minutes, and other 

materials. 

o Attend all meetings unless excused.  Attendance of at least 80% of the meeting in a 

calendar year is expected. 

o Participate in Council discussions, including online, and other activities. 

o Serve as a liaison to a committee (optional) or the pastoral council (optional). 

o Perform other duties consistent with council membership. 

The council is advisory to the pastor who presides at all council meetings. 
One representative is selected from the membership pastoral council and should be from this 

parish (not another parish of the pastorate).  That representative is to keep the pastoral 
council updated on key parish financial matters, the parish budget and the parish annual 
financial report. 

The pastor may invite an associate pastor as a non-voting participant. The parish director of 
operations serves as a non-voting resource to the council. 

In cases where a pastorate has more than one parish in the pastorate, the pastor may invite a 
person from the finance council of another parish in the pastorate to attend meetings as a 
non-voting observer. 

The term of office for members is three years and is limited to two consecutive terms. The 
new members begin their terms with the beginning of a new fiscal year, which can start on 
January 1 or July 1 depending on the fiscal year the parish has established. 

Members must sign a conflict of interest form each year and must declare in writing where 
they have conflicts on issues and abstain from voting on those issues that may contain 
conflicts. 

Selection of New Members 

At the start of the fiscal year (Jan 1 or July 1) and at a regular meeting of the council, members 
are selected for three-year terms of office.  

It is recommended that members have staggered terms so the council retains some historical 
knowledge at all times. 

Parish employees, their immediate family members, and the chairperson of the pastoral 
council are ineligible to serve on the council. Spouses, siblings or parents and child may not 
serve together on the parish finance council. 

Relatives of the pastor or relatives of priests assigned to the parish, may not be appointed as a 
member. 

Officers  

The Pastor is the president of the parish finance council. The pastor presides at the council by: 
o Attending all council meetings. 

o Ensuring that finance council members have adequate training in diocesan 

procedures 

o Assisting in formulating the council agenda 

o Supporting the chairperson in the role as facilitator of the council meetings. 

o Sharing in the dialogue which leads to council recommendations. 

o Serving as administrator of the parish. 

o Implementing the recommendations formulated by the council. 
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A chairperson is selected from among and by the council members present at the first meeting 
of the fiscal year and the selection must be confirmed by the pastor. The office is for a 
one-year term and may not be held for more than three consecutive terms. The 
chairperson moderates the meetings of the finance council by: 

o Knowing the tasks and responsibilities of the council. 

o Preparing the meeting agendas in consultation with the pastor and submitting the 

agenda to council members at least 3 days before the meeting. 

o Facilitating council meetings by helping the members work together, participate 

fully in discussions, and make decisions through consensus. 

o Maintaining an official list of council members. 

o Performing duties consistent with the office as the council may direct. 

A secretary is selected from among and by the council members present at the first meeting of 
the fiscal year and the selection must be confirmed by the pastor. Alternatively, the 
pastor’s or parish’s administrative support person can serve in this role.  The office is for a 
one-year term and may not be held for more than three consecutive terms. The secretary 
documents the key decisions, outcomes and next steps of the meeting by: 

o Taking notes during the council meeting or recording the council meeting. 

o Types the notes into meeting minutes to be distributed and accepted at the 

following meeting.  Proper minutes include: 

- Date, place, and time of the meeting. 

- Names of the participants and an indication if the members participated in 

person, by phone or online. 

- Agenda items and topics reviewed or discussed.  Agenda items always 

included are as follows: opening prayer, review and additions to the agenda, 

review of and acceptance of minutes, committee reports and closing prayer. 

- Action items and key recommendations or decisions 

- Next meeting date and place. 

Meetings 

Finance council meetings are held on a regular basis, at least quarterly. In those cases where 
parishes are clustered, Councils may meet on the same evening with back-to-back times 
but must conduct separate meetings to maintain the integrity of each parish as well as 
conform to canon law. 

At least part of the finance council meetings are not open to the public of the parish. At the 
discretion of the pastor, part of the agenda for the meeting may be open to parishioners 
who are dismissed when the council moves into the closed session. 

Special meetings may be called with the approval of the pastor, chairperson, or a quorum of 
council members. A quorum consists of a majority of members. 

The agenda is developed in advance of the meeting by the Pastor and the chairperson. The 
agenda includes prayer, the parish monthly financial report(s), and other financial items. 

The council cannot hold a formal meeting if the pastor is not present. 
Meeting can be conducted face to face (in person), online via TEAMs (collaboration software), 

a combination of online and face to face and members can, if needed, join by phone.  
Confidentiality is important so members joining by phone or online must ensure that no 
one else can listen in on the meeting. 
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Meeting materials, handouts, slides, reports, minutes, agenda, etc. can be distributed in 
advance via email and discussed among members via email or online collaboration.  
However final recommendations and votes should always be made in an official Council 
meeting. 

Resignations and Vacancies  

Any member of the council may resign by filing a written resignation with the pastor and a 
copy to the chairperson. 

At any meeting of the council, a member may be removed for cause by the determination of 
the pastor or by a majority vote of the council present. Cause can include missing two 
consecutive meetings without good reason, failure to attend at least 80% of the meetings 
in a year, physical or mental incapacity or failure to perform duties as a council member. 
Any member whose removal has been proposed shall be given an opportunity to be heard 
at the meeting or the next meeting the member is available to attend. 

A council member may also be removed without cause by the determination of the pastor or 
by two-thirds vote of the council present. For example, a council member could be 
permanently removed for contradicting the teachings of the church.  

A vacancy among members shall be filled with a new appointee by the pastor. The new 
member serves the remainder of the vacated term. 

Manner of Operation  

The Council’s manner of decision-making is communal discernment, which includes prayerful 
reflection, gathering of information, dialogue and sharing of conclusions. The usual 
method of reaching conclusions is consensus during an official meeting of the council.  
Some of the communal discernment and dialogue can be done online if confidentiality can 
be maintained, and all members are part of the discussion. 

Relationship to Pastoral Council  

One of the pastoral council is a member of the finance council and provides an update on 
activity to the pastoral council at its regular meetings.  In situations where there are 
multiple parishes in the pastorate, this pastoral council representative must be a member 
of this parish. 

The pastoral council, in conjunction with its standing committees, participates in the annual 
parish budget process for ministries and operations but it is the finance council that makes 
the final budget recommendations to the pastor. 

The parish finance council collaborates with standing commissions/committees and the 
appointed staff members in its gathering of information and dialogue on financial matters. 
The council may request a committee chairperson or a staff member to prepare a study or 
to attend a meeting as a resource. 

Committees 

The agenda committee consists of the pastor and council chairperson. This committee 
establishes the meeting agenda and ensures that members are provided with meeting 
materials prior to the meeting.  The director of operations may, at the pastor’s request, 
assist in preparing the agenda. 
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A stewardship committee is highly recommended to assist with investments, parish 
development needs, and Catholic Ministry Appeal efforts. 

The council will require specific committees to assist with their responsibilities. Committees, 
such as marketing & communications, budget, personnel, buildings and grounds, and 
parish cemetery, should be formed from parishioners with expertise in the appropriate 
areas and appointed by the pastor. The director of operations is usually appointed ex 
officio to the committees. These committees should follow the council statutes for 
membership, chairperson, and meetings, with the exception that they may meet fewer 
than four times per year. These committees should submit regular reports to the council 
as requested. 

The council may establish ad hoc committees as needed. The council defines the purpose for 
an ad hoc committee and establishes a timeline for the completion of its task. A member 
of the council serves as the chairperson and reports on the progress of the committee. The 
council may invite parishioners with financial expertise to serve on these temporary 
committees. 

Amendments 

Council statutes may be amended at any regular or special meeting by consensus, or a two-thirds vote 
of the council and confirmation by the castor. 

Gift Acceptance 

Consistent with the precepts of Canon 1262 and other relevant Canons, it is important for the Diocese to 
carefully consider the need to establish guidelines for the proper handling of gifts to the Church. This 
document is written with the primary purpose of preserving the donor’s charitable intentions and 
specifically the prescripts of Canon 1267§3, “Offerings given by the faithful for a specified purpose may 
only be used for that purpose.”   
  
The Diocese of Lafayette-in-Indiana is deeply appreciative of donors who choose to make our Diocese 
and Parishes a priority when planning their charitable contributions. No public recognition of a donation 
will take place without the donor’s consent.  See below for a sample donation letter. 

Authority for Accepting Gifts  

The authority to accept gifts for the support of the Diocese and Parishes is vested with the Bishop of the 
Chancery (“the Bishop”). The Bishop has delegated that authority to the following individuals:  
  
The Pastorate Pastor and Director of Operations shall have the authority to accept gifts of cash, cash 
equivalents, and gifts-in-kind for the pastorate and parishes/schools withing the pastorate. 
 

The Pastorate Pastor in consultation with the Chancery CFO and the Director of the Office of 
Stewardship and Development of the Diocese(Director) shall have the authority to accept other gifts, 
e.g., stock/interests in closely held companies, real estate (providing there is a clean Phase I 
environmental report and the Facilities Manager has approved in writing after consultation with the 
Diocesan CFO), artwork and “bargain sales”.  
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The Pastor, CFO, and Director shall refer decisions on accepting gifts to the Bishop for gifts which in their 
judgments are either contrary to established rules, procedures, or law or may have a major impact on 
the Foundation’s mission and programs  

Recognition/Naming Rights 

The Diocese of Lafayette-in-Indiana appreciates all gifts received directly, or to any of its parishes, 
schools, ministries, etc., and supports recognition of donors in an appropriate manner, such as through 
Giving Societies, Plaques, Annual Reports, etc., as appropriate for the specific situation.  The Diocese 
does not provide to donors the right to name something to which the donor makes a gift, including but 
not limited to a physical building, room, area, structure, etc., regardless of the size of the gift.  The 
Diocese reserves the right, at its sole discretion, to work with a donor in choosing an appropriate, but 
non-family name in appropriate circumstances.  This requirement does not apply to the naming of a 
newly established Endowment Fund within the Lafayette Diocesan Foundation, Inc. 

Gift Types  

For more detail on how the procedures and controls needed to properly account for gifts, see the 

section below called “Gift Processing and Cash Handling.” 

Cash, Checks and Credit Card  

Gifts made as cash are accepted, through a valid checking account or by means of a credit or debit card. 

The date of the gift is recorded as the date of the gift is received at the Parish or the Chancery Office of 

Finance and Administration except for gifts received via mail as the close of the calendar year.  At that 

time, the date of the postmark on the envelope shall serve as the gift date. Gifts received by lock box 

companies, e-giving platform or other entity on behalf of the parish, school, or Diocese shall be recorded 

as the date the gift is received by the lock box companies, e-giving platform or other entity.  This ensures 

that our internal date matches the receipt the donor uses for IRS purposes.   

Gifts of Securities, Stocks, Mutual Funds 

Gifts of appreciated property in the form of stock are accepted through an approved brokerage account. 
The donor must initiate the transfer of securities either electronically or plan for physical delivery with 
the transferor's endorsement or signed stock power (with appropriate signature guarantees) attached. 
Before a transfer is made, it is the donor’s responsibility to inform the Parish or office of finance and 
administration of the Diocese that a stock donation is in process and who shall be the beneficiary of the 
gift. All marketable securities shall be sold immediately upon receipt and the proceeds will be recorded 
as a donation. 

Gifts of Tangible Personal Property (Gifts-In-Kind)  

Gifts of tangible personal property (other than securities) may be accepted if they meet approved needs 
and do not place an undue burden to maintain the gift/asset.  Gifts of Tangible Personal Property are 
deductible according to their Fair Market Value (FMV) as evidenced by the donor. For proper 
acknowledgment, donors should provide a detailed description of the item when making the donation. 
In accordance with IRS guidelines. The Parish or Chancery will provide the donor with an 
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acknowledgement of the gift but will not acknowledge an assumed FMV unless the donor provides an 
independent appraisal. In any event, it is the donor’s responsibility to substantiate the FMV to the IRS.  
  
If the gift is valued by the donor over $500, the donor must file IRS Form 8283. In addition, the donor 
must obtain a qualified appraisal to determine the value of donations exceeding $5,000 and submit an 
appraisal summary with the donation (IRS Form 8293, part B). If the gift is sold with an original value 
over $500 within three years of receipt, a Donee Information Return (IRS Form 8282) stating the value of 
the sale will be submitted.  

  
Gifts of artwork or decorative items require approval by the Pastor. All such assets are treated uniquely 
by IRS regulations both in terms of the donee responsibility in accepting such gifts and the donor’s 
responsibility in reporting them. Cars, boats, and airplanes fall under the same regulations but are highly 
discouraged. The Diocese strongly suggests that donors consult with their tax advisors whenever they 
are making a gift of this kind.  

Gifts of Real Property  

Outright gifts of real estate may be accepted, but in all cases the Diocese will seek advice from legal 
counsel prior to approval and require an environmental review of the property.  

Giving Opportunities  

Unrestricted Giving   
Gifts that carry no designation by the donor and are not solicited for a restricted purpose (see below) 
are unrestricted and will be deposited into the general bank account for use in daily operations. There is 
no minimum threshold for unrestricted giving.  

 

Restricted Giving   
A gift given for a specific purpose is restricted in its use by the donor. The specific purpose may be a 
purpose designated by a special capital campaign, a building request, or a specific item. In rare 
instances, gifts may not be accepted when the purpose for which the gift is given be contrary to the 
mission or strategic needs of the Diocese. Gifts will not be accepted that (a) would jeopardize its status 
as a 501(c)(3) not-for-profit organization, (b) are too difficult or too expensive to administer in relation 
to their value, or (c) would result in any unacceptable consequences.  
  
Endowment Giving   
Gifts for facility improvements and equipment can be considered “capital” gifts. Such gifts may be made 
as part of a formal capital giving effort or may be for singular capital needs. Commonly, such gifts are 
pledged and paid for several years.  
  
Gifts to endowment funds that are held within the Lafayette Diocesan Foundation Inc. (LDFI) are 
permanently held and may be pooled with other funds and invested.  An annual distribution based on 
the interest income generated from investing this fund can be used at the request of the parish, school, 
retreat center or chancery for the fund purpose.  
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Memorial and Tribute Gifts  

Donors may give a gift in memory or honor of a friend, or relative at any time. Notification will be sent to 
the family or honoree informing them of the donor’s gift.  

Gift Processing and Cash Handling  

All individuals employed by the Parish or Chancery who come into contact with money, have been 
cleared through an advanced background check. They must follow all checks and balances for the safe 
handling and accounting of funds.  

Cash/Checks Donations 

• Upon receipt of the cash or check, a deposit slip will be completed and deposited into the 
general bank. 

• A copy of the check will be made and attached to the deposit slip for reference.  

• The deposit will be recorded, posting to the proper revenue account.  

• The donation will be recorded to that donor record and a thank you letter will be mailed. If 
not at that time, then the letter will be sent at year end. 

 Catholic Moment Donations 

• Upon receipt of the cash or check, a deposit slip will be completed and deposited into the 
general bank. 

• A copy of the check will be made and attached to the deposit slip for reference.  

• The deposit will be recorded, posting to the proper revenue account.  

• Only the portion of the donation in excess of the current subscription rate will be recorded 
to that donor record.  The subscription amount will not be included as the donor is 
receiving the newspaper. A thank you letter will be mailed for that amount only. If not at 
that time, then the letter will be sent at year end.   

Stock Donations 

• The stock/non-cash donation must be sold immediately upon receipt or as soon as 
possible after receipt 

• Generally Accepted Accounting Principles (GAAP) require that you record the asset in your 
books at the fair market value on the date the stock is received by the 
parish/school/investment advisor. It can be difficult to obtain all the information you need 
for your records from a stock transfer notice in your broker account.   

• Publicly traded stock should be counted at the average of the high and low selling prices 
on the gift date (the date you receive it).  If your broker can provide the exact value of the 
stock use that amount. If you decide to accept closely held stock (not publicly traded) and 
receive a gift over $10,000, the IRS requires that you get fair market value from a qualified 
independent appraiser. 

• Any difference between the amount you receive in the sale and the fair market value on 
the date of receipt will be recorded as a realized gain or loss on your books. If you incur 
any brokerage fees connected to the sale, this amount is recorded as an investment fees 
expense. 
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• Once you receive a donation of stock, a thank you and acknowledgment letter must be 
sent to the donor. Not only is this the right thing to do, but it is also required by the IRS for 
any gift over $250. The best practice is to do this upon receipt of the gift.  Your letter 
should acknowledge the gift of stock, including the ticker, the number of shares, and the 
date of the donation. It should not, however, list the value of the stock since the Parish is 
not in the business of assigning value to securities. In addition to the particulars of the 
donation, the Parish will want to make a statement to the effect that “no goods or services 
were provided by your organization in exchange for the donation” per the IRS.  

In-kind Donations 

• A donation listing (see attached) will be completed; 

• These will be maintained in a file; and 

• Donation letter will be sent to the donor. 
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Sample of Acknowledgment Letter  

 

St. XXXXX Church     Giving Statement   
123 Lafayette Rd        01/01/2020 to 12/31/20 
Lafayette, IN  46996-1327 

 
 
 

  
Mr. & Mrs. John XXXXX       
456 Church Road       
Lafayette, IN  46996-1327      
 
 
Fund Summary 
 
Fund        Non-Cash   Amount 
______________________________________________________________________________ 
 
Program A          $ 100 

Program B          $   50 

Program C                                $ 1,000     

             

                              $ 1,150  

 

 

 

Note:  Per IRS Publication 1771, Charitable Contributions – Substantiation and Disclosure Requirement – No goods 

or services were provided by the organization in return for the contribution.  

Written Acknowledgment 

Letter must contain: 

1.  Name of Organization 

2. Amount of cash contribution of  

$ 250 or greater  

3. A description of non-cash contribution 

(but not dollar value) 

4. IRS statement listed below  
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In-Kind Donation (Form) 

 
 
DATE: ____________________________________________________ 

  
DONOR NAME: __________________________________________________________ 
 
DONOR STREET ADDRESS: __________________________________________________ 
 
DONOR CITY, STATE, ZIP: ___________________________________________________ 
 
DONOR PARISH AFFILIATION: _______________________________________________ 

 

IN-KIND DONATION DESCRIPTION: 

_______________________________________________________________________  

_______________________________________________________________________  

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

  

DONATION VALUATION (FMV, provided by donor): $____________________________ 
If more than $5,000 attach outside appraisal.  
  
  
  
______________________________         
DONOR – SIGNATURE  

 
 

_________________________________________  

Pastor or Director of Operations  
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Investments 

Introduction 

The Diocese Finance Council (“DFC”) of the Roman Catholic Diocese of Lafayette-in-Indiana (the 

“Diocese”) and the Bishop have designated that this Investment Statement (“IPS”) shall apply to all 

investable assets of the Diocese’s Parishes and/or schools (“DPS”). Assets available for investment will 

be invested through an investment portfolio (the “Portfolio”) approved by the Parish or school Finance 

Council (“the Committee”) as delegated by the Diocese. 

The DFC has determined the following requirements shall be applicable to all Parishes and schools (DPS): 

• DPS shall maintain an Operating Reserve (the “reserve”) equivalent to six months of 
average operating expenses. If the reserve drops below three months of operating 
expenses, the Parish business manager shall promptly notify the Diocesan Finance office of 
this occurrence. The reserve shall be invested in cash or cash equivalent instruments such 
as taxable money market accounts, savings accounts or FDIC insured certificates of 
deposits with maturities of less than six months.  

• Direct real estate investments are not permitted to be bought or sold without the prior 
written approval of the DFC and the Diocesan CFO must sign all real estate documents. 
Further, no sale or purchase contracts shall be entered into without written approval from 
the Diocesan CFO.  

• Interest bearing checking accounts are to be used. 

• Bitcoin (and other electronic currencies) shall not be used as an investment vehicle. 

• No accounts will be held offshore; outside the United States and need Chancery approval 
to be held outside of Indiana. 

• All DPS investment portfolios shall be screened for adherence to Catholic values as 
described below in Socially Responsible Investing. 

 

The DFC strongly recommends that all DPS pool their investments with the Diocesan Investment 

portfolio to ensure lower fees and Catholic screening while also reducing the chance of local conflicts of 

interest.  Please refer to the “Investment Pool – Central Bank Deposit” section of this manual. 

Purpose 

The purpose of this IPS is to guide the actions of those responsible for the investment and supervision of 

DPS funds. These actions shall provide a means through whish a DPS can be a witness in the marketplace 

to the social values of the gospel while achieving a low-risk attractive return on investment. It is the 

intent of this statement to provide investment objectives guided by the Diocese to support the DPS’s 

mission. This IPS will serve as a framework, with sufficient flexibility to be practical, for the management 

and review of all investable assets and intended to: 

• Identify roles and responsibilities; 

• Establish investment objectives; 

• Define annual spending; 
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• Establish long-term asset allocation targets; and  

• Establish guidelines to monitor the performance in comparison to stated objectives. 

Additionally, this IPS serves as a guide and general framework within which the DPS’s assets are 

managed in achieving the near-term and long-term objectives of those assets. The Diocese recognizes 

that from time to time, short-term market fluctuations and dynamics could make it impossible to reflect 

all aspects of investment requirement precisely. This IPS is established to accommodate these short-

term fluctuations, which should not necessitate IPS adjustments. It is expected that this IPS be reviewed 

periodically to ensure alignment with forward-looking market expectations and industry best thinking 

and best practices.  

Roles & Responsibilities 

The Committee has advisory responsibility to the DPS and thus in turn to the Diocese. The Committee 
must ensure that appropriate policies governing the management of the investable assets are in place 
and being effectively implemented. The Diocese has delegated to the DPS’s Finance Committee (the 
“Committee”) the responsibility to oversee the investment activities of the DPS.  
 
The DPS’s Committee has the responsibility to ensure that all investments are managed in a manner that 
is consistent with the policies and objectives of the Diocese.  
 
The Committee agrees that in carrying out its responsibilities it will: 

• Work with its advisors to establish a framework for the management of the Portfolio; 

• Review periodically, and revise as appropriate, the provisions of this IPS; and 

• Periodically review the performance of the Portfolio’s investments. 

The Committee may, at its discretion, delegate the execution of above responsibilities, in full or in part, 

to external parties with appropriate expertise to assist the Committee in discharging its obligations. 

Other specialists may be employed by the Committee from time to time, on an as-needed basis, to 

ensure its responsibilities in providing oversight of the Portfolio are prudently executed.  

Investment Advisor Responsibilities 

The Investment Advisor’s (the “Advisor”) responsibilities may include but are not limited to: 

• Assumption of discretion over Portfolio assets for manager selection, rebalancing, and 
implementation of this IPS, as approved; 

• Asset spending analysis and spending policy development and revisions; 

• Performance measurement analysis and quarterly investment performance reports;  

• Periodic meetings with the Committee; 

• Provide research/education on related issues and investment opportunities; and 

• Work with the Parish’s staff to ensure sufficient cash flow availability to meet the Parish’s 
needs. 

The Advisor agrees that in carrying out its responsibilities, it will: 
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• Act within the framework established by the Committee as outlined in this IPS.  

• Within the guidelines and constraints of this IPS, the Advisor has full discretion to manage 
the Portfolio, or those parts of the Portfolio placed under its discretionary authority in a 
manner consistent with its role as a discretionary fiduciary. 

• Promptly inform the Committee, through agreed channels, of any recommended changes 
to the asset allocation, or investment strategies outlined in this investment statement. 

The guidelines and objectives in this IPS outline an investment strategy that the DPS’s Committee can 
use as a guide for managing the Portfolio of the DPS. In developing this strategy, the Dioceses and its 
Advisor considered many factors, including: 

• Broad economic factors; 

• Historical and prospective information regarding  capital market performance; 

• Investment strategies available to an asset pool of this size; 

• The current regulatory environment. 

The Diocese recognizes that as market, regulatory, and business conditions change, this strategy may 
require adjustments. The Advisor will, on an ongoing basis, monitor these conditions and as needed 
suggest changes to the IPS. 
 
Sub-advisors (underlying investment fund managers appointed by the DPS or its Advisor) have the 
responsibility for managing the underlying assets by making reasonable investment decisions consistent 
with the stated investment strategy and objectives.  

DPS Staff Responsibilities 

• Act as the liaison between the Committee and Advisor; 

• Manage day-to-day investment activities of the Portfolio to ensure sufficient cash flow to 
meet the DPS’s distribution needs; 

• Work with the Advisor to compile information on the investment return and performance 
for the Committee review;  

• Interface with Committee to ensure necessary action items are brought to the Committee 
and that Committee decisions are implemented; and 

• Communicate with and answer any questions of the Diocese Financial staff on an as 
requested basis and in a timely fashion.  

Custodian Responsibilities 

• Provide security safekeeping, collection of income, settlement of trades, collections of 
proceeds of maturing securities, and daily investment of cash; and  

• Provide monthly reports detailing investment holdings and transactions to DPS Staff and 
Advisor. 

Investment Objectives  

The primary objective of the Committee is to ensure the Portfolio maintains its ability to support 
operational needs and help to improve the financial strength of the DPS over time. Specifically, it is 
important to balance long-term growth of capital with achieving a reasonable level of return over time 
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that ensures efficient allocation of capital and allows timely response to liquidity needs of the DPS 
across different time horizons. 

Time Horizon 

The Diocese acknowledges that fluctuating rates of return characterize the securities markets, 
particularly during short-term time periods. Accordingly, the Committee should view interim 
fluctuations with an appropriate perspective, given the long-term perpetual objectives. Long-term 
investment objectives are to be evaluated over a mid- or long-term horizon, defined as a rolling five- or 
ten-year period, depending upon the near or long-term objectives of the subject portfolio.  

Diversification 

The Diocese believes that the likelihood of realization of the investment objectives is enhanced 
through diversification. The Committee, with the aid of the Advisor, will aim to diversify assets 
among complementary portfolio strategies to maintain acceptable risk levels and enhance long-
term investment return opportunities. 

Volatility and Risk 

The Committee’s goal shall be to achieve its investment objective while assuming acceptable risk levels. 
The general goal will be to diversify investments based on their role in the Portfolio to provide a balance 
that will enhance total return while avoiding undue risk concentration in any single asset class or 
investment strategy. 
 
To minimize the probability of failure and thereby minimize risk, the variables to be considered by the 

Committee in all aspects of portfolio construction include: 

• Probability of missing objective 

• Impact of inflation 

• Asset class diversification 

• Potential, magnitude and duration of investment drawdowns 

• Time horizon of investments versus spending needs 

• Historical and prospective information regarding capital markets 

• Broad economic factors 

• Current regulatory environment 

Asset Allocation Guidelines 

Given the perpetual nature of the Diocese and its DPS’s, asset allocation will be the most important 
determinant of long-term success. The target allocation balances the need to satisfy the mid and/or 
long-term return objective and to minimize total investment risk. The target allocation is based on 
internal analysis by the committee and long-term capital market assumptions (expected returns, risk, 
and correlations) of investment strategies and asset classes within the established portfolio categories 
below, and over time should provide an expected return equal to or greater than the primary objective 
of the Investment Portfolio, while avoiding undue risk concentrations in any single role or strategy. Thus 
reducing risk at the total portfolio level. To achieve these goals, the asset allocation will be set with the 
target percentages and within the ranges listed below. 
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 Market Index* Min** 

*(%)** 

Target (%) Max** 

(%)** Equity  25% 50% 65% 

U.S. All Cap Equity Russell 3000 50% 80% 100% 

Non-U.S Equities MSCI ACWI ex-U.S. 0% 20% 40% 

Risk-Reducing FI***  25% 50% 100% 

Core Bonds Barclays U.S. Agg.  100%  

Total Fund   100%  

 

*   Total Portfolio Index will be a weighted benchmark consisting of market indices for each 

strategy combined according to the strategy allocation targets as described above 

** The sum of Strategy “Min” and “Max” within each Portfolio Role (Equity and Risk-Reducing 

Fixed Income) will not equal “Min” and “Max” for each Role 

*** Cash will be allocated from Risk-Reducing/Fixed Income Allocation 

Rebalancing Guidelines 

The Diocese recognizes that rapid unanticipated market shifts or changes in economic conditions may 
lead to wide deviations from the Target Allocation and approved ranges. These divergences should be of 
a short-term or tactical nature in response to fluctuating market environments.  
 
Execution of the rebalancing may be implemented through any combination of actions: a) purchase and 
sale of securities or b) allocation of normal cash flows (e.g., distributions to cover grant making activity). 
Portfolio will be liquidated (and funded) in a manner that allows for orderly transition of asset allocation 
in the most efficient means possible.  Rebalancing will occur as needed, considering transaction costs, 
materiality, and other factors such as current market conditions and liquidity of underlying investments. 

Selection and Retention Criteria for Investment Managers or Funds 

The Committee, with the assistance of their Advisor, will make all decisions regarding retention, 
replacement, or elimination of existing managers, funds, or investment strategies on behalf of the DPS. 
The Advisor will incorporate an understanding of the Committee’s investment objectives as well as the 
guidelines of the IPS when making investment recommendations.  
 
The Committee shall recognize that decisions regarding managers are always prospective and a variety of 

factors will be considered when making changes to the investment manager or strategy, including (but 

not limited to) the following:  

• Investment results compared to appropriate benchmarks and peer groups over multiple 
shorter- and longer-term periods, including trailing, rolling, and annual results. For certain 
strategies that are short-term in nature, periods shorter than one year may also be 
considered. 
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• Consistency of investment style as measured by returns-based and holdings-based style 
analysis, as well as other fundamental data. 

• Stability of the investment’s portfolio management team, including changes in the 
portfolio management’s research support team. 

• Changes in the ownership or management to the investment organization and/or changes 
in the compensation and incentives of the key investment professionals. 

Other areas of consideration will include (but are not limited to) the following: 

• Suitability consistent with the stated objectives; 

• Volatility as measured by standard deviation;  

• Diversification benefit to the overall portfolio; 

• Adherence to investment guidelines; 

• Liquidity;  

• Investment fees. 

Strategic Investment Guidelines 

This section outlines the strategic investment guidelines for each asset category and their primary 
portfolio role, which shall serve as a framework for evaluating asset allocation choices across asset 
classes and investment strategies to achieve the Portfolio’s objectives. While certain strategies and 
investment securities may demonstrate risk and return characteristics at different time periods that 
could fulfill more than one portfolio role, it is the strategic nature of those investments that shall dictate 
the primary purpose they serve in the Portfolio.  

Social Responsibility Guidelines 

The Diocese of Lafayette-in-Indiana investment requirements align with the U.S. Conference of Catholic 
Bishops’ (“USCCB”) “Socially Responsible Investment Guidelines” published in November 2003. Those 
Guidelines can be viewed at https://www.usccb.org/about/financial-reporting/socially-responsible-

investment-guidelines  
 

In accordance with the USCCB Guidelines, and with our convictions on the matter of social responsibility 

for investments in the corporate structure, the DPS will not:  

• Invest in companies whose activities include direct participation in or support of abortion. 
Direct participation in abortion may include, but not be limited to, companies involved in 
the manufacture of abortifacients and publicly held health care companies that perform 
abortions. 

• Invest in companies that manufacture contraceptives or derive a significant portion of its 
revenues from the sale of contraceptives, even if they do not manufacture them.  

• Invest in companies that engage in scientific research on human fetuses or embryos that 
(a) results in the end of prenatal human life; (b) makes use of tissue derived from 
abortions or other life ending activities; or (c) violates the dignity of a developing person. 
Specific activities covered by the investment requirements will include: Embryonic stem 
cell research (ESCR), Fetal tissue research or stem cell research derived from embryos, and 
Human cloning.  

https://www.usccb.org/about/financial-reporting/socially-responsible-investment-guidelines
https://www.usccb.org/about/financial-reporting/socially-responsible-investment-guidelines
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• Invest in companies which have significant involvement in the manufacture of weapon 
systems of any type. 

 
When investing in enterprises, the Diocese prefers investments which reflect high moral standards and a 
sense of social responsibility such as:  
 

• Operations which sustain the environmental and ecological balance to minimize the effect 
on living conditions. 

• Policies or actions responsible to employees, equal opportunities in hiring or promotion 
and working conditions not harmful to health or safety; and 

• Operations in foreign countries which foster awareness of responsible commitment to 
human goals of its people economically, ecologically, socially, and politically. 

Equity Assets  

Equities serve as the Portfolio’s primary growth driver or return-seeking investments to generate long-
term asset growth. Return over time is primarily driven by equity beta. This growth opportunity does not 
come without significant short- and intermediate-term downside risk. To dampen this risk, Portfolio’s 
long only equity strategy in aggregate shall be well diversified by market capitalization, investment style, 
geography, and liquidity profile. Investments may be either actively or passively managed. 
 
Additionally, various hedging techniques may be employed to limit downside risk to either portions or 
the aggregate long equity exposure. 
 

Passive strategies should track their respective benchmarks within an acceptable range based on the 
ease/difficulty of tracking the specific benchmark and on the level of fees. Active equity strategies are 
expected to add value, net of fees, over a full market cycle which is typically measured over 
intermediate (3 to 5 years) and longer (more than 5 years) periods. The long only equity portfolio shall 
be benchmarked to a blend of investable, market-oriented benchmarks with weightings as defined in 
these investment requirements. 

Risk Reducing Fixed Income 

The objective of holding risk-reducing assets is to primarily serve as the capital preservation component 
of the Portfolio through preserving the principal value of assets and generating return at significantly 
lower absolute volatility relative to other Portfolio assets. Assets can include, but would not be limited 
to, Treasuries and investment grade corporate bonds.  

Performance Measurement & Evaluation 

Total Portfolio Performance 

The principal goal of the Portfolio is to maximize the likelihood of achieving and/or exceeding the 
Investment Objectives stated in this IPS over the long-term.  
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The primary benchmark for evaluating the performance of the Portfolio will be a weighted benchmark 
consisting of broad market indices for the underlying strategies combined according to the strategy 
allocation targets. Total Portfolio performance will be evaluated on a net-of-fee basis relative to the 
representative weighted benchmark over various trailing time periods, as applicable. 

Strategy Performance 

Rates of return will be compared with the risk and return of an appropriate market index. The 
Committee, with the help of the Advisor, will monitor the relative performance of these on a quarterly 
basis.  

Proxy Voting 

The investment managers or Advisor retained by the Parish will be responsible for voting all proxies for 
the securities within their respective portfolios. The Trustee shall be responsible for handling all 
necessary administration and communication of proxies to the sub-advisors and shall act on proxies at 
the sub-advisor’s direction. All proxies should be voted after careful assessment of the issues involved. 
The sub-advisors should pay particular attention to items that may reduce the economic value of 
stockholders’ rights of ownership and thereby impact adversely the performance of Portfolio assets. 
 

In the event there are mutual funds or other commingled vehicles used in the management of Portfolio 
assets, the Advisor will be responsible for voting proxies related to fund-level issues (e.g., changes to 
prospectus, board of directors, etc.), which the investment manager cannot vote due to potential 
conflict of interest. The Portfolio’s Trustee shall be responsible for handling all necessary administration 
and communication of such proxies to the Advisor and shall act on the proxies at the Advisor’s direction. 

Brokerage and Other Investment Related Expenses 

Brokerage commissions, incurred in the normal course of trading securities, are expenses of the 
Portfolio and therefore must be managed in the best interest of the Diocese.  
The Portfolio’s investment managers will have discretion to select brokers and negotiate commissions. 
In executing this responsibility, the investment managers should seek “best execution” services. 

Investment Requirements Changes 

The DFC will review this IPS periodically to ensure that it continues to reflect the Diocese’s objective for 
Parish Investment activities. This IPS may be modified or terminated, in whole or in part, by the Diocese 
at any time as the Diocese deems appropriate.  
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Records Management & Retention Policy for Accounting 
Records 

The entire policy can be viewed at  

 

Reporting of Financial Improprieties 

Benefits of Reporting Improprieties 

One of the greatest threats to the Church is the betrayal of the community’s trust, the disappointment of 

the parishioners’ confidence. It is vital to the health and well-being of parishes to allow for and protect 

systems that serve to expose misconduct and improprieties, and which encourage correcting such 

situations.  

 

Misconduct and financial improprieties can take many forms including, but not limited to:  

• Embezzlement;  

• Timesheet misrepresentation; 

• Stealing funds, goods, or services; and 

• Forgery. 

The Sarbanes-Oxley Act protects whistleblowers who report suspected illegal activity in an organization 

and prohibits the organization from punishing the whistleblower in any manner. 

 

Whistleblower is a term used to refer a person who reveals wrongdoing within an organization to the 

public or to individuals within the organization in positions of authority.  

 

Policies addressing confidential reporting of suspected financial impropriety or misuse of parish resources 

are often included in a parish’s personnel manual, manual of operating procedures, or a similar document. 

Wherever the policy is found, it is important that employees, advisory body members, and anyone else 

who may be covered by the policy are aware of its existence and how to report such an impropriety. Such 

policies should also allow for the fact that, in many cases, impropriety or fraudulent activity is the result 

of ignorance or misunderstanding. 

 

Those Guidelines can be viewed at https://www.dol-in.org/report-ethical-misconduct  

 

https://www.dol-in.org/report-ethical-misconduct
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IRS Issues 

The Diocese of Lafayette-in-Indiana shall  follow IRS statutes and regulations, including those on income, 

unrelated business income, political and electoral activity. 

Safety Deposit Boxes 

Safety deposit boxes (lock boxes) must be held in the name of the parish.  The location of the box, 

location of the key and signatures needed to access the box must be a matter of record.  The location 

must not be outside of Indiana and preferably not outside the Diocese.  Vitally important documents 

may be held in the lock box.  Safety deposit boxes are part of the normal audit and parish review 

process. 
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RESOURCES & WEBSITES 
 

Charity Gaming -  a Parish is a qualified approved organization to conduct charity gaming 

activities for fundraising. A Parish  must have a separate bank account for gaming activities. A parish 

organizing this activity must comply with Indiana Code 4-32.3 and all its provisions including application 

forms, annual reports, and charity gaming forms. The Gaming Commission can be contacted at 

IGC@IN.gov or 317-233-0046. 

 

For withholding tax inquiries on charity gaming prizes, please contact Internal Revenue Service  

1-800-829-4933 business / 1-877-829-5500 

Indiana Department of Revenue Withholding Tax Division 1-317-233-4015 

https://www.in.gov/igc/charity-gaming/ 

 

Leadership Roundtable Service. Excellence. Church Management. 
For more detailed information regarding the Standards of Excellence released by The National 
Leadership Roundtable on Church Management to serve as a model for Catholic parishes to implement 
in their operations and governance, contacts are as follows: 

 

415 Michigan Avenue, NE Suite 275 

Washington, DE 20017  

Phone: 202-635-5820 

Web: https://leadershiproundtable.org/what-we-do/standards/ 

Email: info@LeadershipRoundtable.org 

 

United States Conference of Catholic Bishops  
https://www.usccb.org/resources/diocesan-financial-management-guide-best-practices or call 

the Foundation at 333-333-3333 

 

Miscellaneous References  
 

www.irs.gov Publication 1771 (Rev. 3-2016) Charitable Contributions – Substantiation and Disclosure 

Requirements for Tax Exempt Organizations  

 

https://www.aicpa.org/interestareas/notforprofit/resources/financialaccounting.html AICPA Not-for-
Profit Financial Accounting and Reporting Resources  
 
https://dol-in.org/documents/2016/1/Employee%20Handbook%202016-2.pdf Diocese of Lafayette-in-

Indiana Employee Handbook 

 

 

 

mailto:IGC@IN.gov
https://www.in.gov/igc/charity-gaming/
https://leadershiproundtable.org/what-we-do/standards/
mailto:info@LeadershipRoundtable.org
https://www.usccb.org/resources/diocesan-financial-management-guide-best-practices
http://www.irs.gov/
https://www.aicpa.org/interestareas/notforprofit/resources/financialaccounting.html
https://dol-in.org/documents/2016/1/Employee%20Handbook%202016-2.pdf
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Sales Tax exemption Form 
 

To obtain the sales tax exemption form visit https://forms.in.gov/download.aspx?id=2717 

 

 

 

 

https://forms.in.gov/download.aspx?id=2717

