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1. Parish Administration and

Internal Controls

Financial Administration

1.1.  The Pastor
In accordance with Church law, the pastor represents the parish in all public affairs. He is
responsible for ensuring that the temporal goods of the parish are administered in
accordance with Church law (cf. canons 1281-1288). Following on this responsibility, the
pastor has the authority to administer the finances of the parish with due consideration for
requirements to establish a parish finance council and to consult with it in accordance with
diocesan norms.

In the absence of a pastor, the Bishop of Manchester will assign a parish administrator who
is obliged to fulfill the financial administration responsibilities of the pastor.

The pastor is to fulfill his duties with the diligence of a good father (pater familias). Thus,
the pastor must:

I.1.a. be vigilant that the temporal goods entrusted to his care are not lost or damaged in
any way;

1.1.b. see to it that the ownership of ecclesiastical goods is safeguarded in accordance with
Church and civil law;

I.1.c. observe all regulations of Church and civil law, and restrictions established by a
donor or by other legitimate authority;

1.1.d. collect all parish revenue promptly and in full, keep it safe and use it in accordance
with the intention of the donor, generally accepted accounting principles, and
diocesan norms;

I.1.e. pay all legitimate expenses and debts, including interest on a loan or mortgage at the
time that it is due and ensure that the principal of the debt is paid in a timely manner;

1.1.f. keep financial records in accordance with diocesan norms and generally accepted
accounting principles;

1.1.g. prepare financial reports for presentation to the parish finance council on a regular
basis;

1.1.h. prepare a financial report at the end of each year for submission to the Bishop of
Manchester;
prepare a financial report at the end of each year for publication to the parish, and;

1.1,j. keep all documents and accounting records in accordance with diocesan norms in
good order in the parish archives.

See Appendix B, Norms Pertaining to the Role of the Pastor, for a listing of norms in this
manual that directly apply to the pastor.
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1. Parish Administration and Internal Controls - Continued

1.2. The Parish Staff
Although the pastor represents the parish in all public affairs, he may delegate his authority
for day-to-day financial administration to a competent parish business manager/bookkeeper.
The delegation of any authority will be established and reviewed by the parish finance
council. Questions on the limitation of delegation may be directed to the diocesan finance
officer.

Internal Controls (General)

1.3.  Authorized Signer for Documents and Principal Signer for all Financial Accounts
All documents that represent or bind the parish are to be signed by the pastor. All
documents that represent or bind the parish for goods or services valued at $50,000 or more
are only to be signed by the bishop or his delegate. All leases (whether the parish is the
lessee or the lessor) that represent or bind the parish are to be reviewed and signed by the
bishop or his delegate. Refer to norm 1.9, leasing of parish property and norm 5.6,
equipment leases.

The pastor will be the principal and regular signer on all parish financial accounts. Other
authorized signers may not have any conflicting internal control responsibilities, i.e., parish
business managers/bookkeepers, etc. Other authorized signers may include finance council
members, resident priests, or other responsible staff members with no accounting
responsibilities. At no time will a signature stamp be retained or used. Additionally, all
existing signature stamps will be destroyed.

With the exception of payroll, at no time will an authorized signer make and sign a check
made payable to him/herself.

1.4.  Segregation of Accounting and Financial Reporting Functions
In order to protect the resources of the parish, proper segregation of all accounting
procedures and financial reporting functions will be implemented. Individuals who have
check signing authority will not perform bank account reconciliations nor make accounting
entries into the general or subsidiary parish ledgers.

The receipt of cash will be performed by an individual without check signing authority, bank
reconciliation responsibilities, or access to the accounting records.

1.5.  Pastor to Open Bank Statements and Bank Correspondence
The pastor will open, review, and initial all bank statements and bank correspondence.
Under no circumstances will the business manager/bookkeeper open mail. In instances
where the pastor is away from the parish for an extended period of time, he may appoint a
designee (other than the business manager/bookkeeper or a person that does not handle cash
or have any conflicting internal control responsibilities) to open, review, and initial bank
statements and bank correspondence.
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1. Parish Administration and Internal Controls - Continued

1.6. Record of Parish Property and Personal Property
It is presumed that all property located at the parish belongs to the parish except for the
personal property of the pastor and of resident priest(s). Each priest is expected to have a
record of his personal inventory on file in the diocesan archives along with his will and
funeral instructions.

1.7.  Obligation to Report Missing and/or Inappropriate Use of Parish Funds or Property
Upon the determination by the pastor, he will immediately report missing and/or
inappropriate use of parish funds or property to the diocesan office for ministerial conduct.
The pastor will work with the delegate of the Bishop of Manchester to inform the parish
finance council of all incidents of missing and/or inappropriate use of parish funds or

property.

The parish staff and/or parish finance council will report any concern about missing and/or
inappropriate use of parish funds or property to the pastor. If the concern involves the
pastor, then the staff or council will contact the diocesan office for ministerial conduct
directly.

1.8.  “Legal Issues”
The pastor will not engage in any civil legal action without the prior authorization of the
Bishop of Manchester. Any notice of legal suit or other action will be forwarded to the
office of the chancellor immediately.

1.9. Leasing of Parish Property
Prior to requesting the signature of a lease for the use of parish properties by an outside
organization, the pastor will consult with the parish pastoral council regarding the relevance
of the lease to the mission of the parish. He will subsequently consult with the parish
finance council regarding the impact of the lease on parish finances and administration. The
request for approval to the Bishop to enter into the lease will include the signature of the
pastor, the chair of the parish finance council, and the chair of the pastoral council.

1.10. Retention of Financial Records and Reports
The pastor will ensure that all financial records and reports are maintained according to the
Parish Finance Archive Retention Schedule, which can be found in Appendix C of this
manual.
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1. Parish Administration and Internal Controls - Continued

Bank and Other Financial Institution Accounts

1.11.

1.12.

1.13.

1.14.

1.15.

Bank Accounts

The parish will have an operating checking account at a local bank, preferably in an interest-
bearing account. The bank statement will be “at month-end,” where possible, and will be
opened and initialed by the pastor. The pastor will review all bank statements. The bank
statement will be reconciled monthly and returned to the pastor for review of the
reconciliation. The reconciliation will be initialed by the pastor and filed. See Appendix D,
Bank Statement Review Procedure, for the procedure relating to the review of bank
statements by the pastor.

Additional parish checking accounts may be maintained for particular parish programs in
accordance with generally accepted accounting principles.

Authorized Signers
See norm 1.3 for authorized signers on financial accounts.

Credit Card Usage and Debit /ATM Cards

Parish credit cards or specific vendor cards (i.e., Home Depot, Staples, etc.) will be limited
to no more than two (2) cards per bank or vendor. Credit/vendor cards must be maintained in
a secure location at the parish. Their use will be only for parish related expenditures and
receipts must be maintained. The use of the cards will be tracked on a log sheet which shall
be maintained with the parish financial records.

No debit cards or ATM cards will be issued on any parish bank accounts.

Bank Statements and Reconciliations

Bank statements are to be reconciled monthly upon receipt in a parish. The bank statement
reconciliation will be completed by an individual who is not a signer on the account. The
parish finance council will randomly review the bank reconciliations at least quarterly.
Upon completion of the bank reconciliation, the bank statement, all cancelled checks,
including any voided checks, will be filed in numerical order. Photo static copies of
cancelled checks will be filed with the bank statement. All voided checks will be retained to
ensure that all used and unused checks are accounted for in the bank reconciliation.

Parish Affiliated Organizations

Whenever the pastor, in consultation with the parish finance council, authorizes certain
parish organizations (i.e., CYO, Women’s Guild, etc.) to establish any account using the
parish tax identification number, the pastor will be an authorized signer. All correspondence
relating to these accounts (i.e. bank statements) will use the parish address, and be opened
and reviewed by the pastor.
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1. Parish Administration and Internal Controls - Continued

1.16. Internet and Phone Transfers and Outgoing Wire Transfers
The pastor will only establish internet banking arrangements after consultation with the
parish finance council and with the approval of the diocesan finance officer. Under no
circumstances will wire transfer of parish funds be initiated.

With approval of the diocesan finance officer, internet and phone transfers between parish
accounts will only be initiated by an authorized signer on the accounts and only when
absolutely necessary. ACH transfers between accounts is prohibited other than for payroll
and employment tax related purposes.

Access to parish bank account(s) information will be limited to authorized signers and to
those with parish accounting responsibilities. Under no circumstances will the business

manager/bookkeeper be granted the authority to make payments on-line.

Cash Receipts

1.17. Deposits — “For Deposit Only Stamps”
All receipts will be deposited to the appropriate account. Where possible, all cash receipts
will be counted by someone other than the person who prepares the bank deposit. All check
receipts will be marked for deposit only using a “For Deposit Only” stamp. Check receipts
will be stamped by the person who counts the check receipts and checked by the person who
prepares the bank deposit. All deposits will be recorded to the general ledger in a timely
manner.

1.18. Frequency of Bank Deposits

Offertory deposits will be made immediately after being counted, preferably the day of the
offertory using a night deposit system. If the offertory deposit cannot be made on a Sunday,
or on the same day for an offertory collection on a Holy Day of Obligation, the deposit will
be made by the end of the next business day. If the Holy Day offertory collection is taken
during the week, the collection will remain in the diocesan approved sealed bag and normal
counting procedures will be followed. Other bank deposits will be made as frequently as
practical, but at least once per week. Receipts in excess of $250 in cash and/or in excess of
$1,000 in checks will be deposited intact by the next business day of the receipt.

1.19. Deposits Made “Intact”
Deposits will be made intact. Cash will not be taken from the deposit to cover daily
expenses or to replenish the petty cash fund. Un-deposited cash will be kept in the parish
office or rectory in a locked filing cabinet or safe.

1.20. Receipt Forms
Pre-numbered receipt forms will be issued for any cash received in excess of $100 or where
issuance of a receipt for monies received is appropriate.
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1. Parish Administration and Internal Controls - Continued

1.21. Acknowledgment of Donations

The Internal Revenue Code requires acknowledgment by the recipient (the parish) for
individual contributions of $250 or more. The parish may either provide separate
acknowledgements for each single contribution of $250 or more or one acknowledgement to
substantiate several single contributions of $250 or more made during the calendar year.
However, separate contributions are not aggregated for the purposes of measuring the $250
threshold. The acknowledgment will be in writing and signed by the pastor. See Appendix
E, Sample Acknowledgment Letter for an example.

1.22. Gifts of Securities (Stocks and Bonds)
The pastor will notify the diocesan finance officer of all gifts of securities (stocks and
bonds). Securities will be sold upon receipt, unless otherwise directed by the donor. The
diocesan finance officer will arrange for the sale of the securities and properly credit the
parish central fund account.

Cash Receipts - Offertory Collecting, Counting, and Recording

The policies 1.23 through 1.26 below should be read in conjunction with the procedures and
supporting documentation found in Appendix K, Parish Weekly Collections — Collecting, Counting,
& Recording Procedure, “Sealed Bag Policy.” Please refer to Appendix K for the procedural
details of this policy.

1.23. Parish Offertory Procedure

During the offertory, all loose cash and parish envelopes collected by the ushers will be
placed in diocesan approved sealed bag(s), and immediately taken by two or more ushers, to
a secure location in the church. Log sheets will be used to record the bag/tag number(s) and
signed by two or more ushers. If the offertory is included in the presentation of the gifts at
the celebration of the Eucharist, the priest will receive the offertory and place it in clear sight
of the assembly. Immediately following the Mass, at least two ushers will take the sealed
bag(s) to the secure location in the church.

1.24. Transfer of Sealed Bag(s) After Mass
The priest or his designee will transfer the sealed bag(s) following each Mass to the location
where the parish offertory will be counted or stored in a secure location until it is counted.

Under no circumstances will the sealed bag (offertory collection) be transported to another
location other than to a secure location at which its contents are to be counted. In the rare
instances when a priest is required to go to multiple locations in order to celebrate Mass and
it is impracticable to return to the secure location, the sealed bag will be placed in the trunk
of his vehicle during travel to the next location. Upon arrival at the location, the sealed bag
will be secured on the site where the next Mass is being celebrated. Following the
celebration of the final Mass, all sealed bags will be transported to the secure location at
which their contents will be counted.
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1. Parish Administration and Internal Controls - Continued

1.25.

1.26.

Parish Offertory Counting Procedure
The parish offertory will be counted in a location on parish property that is secure and
accessible to the pastor. The parish offertory will not be counted at the point of collection.

At least a team of two counters (other than the pastor, bookkeeper and other employed
parish staff) will record the bag/tag numbers, open the bags, count all of the collections,
prepare and make the bank deposit. Team members who are related or married will be
accompanied by a third person. Counting teams will be rotated every six months. If the
counters cannot make the deposit, then they will match the bank deposit acknowledgement
form to the collection count sheet for that week.

If the parish offertory is counted immediately following the Mass and the bank deposit
cannot be made, the deposit will be stored in a safe or a locked filing cabinet and deposited
no later than the end of the next business day.

Parish Offertory Envelope Posting and Notification

Envelopes, collection count sheets, bank deposit acknowledgment forms, and deposit slips
will be forwarded to the business manager/bookkeeper to be recorded in the parish
checkbook and ledger. All identifiable contributions (i.e., envelope users), will be posted to
the respective parishioner’s individual financial contribution record. See norm 1.21 for the
Internal Revenue Code requirements regarding acknowledgement of individual
contributions of $250 or more.

Cash Receipts — Fundraising Events

1.27.

1.28.

1.29.

Collecting Cash Receipts

The pastor or his designee will supervise the collection and recording of cash receipts at all
fundraising events. Designees will work in teams of two and will document all funds
collected, counted, and deposited.

Counting Cash Receipts

The counting procedure for fundraising events will include at least two counters. The
principles of counting noted for parish offertory (norms’ 1.23 — 1.26) will be observed in
counting for fundraising events. If the deposit cannot be made immediately, the pastor or
his designee(s) will periodically place counted cash receipts in a diocesan approved sealed
bag and store the funds in the safe or locked filing cabinet.

Deposits of Cash Receipts

All cash receipts from parish fundraising events will be deposited either during or
immediately at the conclusion of the event, where possible. The above noted procedures for
parish offertory should be used to count and deposit all fundraising receipts.
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1. Parish Administration and Internal Controls - Continued

Federal and State Requirements — Fundraising Events

1.30.

1.31.

1.32.

1.33.

1.34.

Conducting Raffles, Lotteries and Other Games of Chance

Many parishes, school, and other Catholic entities offer raftles, lottery tickets, or other
games of chance as fundraisers to financially benefit their mission. There are a number of
federal and state requirements that must be complied with before, during, and after the
conduct of such fundraisers. (For purposes of this section [Norm 1.31 through 1.34], the
term “organization” is synonymous with a parish, a school, or another Catholic entity).

Purpose and Permits

In accordance with NH State laws, a raffle or game of chance must be conducted in order to
promote the purpose of the charitable organization. Prior to initiating a raffle, the
organization must obtain a permit from the selectmen of the town or the mayor and
aldermen of the city in which the drawing for prizes is to be conducted.

Raffle Ticket Sellers and Purchasers

All raffle tickets must be sold by members of the charitable organization or by persons
designated by the charitable organization. Tickets may not be sold to any person under the
age of sixteen (16). Under no circumstances can any financial remuneration be paid to the
ticket sellers.

Use of the U.S. Mail Prohibited

Federal law prohibits the use of the mail to send raffle or lottery tickets or games of chance
and/or to send cash, checks or other forms of payments in return for raffle, lottery tickets or
games of chance. Penalties for violation of this law include fines and/or imprisonment. It is
permissible to send through the mail advertisements, lists of prizes being offered, and other
information related to a raffle if the organization is a not-for-profit organization and the
organization has complied with the state laws enumerated in Norm 1.31 and 1.32.

Required IRS Filings
All organizations conducting or sponsoring raffles, lotteries, or games of chance (regardless
of the duration of the event) are subject to certain IRS reporting requirements:

1.34.a. If the payout, less the cost of the ticket, is greater than $600 but less than $5,000,
IRS Form W-2G must be completed. Instructions and forms for Form W-2G
can be found on the IRS website at www.irs.gov.

1.34.b. If the payout, less the cost of the ticket, is greater than $5,000, in addition to the
filing requirements enumerated above for IRS Form W-2G, the organization
must withhold 25% of the value of the prize for federal income tax purposes
from the payout of the prize. IRS Form 945 must be completed and transmitted
to the IRS accompanied with the amount withheld. Instructions and forms for
Form 945 can be found on the IRS website at www.irs.gov.
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1. Parish Administration and Internal Controls - Continued

1.35.

Tax Documents Relating to Games of Chance

Certain payments made to “winners” in bingo games, raffles, calendar events, and other
games of chance are subject to IRS reporting and/or withholding requirements. Please
contact the diocesan finance officer prior to conducting such games for specific instructions
on how to comply with federal and state law.

Cash Disbursements

1.36.

1.37.

1.38.

1.39.

1.40.

1.41.

Approving Parish Expenditures and Authorized Signers

All invoices or receipts for parish expenditures will be approved by the pastor or designee
and forwarded to the appropriate parish staff for payment. The pastor is also the principal
authorized signer for the parish operating checking account. Pursuant to norm 1.3 the
business manager/bookkeeper will not be authorized to sign checks. All invoices or receipts
will be paid with pre-numbered checks from the parish operating checking account (unless
following the petty cash procedure in norm 1.44), made payable to the vendor and paid
within the agreed terms. The pastor or designee will initial and date the invoice to indicate
approval for payment. A check will not be signed without invoices, receipts, or expenses
reports to support the disbursement.

Signing Blank Checks or Checks Made Payable to Cash is Prohibited

No check will be signed without the accompanying documentation (invoice) for the check
request. The signer will only sign checks when the payee and dollar amount are complete.
Neither the pastor nor any other authorized signer will sign blank checks or partially blank
checks. Under no circumstance will checks be made payable to the order of “cash.”

Capital Improvements Approval

The pastor will not authorize any capital repair or improvement valued at $50,000 or more
without the prior written approval of the Bishop of Manchester. Please see norms 6.1 — 6.3
for further details.

Dual Signature Requirements

Any check written in excess of $5,000, other than checks made payable to RCBM and/or the
diocesan third party billing agents (i.e., Benefits Allocation Systems (BAS) and Porter &
Curtis), will be signed by the pastor and the secondary signer. The dual signature
requirement is an internal parish policy and need not be authorized by the bank.

Check Stock
All check stock will be kept in a secure locked location.

Recording of Cash Disbursements
The business manager/bookkeeper will note the check number and date on the invoice and
mark it paid.

1. Parish Administration and Internal Controls - Continued
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1.42. Independent Contractors, IRS Form W-9 and IRS Form 1099

All independent contractors will complete IRS Form W-9 prior to receiving any payment
for services rendered. The completed IRS Form W-9 will be retained at the parish.

IRS Form 1099-Miscellaneous will be used to report total cumulative payments of $600 or
more each calendar year to each independent contractor (including limited liability
corporations (LLC’s)). IRS Form 1099-Miscellaneous is not required to report payments to
corporations with the exception of payments for legal services. IRS Form W-9 and IRS
Form 1099-Miscellaneous and their related instructions can be found at www.irs.gov.

1.43. Expense Reports
All priests, religious, permanent deacons, and employees will complete and sign an expense
reimbursement request for expenditures incurred in the course of ministry or on behalf of the
parish. A monthly submission of the reimbursement request is recommended.

Pursuant to IRS regulations, all non-documented expense reimbursements (non-accountable
expense reimbursements) must be included as reportable income for the priest, religious,
permanent deacon or employee and subject to the calculation of that individual’s taxable
income. See Appendix F for a Sample Expense Report.

1.44. Petty Cash

All regular parish expenses will be paid by check, made payable to the vendor and paid
within the agreed terms. A parish may maintain a petty cash fund(s) with an aggregate
balance not to exceed $300. All petty cash payments will be recorded by receipt. The petty
cash fund will be kept in a locked filing cabinet or safe, and reconciled upon reimbursement.
When the check is drawn for reimbursement it will be made payable to “Petty Cash
Custodian” and then the name of the person. Parish expenses paid from petty cash will be
posted to the appropriate parish expense account. See Appendix G, Petty Cash Procedure,
for the complete procedure relating to petty cash.

Payroll

1.45. Lay Employees — Compensation
Lay employees are subject to federal income tax and Social Security/Medicare (FICA) taxes
withholdings. All employees must complete IRS Form W-4 in order for the parish to
withhold the appropriate amount of federal income tax from the employee’s wages. After
calendar year-end all lay employees will be issued an IRS Form W-2 reporting wages paid
and taxes withheld for the prior calendar year. Compensation is to be paid by check or direct
deposit.
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1. Parish Administration and Internal Controls - Continued

1.46.

1.47.

Permanent Deacons — Remuneration

In accordance with Internal Revenue Service (IRS) guidelines (Publication 517), the fact
that permanent deacons are ordained ministers requires that their remuneration be taxed
similar to diocesan priests (see norm 1.47). This tax treatment is required in every instance
where a deacon is working in a ministerial or administrative position for a parish, Catholic
school, or other diocesan entity. For instance, this treatment applies when a deacon is
employed by a parish, Catholic school, or other diocesan entity in a capacity such as, a
pastoral associate, business manager, teacher, etc. Specifically, these wages are subject to
self-employment tax in a manner similar to the remuneration paid to priests. Wages paid to
employees who are permanent deacons are not subject to social security, Medicare and
federal income tax withholding.

In certain instances permanent deacons are allowed by the pastor to live in rectories without
paying rent to the parish which is referred to by the IRS as a “parsonage allowance”. The
fair value of a parsonage allowance, including utilities, provided to a permanent deacon is
excluded from gross income for federal income tax purposes. However this exclusion does
not apply for self-employment tax purposes. Therefore, permanent deacons living in parish-
owned rectories must include the fair rental value of this housing in the calculation of self-
employment income. This requires the permanent deacon to complete IRS Schedule SE.

At the end of each year, an IRS Form W-2 should be issued to the permanent deacons, with
wages paid reported in Box 1, (excluding any parsonage allowance) and all other boxes
blank. The parsonage allowance may be reported in Box 14 of IRS Form W-2 or provided
in a separate statement.

Diocesan Priests - Remuneration

The Bishop of Manchester has established a remuneration schedule for all priests in the
Diocese of Manchester. According to federal income tax law, remuneration of diocesan
priests is to be reported on IRS Form W-2. Furthermore, a parish will not withhold federal
income tax from the remuneration of a diocesan priest.

For the purpose of Social Security/Medicare (FICA) taxes, remuneration of a diocesan priest
(including the stated value of room and board which is $300 a month as of August 1, 2012),
is reported by the priest himself as self-employment income. This requires the diocesan
priest to complete IRS Schedule SE. Federal law prohibits the parish from withholding any
Social Security/Medicare taxes from the remuneration of a diocesan priest or from making
contributions to these taxes.

All diocesan priests incardinated in the Diocese of Manchester are required to participate in
the Social Security/Medicare plans established by the federal government.
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1. Parish Administration and Internal Controls - Continued

1.48.

1.49.

1.50.

Specific information regarding the payment and reporting of the remuneration of diocesan
priests may be obtained from the diocesan finance officer. See Appendix H, Diocesan
Priest Remuneration for more information relating to: Priest Remuneration — History;
Priest Remuneration — Schedule; Priest Remuneration Election Request Form, and;
the Accountable Plan for Expense Reimbursement.

Diocesan Priests - Sustenance

In accordance with Church law, the Bishop of Manchester is responsible for the sustenance
of priests who retire from assigned ministry and priests who have been granted an
authorized leave of absence by the bishop. All parishes are responsible for assisting in the
sustenance of diocesan priests through assessments and other programs established by the
bishop.

Diocesan Priests — Benefits

In accordance with Church law, the Bishop of Manchester is responsible for ensuring that
diocesan priests receive adequate access to health care and other benefits that he deems
appropriate. All parishes are responsible for funding the benefits of priests assigned to the
parish. Benefit plans are established by the Bishop of Manchester and administered by the
diocesan central administration.

Priests in Religious Institutes — Remuneration, Sustenance and Benefits

The Bishop of Manchester may assign a priest who is a member of a religious institute to
parish ministry. Such priests are nominated by their religious superior and assigned by the
bishop.

Priests in religious institutes receive the same remuneration as diocesan priests, except that
such remuneration is paid directly to the religious institute, not to the priest personally in
accordance with norm 1.55.

Priests in religious institutes who retire from assigned ministry or are granted a leave of
absence by their religious superior are provided sustenance by their religious institute. The
Diocese of Manchester provides a contribution to the religious institutes to assist in funding
this sustenance.

Priests in religious institutes who are assigned to parish ministry may either participate in
the benefits established for diocesan priests or the benefits established by their religious
institute as determined by the religious superior of the religious institute. In the instances
where the benefit plan of the religious institute is selected, the Diocese of Manchester
provides a contribution to the religious institute to assist in funding these benefits.
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1. Parish Administration and Internal Controls - Continued

1.51. Mass Offerings for Mass Intentions
In the Diocese of Manchester, the Mass offering for both an announced and unannounced
particular intention is $10.00. A priest who celebrates the Eucharist for a particular
intention will receive the $10.00 Mass offering. In accordance with Church law, no priest
may receive more than one Mass offering per day. Collective intentions are allowed with
some restrictions. The following regulations are to be observed if this practice is followed:

1.51.a. The donors must be informed and consent to the combining of their offerings
prior to the celebration of the Mass for the collective intention;

1.51.b.  The place and time for the Mass must be announced,

1.51.c. The practice may not be observed more than twice a week including Saturday
and Sunday;

1.51.d. The celebrant may keep for himself no more than the usual amount of a single

Mass offering and the excess offerings will be retained and recorded as parish
income. (LOGOS Account#4065-100-000 Stipends-Mass Intentions, Peachtree
Account#4025 Stipends-Mass Intentions, Quickbooks-Stipends Mass Intentions.)

All Mass offering revenue will be recorded as parish revenue. All Mass offering expenses
(paid to priests) is remuneration and will be reported on IRS Form W-2. All Mass offerings
will be paid to the priest by check.

Bination/Trination Mass offerings are the $10.00 offering that is not given to the priest
because he has already received one Mass offering for a day even though he has celebrated
the Mass for the stated intention. Bination/Trination Mass offerings are parish revenue.

A pastor and another priest who are obliged to celebrate a Missa pro populo (Mass for the
people) on Saturdays or Sundays and Holy Days may take an offering for another Mass
which he celebrates that day, but not for the Missa pro populo (Mass for the People). When
a pastor is responsible for more than one parish, only one Missa pro populo (Mass for the
People) need be celebrated in one of the parish churches under his care.

In accordance with Church law, parishes that have Mass intentions and Mass offerings that
cannot be fulfilled within one calendar year will be forwarded to the diocesan finance officer
on a quarterly basis. The parish must notify the person who requests such a Mass that it will
be unannounced ($10.00 Mass offering) and that the Mass intention will be fulfilled by
another priest, often retired priests and missionaries. The Mass offering for these intentions
will be paid to the priest who fulfills the obligation. See Appendix I, Mass Intention
Transmittal Form, used to transfer Mass intentions to the finance office.

Parishes that do not have sufficient Mass offerings for all parish Masses may request
unannounced Mass intentions and offerings from the diocesan finance officer.

Priests who are retired or not assigned to parish ministry may request Mass intentions and
offerings from the diocesan finance officer.

February 1, 2014 Amended #1.51.d. Page 1-13



1. Parish Administration and Internal Controls - Continued

1.52. All Souls Day Mass Intentions and Offerings

Offerings received for All Souls Day are to be utilized for Masses for All Souls celebrated
on All Souls Day as well as on other days throughout the year. The entire collection for All
Souls Day (offertory in envelopes as well as loose money) is to be counted and divided into
$10.00 increments. Each $10.00 increment should be listed in the parish bulletin as “All
Souls Day Mass Intentions™ on days in which no specified intention is assigned. Prior to the
next year’s All Souls Day, if there are either unfulfilled All Souls Day Mass intentions or it
is likely that the remaining intentions will not be fulfilled; the pastor will disburse the
remaining Mass intentions to other priests, missionaries, or send them to the Office of the
Bishop for distribution.

1.53. Remuneration — Supply Priests
The remuneration of priests for assistance in parish ministry should be paid in accordance
with the following guidelines. As the term is used herein, “expected” means ‘“no more or
less than”.

Weekday Mass: The expected remuneration for a weekday Mass is $25.00. In addition, the
supply priest is to receive the $10.00 offering for an announced Mass. For each additional
Mass he may celebrate that same day at that parish he is to receive $25.00.

Weekend Mass or Holy Day of Obligation Mass: The expected remuneration for a weekend
Mass or Holy Day of Obligation Mass is $50.00. In addition, the supply priest is to receive
the $10.00 offering for an announced Mass. For each additional Mass he may celebrate that
same day at that parish he is to receive $50.00.

Funeral Mass: The expected remuneration for a Funeral Mass, including the Wake Service
if necessary, and the Committal Prayers at the cemetery immediately following the Mass is
$100.00. The $100 remuneration includes the Mass offering of $10.00.

Mileage Reimbursement for Supply Priests: Whenever a supply priest is called upon to
assist sacramentally in a parish, he should receive mileage reimbursement at the current
diocesan approved rate when the round trip travel exceeds 25 miles. If the supply priest
covering for the weekend or Holy Day of Obligation chooses to commute each day from his
place of residence, he is to receive mileage reimbursement for only one round-trip should
such exceed 25 miles.

A supply priest is free to refuse remuneration and/or reimbursement of expenses or to accept
less than the expected amount.

All remuneration and reimbursements (paid to priests) will be reported in IRS Form W-2 if
not retired and on IRS Form 1099 — Miscellaneous, if retired. For a member of a religious
community payment should always be made by check and payable to the member’s
community.
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1. Parish Administration and Internal Controls - Continued

1.54.

1.55.

1.56.

1.57.

1.58.

Stole Fees

Stole fees are offerings paid by the Christian faithful for the celebration of sacraments (i.e.,
Baptism, Holy Matrimony, Funeral Mass). The normal practice within the Diocese of
Manchester is not to request an offering for the celebration of a baptism. Should one be
offered, it is to be gratefully received. If at the discretion of the pastor an offering for a
wedding is requested, the offering should not exceed $200.00 for parishioners and $400.00
for non-parishioners. If at the discretion of the pastor an offering for a funeral is requested,
the offering is normally $100.00 and may not exceed $150.00.

Stole fees are parish revenue and are not to be paid to the diocesan priest personally. If a
priest celebrates a Funeral or Nuptial Mass and is entitled to receive a $10.00 Mass offering
for that day, the Mass offering will be deducted from the stole fee. In accordance with
Church law, no priest may receive more than one Mass offering per day.

Members of Religious Institutes

All remuneration for members of religious institutes is payable to the religious institute and
not directly to the individual. Any remuneration paid to a member of a religious institute
personally will be reported as either income (according to norm 1.45) or remuneration for
transitional deacons and priests (according to norm 1.47).

Payroll Withholdings

The parish is responsible for withholding federal income tax and Social Security/Medicare
(FICA) tax from employees and depositing them according to federal tax requirements, as
well as the completion of IRS Form 941. In addition, parishes are responsible for the
employer’s portion of Social Security/Medicare (FICA) taxes (matching contribution).
Parishes will furnish each employee with a statement of deductions made from wages (check
stub). Federal income tax or Social Security/Medicare (FICA) will not be withheld from
remuneration for diocesan priests and for permanent deacons.

Payroll Processing

Each parish will have a payroll system or service that records current period earnings by
employee; quarterly and annual earnings by employee; and current, quarterly, and annual
totals of taxes withheld from all employees.

Pay and Benefit Notification Requirements

All employees will be notified at the time of hiring of the rate of pay, and the day and place
of payment. Employees will be notified in writing of any changes in pay and benefit policy
at least five (5) days prior to the initiation of the change. All employees will be notified in
writing of employment practices and policies with regard to paid time off (i.e., vacation,
sick, personal, retreat days), and other employee benefits (i.e., health, dental, disability,
retirement benefits). In addition, at each pay period the employer will provide each
employee with a written statement (check stub) of all deductions, which may include taxes
withheld, insurance premiums, contributions to charities, and other deductions from gross
wages.
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1. Parish Administration and Internal Controls - Continued

1.59.

1.60.

1.61.

1.62.

1.63.

Non-exempt Employees

A non-exempt employee is defined by law. In accordance with revisions to the federal Fair
Labor Standards Act, parish employees (other than clergy, teachers and school
administrators) should generally be classified as non-exempt employees. A non-exempt
employee is entitled to be paid one and one-half times their regular hourly wage for any time
worked over forty hours per week in accordance with the federal Fair Labor Standards Act.
A written record of hours worked will be maintained for all non-exempt employees. While
non-exempt employees can be paid a salary (a fixed amount for each workweek), they are
nonetheless entitled to overtime pay under federal and state laws. In accordance with
federal and state laws, non-exempt employees cannot receive compensatory time off in lieu
of overtime pay.

Exempt Employees

An exempt employee is defined by law. An exempt employee is not entitled to overtime pay
and minimum wage in accordance with the Fair Labor Standards Act. A written record of
paid time off will be maintained for all exempt employees. Pastors will consult with the
diocesan Director of Human Resources prior to classifying a parish employee as
exempt.

Employee Break Periods

Employees cannot be required to work more than five consecutive hours without being
afforded a thirty (30) minute lunch or eating period, unless it is feasible for the employee to
eat while performing his/her work duties and the employer allows such to occur. If the
employee is granted a thirty (30) minute lunch or eating period, the employee does not have
to be paid for that time. An employee may waive the right to a thirty (30) minute lunch or
eating period by signing a waiver that is placed in the employee’s personnel file. The
employee may revoke the waiver at any time.

Employee Contributions Towards Medical and Dental Insurance

The Diocese of Manchester has established a flexible benefit plan in accordance with section
125 of the Internal Revenue Code for diocesan, parish, and school employees. Accordingly,
employee contributions toward their medical and dental insurance premiums are not taxable
for federal and social security/Medicare (FICA) tax purposes.

Bonuses/ Gifts to Employees

All bonuses/gifts (i.e., Christmas bonuses, etc.) to employees will be made by check payable
to the individual and accounted for through the payroll system. Under no circumstances
should such bonuses/gifts be made in cash. Bonuses/gifts are includable in gross income
and in accordance with IRS requirements reported on an individual’s IRS Form W-2 and
subject to federal income and social security/Medicare tax withholdings.
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1. Parish Administration and Internal Controls - Continued

1.64. Separated Employees
When an employee voluntarily ceases employment, all wages due (including any unused
vacation or sick pay in compliance with parish policy) will be paid no later than the next
regularly scheduled payday or by mail if the employee requests payment by mail.

In the case of a contemplated involuntary termination of employment, the pastor will contact
the diocesan Director of Human Resources prior to discharging an employee. When an
employee is discharged, the parish will pay the employee all wages owed that employee
(including any unused vacation or sick pay in compliance with parish policy) within 72
hours of the notice of discharge. If the discharged employee is a non-exempt employee
receiving a salary and the discharge date is other than at the end of a pay period, the
discharged employee will be paid for the full pay period. Payment will be made personally
to the discharged employee or by mail if the discharged employee request payment by mail.

1.65. Unemployment Compensation Exemption
The diocese is exempt from federal and state laws related to unemployment compensation
and does not participate in or provide unemployment compensation insurance benefits. All
employees will be made aware of this in writing at the time of hire.

1.66. Shared Employees — Payment of Wages and Benefits
The services of some employees (religious education teacher, business manager/bookkeeper,
secretary, custodian, etc.) may be shared with one or more parishes, schools or cemeteries.
Prior to hire, the entities who share in the employee’s services will agree on the individual’s
rate of pay, hours to be worked, and benefits.

The calculation of the actual time worked and the resulting pay will be the responsibility of
one of the affected entities and will be accounted for through that entity’s payroll system.
That entity will bill the other entities, which share the employee’s services, their share of the
employee’s employment related expenses (wages, benefits, taxes, workers compensation
insurance, and other benefits). Each share of these expenses will be determined in advance
by agreement of the entities. The sharing of employment related expenses will typically be
based on the level of effort (time) expended at each of the entities.

The weekly calculation of pay for a shared employee will include all hours worked at each
entity in the determination of overtime pay due. Non-exempt employees are entitled to be
paid one and one-half times their hourly rate for all hours worked in excess of forty (40)
hours in any one week period.

The entity responsible for processing the payroll for the shared employee is also responsible
for issuing the employee an IRS Form W-2 at calendar year end reflecting the entire
compensation paid the employee.
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1. Parish Administration and Internal Controls - Continued

1.67. Remuneration for Priests Assigned to a Parish
A priest will be paid at the end of the month where he is serving. The parish where the
priest is assigned as of the last day of the month is responsible to pay that priest for that
month. In cases where a priest is not reassigned to another parish, the finance officer will
work with the parish to calculate the remuneration of that priest using a prorated method
(days worked).
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2. Parish Finance Council

Code of Canon Law and Diocesan Norms

2.1.

2.2,

2.3.

24.

2.5.

Parish Finance Councils

In accordance with Church law (Canon 1280) and the following norms, every parish is to
have a parish finance council. The pastor is responsible for assembling the parish finance
council.

The parish finance council is an advisory body. Except as noted below in norm 2.2., neither
the parish finance council nor any individual member will engage in any parish matters
without the express consent of the pastor.

Obligation to Report Missing and/or Inappropriate Use of Funds

If there is evidence of missing and/or the inappropriate use of funds and/or fraudulent
activity reported by anyone to a member of the parish finance council, the member will
notify the pastor. If the concern involves the pastor, then the member will contact the
delegate for ministerial conduct at (603) 669-3100.

Membership

Every parish finance council will have at least three members. Members of the parish staff
may assist the pastor in working with the parish finance council, but not as members.
Members of the parish finance council are appointed by the pastor for a specific term of
office determined by him. Members will be skilled in finance, accounting, civil law,
construction/engineering, or business.

Responsibilities of a Parish Finance Council
The parish finance council will:

2.4.a. assist in the preparation of the annual budget;

2.4.b. assist in monitoring financial reports and the annual budget on an ongoing (at least
quarterly) basis;

2.4.c. assist the pastor in assuring that the financial statements are presented to the parish
community (at least annually);

2.4.d. assist in the implementation of acceptable internal control practices including
reviewing and implementing diocesan policies, and;

2.4.e. assist the pastor in evaluating the impact on parish finances and administration of
leasing parish properties to an outside organization.

Meeting Requirements

The parish finance council will meet at least four times a year. At every meeting, the parish
finance council will review and analyze the financial activities of the parish, monitor
compliance with the annual parish budget, review quarterly financial reports, and review the
financial impact of the mission and ministry of the parish as established by the pastor.
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2. Parish Finance Council - Continued

2.6. Review of Bank Statements
On a quarterly basis, a member of the finance council, knowledgeable in bank account
reconciliations, will randomly review the bank reconciliations for each bank account
utilizing the parish’s federal tax identification number.
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3. Parish Accounting System and

Parish Financial Reporting

Approved Accounting System

3.1.

3.2.

Chart of Accounts

All financial transactions of the parish will be reported on the financial reports using the
appropriate category from the parish chart of accounts established by the diocesan finance
officer. No additions or deletions will be made to the parish chart of accounts without the
prior approval of the diocesan finance officer.

Use of a Computerized System

It is preferable that every parish use a computerized accounting system. The approved
financial accounting software for the Diocese of Manchester is either Peachtree Accounting
System or LOGOS Accounting System. Details on how to implement the accounting
software can be obtained from the diocesan finance officer.

Under certain circumstances, other accounting software may be used with the permission of
the diocesan finance officer.

Computer Safeguards

3.3.

34.

Computer Backups

All computer files will be backed up onto portable computer media (CD-ROM, disk, tapes)
on a weekly basis and tested on a monthly basis. Ideally this backup will be done
immediately following the posting of parish revenue and expenses. A minimum of two
entire backups will be stored. One backup will be in a secure fireproof location (if possible).
Another backup will be stored off-site from parish property.

Surge Protectors and Use of Passwords

Surge protectors will be in use on all computer equipment. Accounting software will be
password protected so that only individuals authorized by the pastor have access to
accounting records. The pastor or his designee will administer all passwords. All
passwords will be changed periodically and recorded in writing and kept in a secure location
by the pastor or his designee.

3. Parish Accounting System & Parish Financial Reporting - Continued

Parish Financial Reporting
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3.5.

3.6.

3.7.

3.8.

3.9.

3.10.

3.11.

Parish Financial Reports

Parish financial reports (detailed income/expense statement and detailed balance sheet) will
be prepared each month. The monthly income/expense report will detail budget amounts,
year-to-date totals and prior year comparisons. The monthly balance sheet will detail asset
and liability balances. The monthly financial reports will be reviewed by the pastor.
Quarterly reports will be produced for review with the parish finance council.

Method of Accounting

The parish financial accounting system is to be maintained on the cash basis method of
accounting, except for accounts payables (i.e., diocesan assessments, centralized expenses
and special collections, and other normal accounts payable items) and accounts receivable.
Accounts payable and accounts receivable will be accrued and posted as a journal entry on a
monthly basis.

Retention of Financial Reports

All parish accounting records and financial reports will be maintained according to the
Parish Finance Archive Retention Schedule. Appendix C. Where possible, parish
financial reports will be kept in a fireproof location.

Retention of Restricted Gift Documents

Documents in connection with donations, bequests, and gifts which restrict the use of the
donated amount or property as to purpose and/or time will be maintained at the parish in a
secure location. Once a gift is accepted, the pastor and the members of the parish finance
council will ensure compliance with all the donor’s restrictions.

Parish Budget Reports

The pastor will work with the parish finance council to prepare an annual operating and capital
budget for the parish on or before May 15™ of each year. A copy of the detailed parish budget
will be submitted to the diocesan finance officer each year on or before June 1st.

Parish Year-End Financial Reports

The pastor will work with the parish finance council to prepare annual fiscal year-end
financial reports for the diocesan finance officer in accordance with the Parish Chart of
Accounts, Appendix J, and established diocesan financial reporting norms. All annual
parish financial reports, ending each fiscal year on June 30", will be submitted to the
diocesan finance officer on or before August 15". The pastor will work with the parish
finance council to publish a parish financial report to the parish community, on or before
October 31% of each year.

Parish Review and/or Audit

The diocese will establish a plan for the periodic review and/or audit of parishes by the
diocesan finance officer. The resulting individual report will be made available to the
respective pastor and parish finance council.

3. Parish Accounting System & Parish Financial Reporting - Continued

Reporting and Receiving Bequests

3.12.

Designation of Bequests to Parishes
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Oftentimes pastors and/or parish staff are approached by individuals inquiring as to the
proper designation to be used for making a bequest to the parish in an individual’s last will
and testament. In order to provide uniformity and consistency in the designation of bequests
made for the benefit of parishes, the pastor and/or the parish staff will suggest that the
bequest be made as follows — “Roman Catholic Bishop of Manchester, for the benefit of
Parish Name.” The use of such a designation will ensure that the bequest will inure to the
benefit of the parish so named.

3.13. Notification of Bequests
Typically once the will of the deceased is proved and allowed by the court, a notice is
provided by the court to the surviving spouse, legatees, and heirs at law. When a parish
receives such a notice from the court informing it that it is a legatee under a particular last
will and testament, the pastor will provide a copy of said notice to the chancellor and the
diocesan finance officer for their review. The chancellor and/or finance officer will notify
the pastor of any required action based upon that review.

February 1, 2014 Added #3.12. and #3.13.
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4. Parish Assessments, Centralized Expenses

and Special Collections

Parish Assessable Income, Assessments and Centralized Expenses

4.1. Parish Assessable Income
The diocesan finance officer will provide the parish with a calculation of the assessable
income of the parish on or before April 30" of each year. The assessable income from the
last fiscal year completed will be used to calculate assessments, centralized expenses and
assessed special collections (i.e., assessable parish income for fiscal year 2013 (07/12 —
06/13) will be that of the fiscal year-end 2011 (June 30, 2011)).

4.2. Exclusions from the Parish Gross Income
Certain items are deducted from the gross parish revenue to determine the assessable parish
income. All exclusions noted below must first be included in the parish’s calculation of
gross income. The following are the only approved exclusions from parish assessable
income:

4.2.a. Grants Received — Diocesan Subsidy/Parish Subsidy — grants from the diocese to a
parish.

4.2.b. Diocesan Special Collections — special collections (international, national and
diocesan) approved by the diocese.

4.2.c. Clergy Room and Board Income — room and board paid by the diocese and/or a
retired priest.

4.2.d. Bequests — income received from a bequest. This does not include general donations
or memorial donations.

4.2.e. Approved Capital Campaigns — the Bishop of Manchester will approve certain
capital campaigns associated with a building drive. Approval for such campaigns
will be granted in writing. The request for approval will be signed by the pastor, the
chair of the parish finance council, and the chair of the parish pastoral council. All
capital campaign funds will be deposited in the central fund and withdrawn as
needed for project expenses.

4.2.f. Approved Debt Elimination Drives — the Bishop of Manchester will approve
certain debt elimination campaigns associated with a building drive. Approval for
such campaigns will be granted in writing. The request for approval will be signed
by the pastor, the chair of the parish finance council, and the chair of the parish
pastoral council. All debt elimination campaign funds will be deposited in the central
fund and applied to reduce the debt to which the drive pertains.
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4. Parish Assessments, Centralized Expenses and Special Collections - Continued

4.3.

4.4.

4.5.

4.2.¢. Interest Earned from Central Fund and/or Pooled Investment Fund — income
received on central fund deposits and/or the pooled investment fund.

4.2.h. Sale of Property or Land — income received from the sale of parish buildings or
land. Depending on the sales price only the Holy See or the Bishop of Manchester
can approve the sale of parish buildings or land. Approval for such sales will be
granted in writing. The request for approval will be signed by the pastor, the chair of
the parish finance council, and the chair of the parish pastoral council.

4.2.i. Reimbursement Income from Parishes for Shared Expenses — income received
by a parish for shared services.

Special Credits
Certain special credits will be deducted from the gross parish revenue to determine the
assessable parish income. The following are the only special credits:

4.3.a. Net Principal Paid on Central Fund loans — the annualized net principal paid on
central fund loans, up to a fiscal year maximum of $25,000.

4.3.b. Catholic School Subsidy — 25% of the annual Catholic school subsidy, up to a fiscal
year maximum of $25,000.

4.3.c. Christian Formation — 25% of the annual Christian Formation paid, up to a fiscal
year maximum of $25,000. Programs expenses will include adult, youth and child
religious education programs, RCIA, youth ministry and assessments associated with
Christian Life Centers.

4.3.d. Parish Sacrificial Giving Contributions — 100% of an approved parish Sacrificial
Giving Program, up to a fiscal year maximum of $25,000. Sacrificial Giving
Programs will be approved in writing by the Bishop of Manchester and will be in
effect for up to a five-year period at which time the pastor will resubmit a request for
approval.

Diocesan Assessments

The diocesan finance officer will provide the parish with an annual prospective statement for
diocesan assessments on or before April 30" each year. Diocesan assessments will be
invoiced to each parish on a monthly basis and are due and payable in full within thirty (30)
days of the invoice date.

Parish Centralized Expenses

The diocesan finance officer will provide the parish with an annual prospective statement for
parish centralized expenses on or before April 30" each year. Parish centralized expenses
will be invoiced to each parish on a monthly basis and are due and payable in full within
thirty (30) days of the invoice date.
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4. Parish Assessments, Centralized Expenses and Special Collections - Continued

Special Collections — International, National and Diocesan

4.6.

4.7.

Definition of Special Collections/Appeals

All parishioners are entitled to receive information about the broader mission and ministry
of the Church and to voluntarily contribute to support the ministries who receive the
proceeds from special collections. Therefore, every parish is required to participate in all
special collections established by the Bishop of Manchester. See Appendix L, Special
Collections Descriptions and Dates.

Participation in special collections includes the following:

4.6.a. All special collections will be included in parish envelopes provided for parish
offertory.

4.6.b. All special collections will be published in the parish bulletin prior to the weekend of
the special collection. Parish bulletin language is provided for each special
collection by the diocesan finance officer in Appendix L, Special Collections
Descriptions and Dates.

4.6.c. The entirety of all special collections must be transmitted to the diocesan finance
officer within 60 days of the collection date.

Parishes will participate on the dates established by the diocese for all of the special
collections/appeals.

The diocesan finance officer will provide the parish with an annual prospective statement for
special collections/appeals on or before April 30" each year.

Certain special collections have an assessed minimum. However, amounts collected in
excess will be sent in their entirety to the diocese (excess amounts in one assessed collection
will not be used to offset a deficit in another assessed collection). All other special
collections/appeals have no stated minimum.

Every parish will participate in the Annual Appeal for New Hampshire Catholic Charities in
May. This Appeal will be conducted in accordance with the procedures established by the
administration of New Hampshire Catholic Charities and the diocesan finance officer.

Assessed Special Collections
The special collections that currently have an assessed minimum are:

4.7.a. Diocesan Seminarian Fund (January): 0.4% of assessable income
4.7.b. Works of the Holy Father (June): 0.3% of assessable income
4.7.c. Parish to Parish Support Fund (July): 0.3% of assessable income

4.7.d. Catholic University of American and U.S.C.C.B (Sept.): 0.4% of assessable income

Although the assessed minimum for such special collections will appear on the diocesan
invoice, all income received in excess of the assessment will be paid to the diocese.
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4. Parish Assessments, Centralized Expenses and Special Collections - Continued

4.8. Use of Envelopes for Special Collections
Parishes will use special collection envelopes or other methods to facilitate the participation
of parishioners in such collections. Parishes may have special collection envelopes printed
by their envelope vendor or use special collection envelopes provided by the U.S.
Conference of Catholic Bishops or the diocese.

Every parish is to provide the name and address of the parish envelope vendor to the
diocesan finance officer.
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5. Diocesan Central Fund (Savings and Loans)

Diocesan Central Fund (Savings and L.oans)

5.1.

5.2.

5.3.

Diocesan Central Fund

The Diocese of Manchester has established a central fund for centralized deposits and loans.
The central fund is managed by the diocesan finance officer. All parishes, Catholic schools,
cemeteries and other diocesan institutions and/or funds will use the central fund for all
savings deposits and/or loans.

Diocesan Central Fund Savings

All parishes, Catholic schools, cemeteries, and other diocesan institutions and/or funds will
keep all savings on deposit in the central fund. All deposits may be withdrawn by the
pastor, Catholic school principal, or institutional director at any time. All withdrawal
requests will include an explanation of the purpose for the withdrawal.

All parishes, Catholic schools, cemeteries, and other diocesan institutions will place funds in
excess of sixty (60) days operating expenses on deposit in the central fund.

In addition, all funds collected from approved capital campaigns will be deposited into the
central fund and withdrawn as needed. All funds collected from approved debt elimination
drives will be deposited into the central fund as they are received.

Diocesan Central Fund Loans

All parishes, Catholic schools, cemeteries, and other diocesan institutions and/or funds will
only borrow funds from the central fund. Loan requests will be submitted to the diocesan
finance officer at least sixty (60) days prior to the need for funds. Emergency operational or
capital loans will be granted on an expedited basis.

A central fund loan request will be submitted in writing by the pastor, Catholic school
principal or institutional director. A central fund loan to a parish, Catholic school or
institution will include a written acknowledgement of the request by the chair or moderator
of the parish finance council or school finance committee.

The general standard for the approval of central fund loans is the ability to fund monthly
interest and principal payments over a specific term.

The term for each central fund loan will be determined by the diocesan finance officer in
consultation with the pastor and the Bishop of Manchester.

Central fund loans will not be made to entities other than those within the Roman Catholic
Bishop of Manchester, a corporation sole.
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5. Diocesan Central Fund (Savings & Loans) - Continued

54.

5.5.

5.6.

5.7.

Interest Rates on Deposits and Loans

The interest rate on central fund deposits and loans is variable. The interest rate is set
annually by March 1% with an effective date of the following July 1. The interest rate is set
by the Bishop of Manchester after consultation with the diocesan finance council. Interest
rates are determined with consideration for the state of financial markets.

Pastor, Principal, Institutional Director as Primary Signer

The pastor, Catholic school principal and/or institutional director will be the primary
authorized signer on all central fund transactions. These persons may request permission
from the diocesan finance officer to designate a secondary authorized signer for withdrawals
from central fund deposits. Secondary authorized signers will be parish staff who do not
handle cash or have any accounting/bookkeeping responsibilities.

Equipment Leases

Prior to the lease of any capital equipment (i.e., vehicle, copier, computer, telephone system)
for more than $2,500, the pastor, Catholic school principal and/or institutional director will
inquire about obtaining a central fund loan.

Capital equipment leases offered by vendors are a form of financing and often include
onerous termination fees and other conditions that are not readily evident.  All parishes,
Catholic schools and institutions are urged to not enter into capital equipment leases.
Instead, central fund loans may be obtained at much more reasonable rates.

Central Fund Transactions

All central fund transactions will be processed using the central fund deposit and withdrawal
forms provided by the diocesan finance officer. Central fund deposits will be made payable
to the Roman Catholic Bishop of Manchester from the parish operating checking account.
Restrictions, if any, will be noted for each account being opened in the central fund. The
withdrawal slip will contain the name of the parish, Catholic school or institution, the central
fund account number and the use for the funds being withdrawn.
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6. Parish Capital Repairs and Improvements

Required Consultations, Notifications and Approvals

6.1. Additions and/or Alterations to Parish Buildings and Grounds
The pastor will consider any plans for additions and/or alterations to any parish building or
grounds in the preparation of the annual capital budget. Prior to completing the annual
capital budget or should the need for an emergency repair or renovation arise, the following
consultations, notifications and/or approvals are required.

6.1.a. The pastor will consult with the parish finance council prior to authorizing any
proposed capital expenditure that in the aggregate exceeds $2,500.

6.1.b. In addition to the requirements in 6.1.a, the pastor will notify the diocesan real estate
office prior to authorizing any capital expenditure that in the aggregate exceeds
$10,000.

6.1.c. In addition to the requirements in 6.1.a and 6.1.b, the pastor will request approval
from the Bishop of Manchester prior to authorizing any capital expenditure that in
the aggregate is valued at $50,000 or more. The request for approval will be signed
by the pastor, the chair of the parish finance council, and the chair of the parish
pastoral council.

6.2. Capital Expenditures Equal to or Exceeding $50,000

The pastor will submit to the Bishop of Manchester a written proposal outlining the scope
and the anticipated financing needed for any capital project for which the expenditure of
funds will equal or exceed $50,000 in the aggregate. The request for approval will be signed
by the pastor, the chair of the parish finance council, and the chair of the parish pastoral
council. In consultation with the Director of Real Estate and Construction, the pastor will
make every effort to request three (3) competitive bids from qualified vendors. In
consultation with the pastor, the diocesan finance officer will recommend to the Bishop of
Manchester a maximum amount of debt that the parish can assume related to the proposed
capital project.

6.3.  Authorized Signer for Contracts

Once a vendor has been chosen, all contracts related to a capital project that in the aggregate
equals or exceeds $50,000 may only be signed by an authorized signer for The Roman
Catholic Bishop of Manchester, a corporation sole. A pastor may not sign any contract
for any reason that equals or exceeds $50,000 or that binds the parish for a period of
more than six (6) months. To ensure that such contracts are in accordance with the work
required, the Director of Real Estate and Construction will review the contracts for
compliance with the required terms prior to their execution. If deemed necessary, such
contracts will also be reviewed by legal counsel prior to their execution.
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7. Major Parish Projects — Land and Buildings

Major Renovation Approval Process

7.1.  Formation of Parish Steering Committee
A parish considering the purchase or sale of land, the construction of a new facility, or the
major renovation of an existing property or facility will form a steering committee
comprised, at a minimum, of the pastor, the chair of the pastoral council and the chair of the
parish finance council. Representation on the steering committee should also be sought from
parish members with expertise in finance, and in the construction and maintenance of
facilities.

7.2.  Proposal Outlining Need for Project
The pastor and steering committee will submit a written proposal for the project to the
Director of Real Estate and Construction. In the proposal, the pastor will outline the need
for the project and how it assists in the fulfillment of the mission and ministry of the parish.
The proposal will be signed and submitted by the pastor and the steering committee.

7.3. Initial Estimates of Project Costs and Parish Debt Capacity

The pastor and the chair of the steering committee will meet with the Director of Real Estate
and Construction and the diocesan finance officer to discuss the scope of the project. Based
upon these discussions, the Director of Real Estate and Construction will provide an initial
estimate of the cost of the project. This cost estimate will include all direct costs as well as
indirect (soft) costs such as fixtures, furnishings, professional fees and other ancillary costs.
Likewise, consideration will be made for additional operating costs in the parish budget as a
result of the proposal. The diocesan finance officer will provide an initial estimate of the
parish’s debt capacity based on past and projected parish operating and capital budgets.

7.4. Initial Estimate of Funds Needed to Be Raised by the Parish
The diocesan finance officer will provide an initial estimate of the amount of funds to
complete the project. This estimate will also include an analysis of the timing in which the
parish will need to raise such funds, from other than central fund loan proceeds. The sources
of such funds include, but are not limited to, parish savings, proceeds from the sale of
existing properties, insurance proceeds, and capital campaign drives.

This initial estimate is not final approval for the project or its financing.

7.5.  Parish Decision to Proceed with the Project
Based upon information provided to the pastor and the steering committee by the secretary
for real estate and the diocesan finance officer, a decision will made by the pastor with the
advice of the steering committee on whether to proceed with a request for permission from
the bishop to initiate a feasibility study of the project.
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7. Major Parish Projects - Land and Buildings — Continued

7.6.

7.7.

7.8.

7.9.

Approval to Conduct Feasibility Study

For projects on which a determination has been made to proceed, a written request will be
sent to the bishop for approval to have a professionally conducted study to assess the
feasibility of raising the minimum amount required as determined in norm 7.4. above. The
request for approval will be signed by the pastor, the chair of the parish finance council, and
the chair of the parish pastoral council. The Director of Real Estate and Construction will
work with the pastor and steering committee to approve a firm to conduct the feasibility
study.

Pre-Approved Lists of Outside Consultants

Prior to contacting any outside parties, the pastor and the chair of the steering committee
must contact and obtain from the Director of Real Estate and Construction a listing of pre-
approved vendors/experts from which a selection will be made for purposes of obtaining
conceptual architectural renderings, conducting feasibility studies, and etc. The initial
estimate of the required amount needed (see norm 7.4. above) will be used for assessing the
financial feasibility of the project.

Approvals Needed to Proceed with the Project
The Director of Real Estate and Construction assumes oversight responsibility for the
construction project.

7.8.a. The Director of Real Estate and Construction arranges for a presentation of the
project to the diocesan real estate board. The diocesan real estate board will, in turn,
make a recommendation to the diocesan finance officer and the Director of Real
Estate and Construction as to whether the project should be undertaken.

7.8.b. Prior to obtaining final approval from the bishop to proceed with the project and
prior to entering into a construction contract, the Director of Real Estate and
Construction and the diocesan finance officer will meet with the pastor and chair of
the steering committee to refine the project costs estimates, the debt service capacity
of the parish, and the amount of funds needed to be raised by the parish. A request
for approval to proceed with the project signed by the pastor, the chair of the finance
council, and the chair of the pastoral council is then submitted to the bishop.

7.8.c. The diocesan finance officer makes a recommendation to the bishop for approval,
incorporating the final project costs estimates and amounts to be borrowed from the
central fund, and the terms of repayment of borrowed amounts.

Authorized Signer for Contracts

Once approval has been obtained from the bishop and a contractor has been chosen, all
contracts related to the project may only be signed by an authorized signer for The Roman
Catholic Bishop of Manchester, a corporation sole. To ensure that such contracts are in
accordance with the work required, the diocesan real estate office will arrange for review of
all the contracts for compliance with the required terms prior to their execution.
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7. Major Parish Projects - Land and Buildings — Continued

7.10. Payment of Construction Requisitions
Payments required during the project will be made by the diocesan finance officer only after
the receipt, review and approval by the Director of Real Estate and Construction of all
necessary requisition forms and his satisfaction with the work performed.

Sale of Parish Land and Buildings Process and Use of Proceeds

7.11. Formation of Parish Steering Committee

Changes in a parish resulting from either an internal and/or external reconfiguration of the
parish at times might include a recommendation for the sale of some parish land and
buildings. Such a decision has long-term implications. Accordingly, a parish considering
the sale of land and/or buildings will form a steering committee comprised, at a minimum,
of the pastor, the chair of the pastoral council, and the chair of the parish finance council.
Representation on the steering committee should also be sought from the parish members
with expertise in finance, maintenance of facilities, and in real estate transactions.

7.12. Proposal Outlining Basis for Sale of Existing Parish Property

The pastor and the steering committee, after any canonically required consultations with the
parish pastoral and finance councils, will submit a written proposal for the sale of parish
land and buildings to the Director of Real Estate and Construction for eventual consideration
by the bishop (see norm 7.15). In the proposal, the pastor will outline the basis on which the
recommendation for disposition of the assets is made considering the mission and ministry
of the parish and the related long-term capital needs of the parish. The proposal will be
signed and submitted by the pastor and the steering committee.

7.13. Initial Estimates of Expected Proceeds from Sale of Parish Property

The pastor and the chair of the steering committee will meet with the Director of Real Estate
and Construction and the diocesan finance officer to discuss the parish property proposed for
sale. Based upon these discussions and any other needed consultations, the Director of Real
Estate and Construction will provide an initial estimate of the expected net proceeds from
the sale of the parish property. The expected net proceeds will include the expected sales
price, less cost associated with the disposition, such as, brokerage commissions, taxes, and
other fees.

7.14. Parish Decision to Proceed with the Sale of Parish Property
Based upon information provided to the pastor and the steering committee by the secretary
for real estate, a decision will be made by the pastor, with the advice of the steering
committee and consultation with the parish pastoral and finance councils, on whether to
proceed with a request for permission from the bishop to proceed with the sale of parish

property.
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7. Major Parish Projects - Land and Buildings — Continued

7.15. Approval to Proceed with the Sale of Parish Property

For property on which a determination has been made to proceed with offering it for sale, a
written request will be sent to the bishop for approval to proceed with offering the property
for sale. The request for approval will be signed by the pastor, the chair of the parish
finance council, and the chair of the parish pastoral council. The expected price at which the
property will be offered and the basis therefore will be stated in the request. Land and
buildings is considered one of the categories of a parish’s “stable patrimony” under canon
law. As such, the sale (or alienation) of such stable patrimony, may require that the bishop
consult with the college of consultors and the diocesan finance council prior to granting
approval to proceed with the requested sale. Such consultations are required when the value
of the patrimony is within the limitations established by the United States Conference of
Catholic Bishops (USCCB). The current values are available from the diocesan finance
officer or the USCCB. Please refer to norms 8.1 through 8.8 for a detailed delineation of the
permissions required related to the alienation of stable patrimony.

7.16. Approval of Real Estate Brokerage Arrangements
Upon the approval by the bishop to proceed with the sale of property, the Director of Real
Estate and Construction will pre-approve the real estate brokers and consultants to be used
by the parish. The customary commissions are a maximum of 5% of the transaction for a
single brokerage and a maximum of 7% for co-brokerage arrangements. Brokerage
commissions will be approved by the Director of Real Estate and Construction.

The pastor and the parish finance council may also choose to ask the diocesan real estate
office to handle a matter of this nature without the assistance of an outside broker or
consultant. In such instances the parish will pay a fee equal to 4% of the total sales price to
the diocese. Legal and other professional services (architects, engineers, surveyors, brokers,
agents, etc.) are required for all real estate matters. The parish is responsible for the
payment of all such fees. All professional service vendors must be pre-approved by the
Director of Real Estate and Construction.

7.17. Use of Proceeds
The proceeds from the sale of parish property result in increasing the liquidity of the parish’s
assets. This liquidity further necessitates the exercise of sound stewardship of parish assets.
Given the magnitude of the typical increase in liquidity, the following priorities will be
adhered to in the use of such funds:

7.17.a. Proceeds from the sale of parish property will be first used to pay any outstanding
accounts payable, including assessments and/or other amounts due to the diocese,
and to reduce or eliminate any parish debt outstanding with the central fund.

7.17.b. Any remaining proceeds will then be used to develop a capital improvement and
maintenance plan and to fund needed capital improvements related to the remaining
parish real estate. These improvements can only be undertaken after consultation
with the Director of Real Estate and Construction and approval from the bishop. (See
Section 6 Parish Capital Repairs and Improvements).
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7. Major Parish Projects - Land and Buildings — Continued

7.17.c. Funds remaining after the repayment of any outstanding parish expenses and/or debt
due, and the funding of approved capital projects, will be deposited in either the
diocesan pooled investment program or the diocesan central fund.

7.17.d. The investment income from funds deposited in the diocesan central fund and/or the
diocesan pooled investment program will be available for the annual operating
expenses of the parish. The principal amount deposited will not be available for
operating and/or capital project purposes without the written approval of the bishop.
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8. Alienation of the Stable Patrimony of a Parish

Stable Patrimony — Definition and Values

8.1.

8.2

8.3.

Stable Patrimony

Under canon law, transactions involving the sale or donation of some parish property
(“stable patrimony”) requires certain permissions if the value of the property is over a
particular amount. “Stable patrimony” is all property, real or personal, movable or
immovable, tangible or intangible, that, either of its nature or by explicit designation, is
destined to remain in the possession of its owner for a long or indefinite period of time to
afford financial security for the future. There are four general categories of stable patrimony:

8.1.a. Real estate (land and buildings);

8.1.b. Tangible moveable property that is not consumed in its use (e.g., automobiles,
church furnishings, furniture, books, etc.);

8.1.c. Long term (at least two years) investments in stocks, bonds, or treasury notes; and

8.1.d. Restricted funds that have been set aside for a specific purpose (e.g., building fund or
scholarship fund).

Alienation

For the purposes of this policy, “Alienation” is the conveyance or transfer of ownership of
property of a parish by sale, gift, or exchange. A conveyance is considered to be alienation,
even if the transfer of ownership is to another juridic person (such as another parish).

Values of Stable Patrimony That Require Permission for Alienation

Certain permissions and/or consultations are required for the alienation of stable patrimony
when the value of the patrimony is within limitations established by the United States
Conference of Catholic Bishops (“USCCB”). The USCCB provides an annual calculation
of the levels of alienation requiring consultation, consent, and referral to the Holy See. The
current values are available from the diocesan finance officer or the USCCB.

When the parish seeks to alienate stable patrimony with a value that exceeds the maximum
amount established by the USCCB or if the stable patrimony consists of goods precious for
artistic or historical reasons or goods given to the parish by vow, the permission of the Holy
See is also required.

In determining the value of the stable patrimony, if the item/property is divisible, the value
of all parts must be considered. Thus, if a parish seeks to convey its school to one buyer and
the school furnishings to another, the value of both together must be considered.
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8. Alienation of the Stable Patrimony of a Parish — Continued

Consultation and Approval

8.4.

8.5.

Consultation with Parish Pastoral and Finance Councils

The pastor must first consult with the parish pastoral council and the parish finance council
and obtain their consent for the alienation of specific parts of parish patrimony. To obtain
consent, the pastor must present to the councils a detailed description of the asset to be
alienated, an appraisal for the value of the asset, the intended purchaser of the asset, and the
intended use of the asset if alienation is granted.

If there are others who have a legitimate concern or interest in the asset to be alienated, the
pastor shall also consult with these others (e.g., a donor who made a restricted gift to the
parish).

Request of the Bishop

Following consent of the pastoral and finance councils, the pastor shall communicate in
writing to the bishop the parish’s intent to alienate the specific patrimony (the “asset”). In
this communication, the pastor shall indicate:

8.5.a. A detailed description of the asset for which he is seeking permission to alienate;
8.5.b. Affirmation that he has the consent of the parish pastoral council and the parish
finance council as evidenced by a document signed by him, the chair of the parish
pastoral council, and by the chair of the parish finance council;
8.5.c. The cause for seeking permission to alienate the patrimony;
8.5.c.1. A just cause means that the gain to the parish must outweigh the loss of
this portion of the stable patrimony.
8.5.c.2.  Ordinarily the gain can be assessed in financial terms.
8.5.c.3.  Other examples of just cause include piety, charity, and serious pastoral
concerns.
8.5.d. A written appraisal by experts of the value of the portion to be alienated;
8.5.d.1.  Ordinarily a parish may not alienate an asset for a price less than
indicated in the appraisal.
8.5.d.2.  Ecclesial values such as “precluding unethical future use of the asset”
may dictate the sale of the property to a purchaser whose ethical
commitments are in accord with those of the Catholic Church or may
preclude sale of the asset if the above future use is not in accord with
those of the Catholic Church.
8.5.e. A summary of the economic condition of the parish and a description of previous
alienations, and;
8.5.f. A description of the intended purchaser and intended use of the asset.
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8. Alienation of the Stable Patrimony of a Parish — Continued

8.6.

8.7.

8.8.

Consultation with the College of Consultors and Diocesan Finance Council

Upon receipt of the written communication from the pastor, the bishop shall review the
communication, and if he decides that alienation is in order, shall proceed with a
consultation process with the college of consultors and the diocesan finance council.

Process when Value is Less than the Maximum Amount

If the value of the asset is less than the maximum amount established by the USCCB (see
Norm 8.3. above), and the college of consultors and the diocesan finance council consent,
the bishop shall cause a written communication to be sent to the pastor indicating the
bishop’s permission to sell the asset.

8.7.a. If the asset is a place of worship, the bishop must first issue a decree returning the
asset to profane, but not sordid use, only after consulting with the diocesan
presbyteral council.

8.7.b. If a decree to relegate the asset to profane use is required, the sale of the asset shall
not occur until the decree is promulgated and published in the parish along with the
Manner of Initiating Administrative Hierarchical Recourse and the required time for
reconsideration by the bishop has passed.

Process when Value Exceeds the Maximum Amount

If the value of the asset is more than the maximum amount established by the USCCB (see
Norm 8.3 above), and the college of consultors and the diocesan finance council consent, the
bishop shall cause a written communication to be sent to the Holy See, requesting
permission for alienation. If permission from the Holy See is obtained, the bishop shall
cause a written communication to be sent to the pastor indicating the bishop’s permission to
sell the asset.

8.8.a. If the asset is a place of worship, the bishop must first issue a decree returning the
asset to profane, but not sordid use, only after consulting with the diocesan
presbyteral council.

8.8.b. If a decree to relegate the asset to profane use is required, the sale of the asset shall
not occur until the decree is promulgated and published in the parish along with the
Manner of Initiating Administrative Hierarchical Recourse and the required time for
reconsideration by the bishop has passed.
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