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                                                 - GENERAL INSTRUCTIONS ‑

Please read through the budget instructions before starting to fill out your forms ‑ you may find some useful information that will save you time and effort in the long run!

This budget is an estimated projection of parish revenue and expenses for the fiscal year ending June 30, 2011.  Budgeted expenses should include obligations to all Archdiocesan entities, even though some or all of such school obligations might subsequently be covered by a school grant.  Obligations payable to third parties during FY 2011 should also be included.

Likewise, expenses that were incurred in previous fiscal years but are to be paid in FY 2011 should be included.

Prospective deposit and/or loan transactions with the Pastoral Center should only be recorded in the designated area of schedule C‑1.  Interest payments are listed on schedule A‑1, line 30 and B-1, Line 28.

Neither parish expenditures nor school receipts should include any grant the parish may provide the school.  This is simply an internal transfer of funds.  The only exception is where an independent consolidated school exists, supported by a group of parishes.  In such a case, the parish records grants to the school as "other expenses" on schedule A‑1, line 37, column A and list it on page 4, under "other church expense.  Each consolidated school prepares its own budget and records grants from parishes as "other school income".

The comparison report that will be sent with your specific data information contains your parish budget for each of the last three years as submitted to the Pastoral Center. In addition, the last two years of actual financial data is included side by side with the budget for that year.  This data will be provided as additional assistance in preparing your budget for the coming year.

The parish budget forms will be available on Excel only. We have enclosed the CD along with the instructions in the budget package.  The budget form may also be found on the Archdiocesan Website at www.Archdiocese-chgo.org  (click on Departments, Financial Services, Office of the Controller).

Please round amounts to the nearest dollar.  Do not add rows or columns to the forms.  Similarly, do not change printed column and/or row names.  Spaces have been provided for "other" items not specifically described.

Recognizing that budgets are prepared before the end of the current fiscal year, it may be necessary to provide an amended budget at the close of the fiscal year.  This should be done if projected income or expenses vary by more than $10,000 from the original budget projection.

SCHEDULE S
This is the summary of your parish budget.  Please fully complete the lines for parish number, federal tax ID number, parish name, address, e-mail address, and telephone number. If the school Federal ID is different from church ID, please provide both. The federal ID number is the number preceded by 36 that you list on your federal tax return filings. 

The amounts for lines 1, 2, and 3 are automatically transferred from the appropriate schedules as indicated:

     Line 1, Col A ‑ The amount from schedule A‑1, line 14, Col E.

     Line 1, Col B ‑ The amount from schedule A‑1, line 38, Col E.

     Line 1, Col C ‑ The amount from schedule A‑1, line 39, Col E.

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑

     Line 2, Col A ‑ The amount from schedule B‑1, line 12, Col E.

     Line 2, Col B ‑ The amount from schedule B‑1, line 34, Col E.

     Line 2, Col C ‑ The amount from schedule B‑1, line 35, Col E.

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑

     Line 3, Col A ‑ The amount from schedule C‑1,

                            Total Extraordinary Revenue, line 11.

     Line 3, Col B ‑ The amount from schedule C‑1,

                           Total Extraordinary Expense, line 17.

     Line 3, Col C ‑ The amount from schedule C‑1,

                            Net Extraordinary Operating Activities, line 18.

Line 4 should be completed as follows:

     Column A ‑ The total of lines 1, 2, and 3.

     Column B ‑ The total of lines 1, 2, and 3.

     Column C ‑ The total of lines 1, 2, and 3.

     (Line 4, 
Col A minus line 4, Col B should equal line 4,

      

Col C.  (If this is not the case, check your figures.)

     Column D ‑ The amount of any operating grant from the Archdiocese comes from    

                       Schedule A‑1, line 40
, Col E.  The grant amount entered should be                                 the amount approved and communicated to you by your Vicar.  If your                           parish generally does not receive a direct operating grant from the                                Archdiocese, this line should be blank.

Line 5, Col E ‑ The total of line 4 Col C and line 4 Col D.  This amount is your projected   operating surplus or (deficit) for fiscal year 2010/2011.

              
 If your budget has been properly balanced, this number will be greater than or equal to $0.

The amounts for line 6  is transferred from the capital activities area of schedule C‑1 as indicated:

     Line 6, Col A ‑ The amount from schedule C‑1, line 3.

     Line 6, Col B ‑ The amount from schedule C‑1, line 6.

     Line 6, Col C ‑ The amount from schedule C‑1, line 7.

     Line 6, Col D - The amount of any projected grant for FY 2011 capital activity                                       from the three-year capital worksheet. 

SCHEDULE A‑1
This schedule reflects the revenue and expenses of the ordinary operating activities of the church.

Column Definitions ‑

Column A is used to record the receipts and disbursements for the church operations.  Rectory expense and convent expense should be included here.

Column B is used to record the receipts and disbursements of the catechesis (religious education), also known as CCD.

Column 
C is used to record the receipts and disbursements of any auxiliary group.  

Column D is used to accumulate the receipts and disbursements of significant other activities (10% of parish operating revenue) operated by the church.  Bingo and lease & rental receipts are included in this column.  The totals from each line item on schedule A‑1A are recorded in this column. 

Each line of column E represents the total of the amounts listed in columns A through D of that line.

Line Definitions ‑

Ordinary Operating Revenue:

Line 1 ‑
Acct: 3000 Sunday and Holy Day Collections should be recorded in


         
column A. 

3011
Sunday Collection

3012
Sunday Collection Envelopes

3013
Sunday Collection Loose Check/Cash

3015 Holy Day Collection 

3016 Holy Day Collection Envelopes

3017 Holy Day Collection Loose Check/Cash

Line 2 ‑ 
Acct: 3020 Christmas Collection should be recorded in

         

                  column A.  

Line 3 ‑ 
Acct: 3030  Easter Collection should be recorded in

         

                  column A.  

Line 4 ‑ 
Acct: 3040 Other Collections - for the parish should be recorded


         
                 in column A unless they are taken for the specific

         

                 benefit of one of the other parish activities

         

                 listed in col. B, C, or D. 

                                 3041 Fuel Collection

                                 3042 Flowers Collection

                                 3043 School Support Collection

                                 3044 Maintenance Collection

Line 5‑ 
Acct: 3100 Tuition – Income received for educational services under 

                 church operations. (This includes all Catechesis Programs,                         Adult Catechesis, RCIA, etc.)

            3101 Tuition - Current

            3102 Tuition - Prior  

Line 6-    
Acct: 3110 Fees – Income received from enrolling in educational programs. 

                                 3111 Registration Fee

                                 3112 Health/Other Insurance Fees

                                 3112 Book and Supply Fees

                                 3114 Archdiocesan Fee

                                 3115 Activity / Program Fees

                                 3116 Athletic Fee

                                 3117 Graduation Fee

                                 3118 Field Trip

                                 3119 Lab Fee

                                 3120 Sacramental Fee

Line 7‑ 
Acct: 3200 Bookstore  Income – Income received for Books and Supplies              

       sold to students or others. This should be recorded in the


    
                 appropriate column that identifies the activity. 

Line 8 ‑ 
Acct: 3350 Lease and/or Rental Income should be recorded in column D

         

                 and includes revenue received from the rental of

         

                 parish property to outside groups or organizations.

         

                 Enter the gross income amount and itemize expenses

         

                 on the appropriate lines of column D.

                                  3351 Facility Lease

                                  3352 Facility Rental

Line 9 ‑ 
Acct: 3450 Fund Raising Net Income is an ordinary function of church

         

                 operations.  The amount entered on this line should

         

                 be a net amount (fund raising revenues less fund

         

                 raising expenses).  If a fund raiser is held

         

                 specifically to support a separate activity listed

         

                 in one of the other columns of schedule A‑1, the

         

                 revenue may properly be entered on line 7 of the particular 

         

                 column.  For example, if the day care staff runs an

         

                 event to raise revenue for the day care program, the

         

                 revenue should be entered in column C of line 7.  In 


    
                 most cases, fund raising activities are run to benefit the                            parish, and  the net revenue amount should be entered in                         column A.

                                  3451 Fund Raiser (Insert Name)

                                  3452 Fund Raiser (Insert Name)

                                  3453 Funs Raiser (Insert Name)

Line 10 ‑ 
Acct: 3500 Interest and Investment Income on parish deposits should be


         
                 recorded in column A.  This amount includes interest

          

                 earned on all parish accounts except for the stipend

         

                 account.  Funds on deposit with the Pastoral Center

         

                 bank earn interest daily which is posted to the

         

                 account on a monthly basis.  Current interest rates

         

                 can be used to estimate the interest income for the

         

                 budget year.  

                                  3501 Interest-Arch Regular Savings

                                  3502 Interest-Arch Cert of Deposit

                                  3503 Interest-Arch Building Fund

                                  3504 Investment Gains and Losses-Arch Endowment Accts

                                  3505 Investment Gains and Losses-Arch Spec Investment Accts

                                  3506 Interest-Checking Accounts

                                  3507 Other Interest Account 

Line 11 ‑ 
Acct: 3550 Bingo Income (gross) should be recorded in column D. 

                                  3551 Bingo – Card Sales

                                  3552 Bingo – Refreshments

                                  3553 Bingo – Pull Tabs

                                  3554 Bingo – Raffles

                                  3555 Bingo - Miscellaneous                   

Line 12‑ 
Acct: 3600 Auxiliary Groups contributions/donations should be

         

                 recorded in column A unless they are designated for

         

                 one of the specific activities listed in col. B, C,

         

                 or D.  This line includes contributions and

         

                 donations received from the Holy Name Society,

         

                 Mothers' Club, Altar and Rosary, etc.

                                 3601 Women’s Club/Alter and Rosary

                                 3602 Men’s Club/Holy Name

                                 3603 Senior Citizens Group

                                 3604 Home School or Parents Assoc.                  

Line 13‑ 
Acct: 3700 Miscellaneous income, in most cases, should be recorded in                       column A unless specifically associated with one of the other                    activities listed.  Other income to be recorded in column A                        includes stipends, stole fees, vigil lights, payments from                            estates, bequests, and memorials that are perpetual or                             recurring, etc.  These commonly used accounts are provided                     for your use.  Please include any other miscellaneous account                   on the lines provided.  

                                    3701 Stole Fees

                                    3702 Stipend for Masses

                                    3703 Votive and Vigil Candles

                                    3704 Pamphlet Sales

                                    3705 Scholarship Income

                                    3706 Donations

                                    3707 Consol School Income from Parish                                       

Line 14‑ 
The total of lines 1 through 13 in col. E should equal the sum of the amounts listed on line 14 for columns A through D.  (If this is not the case, please check your figures.)  The total from line 14, col. E is automatically transferred to schedule S, line 1,col. A. 

Ordinary Operating Expenses:

For expenses relating to more than one activity, a reasonable allocation of costs should be made between columns.  Utility expenses should increase based on the specific instructions provided by the Pastoral Center.  These utility costs should also be adjusted for any buildings that are newly opened or closed.

Line 15 ‑ 
Acct: 4010 - Salaries for church employees should be entered in the                             appropriate column corresponding to service rendered.  The                     amounts should be transferred from schedule A‑2, column I                       from both the church clerical and non-clerical employee

                                        sections.

                                 4011 Priests

                                 4012 Extra Priests

                                 4013 Religious Staff

                                 4014 Professional Staff

                                 4015 Admin. Support Staff – Church

                                 4016 House Staff

                                 4017 Maintenance Staff – Church

                                 4511 Administrators

                                 4512 Religious Teachers

                                 4513 Lay Teachers

                                 4514 Special Program Teachers

                                 4515 Instructional Aides

                                 4516 Substitute Teachers

                                 4517 Support Staff – School

                                 4518 Maintenance Staff - School 

Line 16 ‑ 
Acct: 4030 Health Insurance-Employer Paid for each full‑time and                              benefits eligible lay employee, for men and women religious                    and for priests not covered by PRMAA, is entered on this line.                    The amounts should be transferred from schedule A‑2, column                  J again both from the church clerical and non-clerical sections                   if the priests are Order priests.   

Line 17 ‑ 
Acct: 4040 Employer FICA taxes included on this line is the                  


       employer's share of each lay employee's Social Security and             

       Medicare taxes.  The amounts should be transferred from                  

       schedule A‑2, column K.  Please note: Priests and other                                       Religious should not have any FICA taxes taken out of their                                  paychecks.  

Line 18 ‑ 
Acct: 4050 Fringe Benefits  assessment amount for each full‑time and                        benefits eligible lay and religious employee, is entered on this                  line.  The amount should be transferred from schedule A‑2,                      column L. 

                                        4051 Fringe Benefits – Religious

                                        4052 Fringe Benefits – Lay

Line 19 ‑ 
Acct: 4060 P
PPPprof. Growth / Minst. / Other - refer to the compensation                         guidelines to determine lay & religious staff eligible for                             professional growth.  For those that are eligible, the amount is                  $1,200. Archdiocesan priests are eligible for $2,200 in                               ministerial expense. These amounts should be transferred from

                                      Schedule A-2, column M.  Parishes/schools are billed for their                   own experience of unemployment compensation and should be                  estimated based on past or anticipated experience.  Generally                  this cost is impacted by the possibility of terminations made or                  terminations to be made, or any residual obligations from past                  terminations. The maximum exposure in any single case is                         $13,884 per person. 

                                  4061 Professional Growth

                                  4062 Ministerial Expense Allowance

                                  4063 Unemployment Compensation

Line 20 ‑ 
Acct. 4100 Books and Supplies, Non-Liturgical.

                                 4101 Bulletin Supplies

                                 4102 Offertory Supplies

                                 4103 Books and Magazines

                                 4104 Book Store Expenses

                                 4105 Textbooks

                                 4106 Workbooks

                                 4107 Library Materials

                                 4108 Testing Materials

                                 4109 Instructional Materials

                                 4110 Instructional Software  

Line 21 ‑      Acct: 4150 Administrative Expenses

                               4151 Ofc Equipment-Supplies and Maint.

                               4152 Outside Printing Costs

                               4153 Postage / Courier Services

                               4154 Office Supplies

                               4155 Professional Service Fees

                               4156 Computer Supplies

                               4157 Criminal Background Checks

                               4158 Bank Fees  

Line 22 ‑ 
Acct: 4200 Transportation expense includes local cab, bus, personal                           automobile reimbursement (at .50 cents per mile), and                             parking expenses for authorized parish business purposes.

                                 4201 Local Travel/Reimbursement

                                 4202 Vehicle Repair

                                 4203 Other Vehicle Expenses

                                 4204 Vehicle Leasing Cost                            

Line 23 ‑ 
Acct. 4250 Food and Meals for rectory, convent, and other parish


          
                 purposes. 

                                 4251 FSP Serving Fees

                                 4252 Food / Groceries

                                 4253 Meal Allowance

                                 4254 Catering 

Line 24 ‑ 
Acct: 4400 Telephone line charges (including dedicated lines for                                computers and telephone equipment rental). This does not                       include Internet access charges.  

Line 25 ‑ 
Acct: 4410 Heating Fuel costs for heating parish structures. 

Line 26 ‑ 
Acct: 4420 Electricity costs in parish structures. 

Line 27 ‑ 
Acct: 4430 Other Utilities costs including the cost of       

          

                 supplying parish structures with water, if

          

                 applicable, Metropolitan Sanitary District (MSDGC)

          

                 charge, cable television and Internet access charges, etc.   

                                 4431 Water/Sewer

                                 4432 Scavenger Service

                                 4433 Cable/Dish Service

                                 4434 Internet / Computer Telecom Costs

                                 4435 Team Capital Project Costs 

Line 28 ‑ 
Acct: 4450 Maintenance and Building Repairs includes projects less than                     $10,000, service contracts (including computer service                               contracts), etc. Projects $10,000 or greater should be                               recorded on line 5, (const. extra. improvement) on schedule                     C-1 (capital activities section).  

                                 4451 Security

                                 4452 Ground Services

                                 4453 Ground Supplies

                                 4454 Building Services

                                 4455 Repairs to Building

                                 4456 Equipment Services

                                 4457 Equipment Rental 

                                 4459 Janitorial Supplies 

Line 29 -        Acct: 4550 Bingo Expenses – Bingo supplies, payouts, food, drinks, pull-                                          tabs, pull-tab payouts. 

                                  4551 Bingo Game Expenses

                                  4552 Bingo Refreshments

                                  4553 Bingo Pull Tab Expenses

                                  4554 Bingo Raffle Expenses

                                  4555 Bingo Hall Rental

                                  4556 Bingo Equipment Rental

                                  4557 Sales Taxes

                                  4558 Charitable Games Tax and Lic. Fees

                                  4559 Bingo Miscellaneous Expenses

Line 30 ‑       Acct: 4600 Interest Expense on parish loans should be recorded in                            column A.  This amount includes interest to be paid on all                      operating and capital loans.  Loans made by the Pastoral                        Center incur interest daily.  Interest is charged monthly to                     the parish account. If a fixed repayment schedule has not                       been established, or if you are planning a new loan, current                   interest rates can be used to estimate the interest expense                    for the budget year. 

                               4601 Interest Expense Oper. Loans

                               4602 Interest Expense Capital Loans
Line 31 ‑ 
Acct: 4650 Altar and Liturgical Supplies.

          
                      4651 Hosts and Wine

                                4652 Votive and Vigil Lights

                                4653 Candles

                                4654 Vestments

                                4655 Missalettes / Worship Aids

                                4656 Music Books

                                4657 Liturgical Publications

                                4658 Pamphlets

                                4659 Flowers

                                4660 Other Liturgical Costs 

Line 32 ‑ 
Acct: 4700 Furnishings and Equipment includes purchases less than

          
                           $10,000 of furnishings and small equipment such as

          
                           calculators, typewriters, personal computers, etc.

           
                Purchases $10,000 or greater should be recorded on

                Line 4, (purchases of property) of schedule C-1.  (Capital                          Activities section).

            4701 Admin Furnishings/Equip

            4702 Instructional Furnishings/Equip

            4703 Maintenance Furnishings/Equip 

Line 33 ‑ 
Acct: 4750 Archdiocesan Assessment amount to be billed by the Pastoral                    Center is provided on the Specific Financial Data Sheet. The                      assessment is based on 10% of net church operating revenue.                     Net operating revenue (detailed on the specific data sheet) is                   total church operating revenue, as reported on Sch. A-1, line                    14, column A, of the 2009 parish Annual report, reduced by                       any interest reported on Archdiocesan savings for the same                       period.  Net operating revenue is determined on the specific                     data sheet. Record the full amount in column A.  

Line 34 ‑ 
Acct: 4760 PRMAA Assessment covers health insurance and pension for                        Archdiocesan priests.  The amount to be billed by                                      PRMAA will be 3.5% of the total church operating                                       revenue (less Interest) from schedule A‑1, line 14, column A of                   the  2009 parish annual report.  

Line 35 ‑ 
Acct: 4780 Property/Casualty insurance amount to be billed by the              
                 Pastoral Center is provided on the specific financial data                                     sheet.  This may be allocated between church and school, or                               between different activities of church and school, in a                                         reasonable manner.  

Line 36 ‑ 
Acct: 4790 Auto Insur – Priests Owned Vehicle priests are entitled to                           coverage for one personal automobile under the Archdiocese                    plan.  Enter $1,050 for each priest using this coverage.  

Line 37 ‑ 
Acct: 4800 Miscellaneous all other church expenses should be described on                  page 4.  The most commonly used accounts are given for your                   use.  Add other miscellaneous accounts on the lines provided.                   A grant to an independent consolidated   school would be                          included in column A of this line.  

                                 4801 Conferences and Conventions 

                                 4802 Meetings and Speakers

                                 4803 Ministry Formation and Education

                                 4804 Hospitality and Entertainment

                                 4805 Public Relations and Advertising

                                 4806 Gifts and Donations

                                 4807 Dues and Subscriptions

                                 4808 Unrelated Business Tax

                                 4809 Special Program Expense

                                 4810 Parish Support to Consol. School

                                 4811 Rental Expense

Line 38 ‑ 
The total of lines 15 through 37 in column E should 



equal the sum of the amounts listed on line 38 for columns A through D.  



(If this is not the case, check your figures.)  The total from line 38, 



column E will be transferred to schedule S, line 1, column B.

Line 39 ‑ 
The amount in column E should equal the sum of the amounts in columns A through D of this line.  (If this is not the case, check your figures.)  The total from line 39, column E will be transferred to schedule S, line 1, 


          column C.

Line 40 ‑ 
Enter 
the amount of any approved grant from the Archdiocese here.  If your parish generally does not receive a direct grant from the Archdiocese, leave this line blank. 

SCHEDULE A‑1A
This schedule is a continuation of schedule A‑1, page 2 and is to be used only if the church operates activities other than those specifically identified on Schedule A-1. These are church activities that are separately identified, accounted for and which are financially significant to parish operations.  Note that music ministry, youth ministry, convent, and rectory are all normal church activities, and should be included in column A of schedule A‑1.  A food pantry and a re‑sale shop are examples of activities that could appropriately be included on schedule A-1A.

Columns A through D are provided for identification of receipts and disbursements of these separate activities.  Please list the name of the activity at the top of each column used. Column E is provided to accumulate any additional separate activities not detailed in column A through D.

Refer to the descriptions of line items for schedule A‑1 when entering amounts on schedule A‑1A.  Again, reasonable allocations of salaries, utilities, and other common expenses may be made among the various activities detailed here.

The same guidelines should be followed in arriving at the totals for lines 14, 38, and 39 on schedule A‑1A as on schedule A‑1.

Each line of column E represents the total of the amounts in columns A through D of that line.  This total should be transferred to the same line on schedule A‑1, column D, and added to any other entry which may already be included in column D of that line of schedule A‑1.

SCHEDULE A-2 

The Salary Worksheet for Church Employees enables you to accurately prepare the 

salary portion of your budget and allows the Department of Personnel Services to 

gather human resources information that will be of help to the Archdiocese as a 

whole.  Pastors frequently call on Personnel Services for help in determining what 

salary would be appropriate for a new employee in their area. This form has been redesigned to assist you in calculating clerical salaries.  Please review the form carefully.  Only clerical salaries are to be put into the top section of the form.  All non-clerical full and part time employees that are NOT related to the Catechesis program should be listed in the middle portion and bottom section is used strictly for Catechesis employees.

COLUMN A:
Please provide the name of each member of the parish staff including those with part-time positions, i.e., weekend office help.  Include years of ordination in the clerical section as all Archdiocesan and Religious Order Priests salaries are taken from the table in the compensation guidelines that is based on years of ordination.  For jobs currently vacant or for new positions, fill in the position title only.  For multiple positions, such as Supply Priests or Catechists, list only the category rather than naming each individual.

COLUMN B:
Provide the Job Classification number or title as listed.

	1A
Pastor, Administrator

1B
Associate Pastor

1C
Resident Priest

1D
Supply Priests

1E
Pastor Emeritus/Retired Priest

2A
Pastoral Coordinator

2B
Pastoral Associate

2C
Pastoral Minister

3A
Director of Religious Education

3B
Coordinator of Religious Education

3C
Coordinator of Hispanic  Catechesis

3D
Catechists

3E
RCIA, Adult Ed (if other than a DRE or Pastoral Associate)

4A
Liturgy Coordinator

4B
Liturgy/Music Director

4C
Musicians/Accompanists/

          Singers
4D
Sacristan

5A
Youth Minister

6A
Ministers of Care Coordinator


	
	7A
Social Services/Misc.

7B
Nurse

7C
Seniors

7D
Community Relations

8A
Business Manager

8B
Accountant

8C
Bookkeeper

8D
Development

9A
Administrative Assistant

9B
Secretary

9C
Data Processing

9D
Receptionist

9E
Bulletin Editor

9F
Evening/Weekend Office Help

10A
Household Help/Housekeeper 

10B
Cook

10C
Housekeeper/Cook

11A
Engineer (expertise in HVAC, Boiler, asbestos certification, etc.)

11B
Maintenance (capable of doing some repairs, supervising custodial staff, etc) 

11C
Custodian (does janitorial work)

12A
Other (please specify)


COLUMN C:
Identify the status of each individual.  In order to better serve those parishes who call asking for information on what salary to offer a prospective employee, it is important that this information be accurate.   








FT -
indicates a full-time employee.

FT/S-
indicates a full-time employee whose salary is shared 

either with the school or another parish (i.e., engineer 

who appears on both parish and school schedules; youth minister

who works in both yours and another parish).

PB - indicates a part-time/benefits eligible employee (i.e., one who works 26 or more hours per week for more than 8 months of the year).

PT - indicates those not included in the above categories.

COLUMN D:
Please identify each individual as

AP
Archdiocesan Priest

RP
Religious Order Priest

EP
Extern Priest


R
Religious Sister or Brother

L
Lay

COLUMN E:
Enter each employee’s 2009/10 salary.   For each Archdiocesan priest, enter their 2010-2011 salary.

COLUMN F:
For Clerical Employees enter their mass stipend amount, usually $300 per month or $3,600 annually.  

For non-clerical employees enter the recommended budgetary percentage increase for non-teaching lay and religious employees not to exceed 0.00% and 0.00% for teachers in 2010/2011.  Final individual salary decisions are normally made at the end of the fiscal year in accordance with the Compensation Guidelines.

COLUMN G:
For Archdiocesan Priests enter their 50% SECA Reimbursement amount here.  (Use 7.65% of their 2010/2011 salary for this calculation.)  

For Non-Clerical employees, multiply column E by column F and enter the dollar amount of the budgeted increase.

COLUMN H:
For Clerical employees, enter $1,200 per employee ONLY if the number of funerals and weddings in the last fiscal year EXCEEDS 60 per priest.  

For non-clerical employees bonuses are at the discretion of the individual parish/pastor. Please provide the budgeted bonus amount for each employee, if applicable.

COLUMN I:
For clerical employees, add columns E,F, G and H to equal the employee’s 2010-11 salary.

For non-clerical employees, add columns E, G and H to equal the employee’s 2010-11 salary.

COLUMN 
J:
For each full-time and benefits eligible lay employee, for men and women religious, and for priests not covered by PRMAA, enter $8,150 for Health Insurance.  This amount is for budget purposes only.  Billing amounts will be determined from specific records collected at a later date.

COLUMN 
K:
Multiply (up to $106,800) column I by 7.65% and enter the FICA amount 

for each lay employee. This column is not used for priests and religious personnel.

COLUMN 
L:
For full time and part time benefits eligible lay employees, multiply column I by 8.0% and enter the benefit assessment.  For each religious employee, enter $2,000 plus 7.65% of actual salary for social security.  This amount is payable by the parish to the Religious Congregation on a semi-annual basis.  No adjustment is required for new hires and/or terminations during the year.

COLUMN M:   For Archdiocesan Priests enter $2,200 per priest for Ministerial Expenses.  For all other full time employees including Religious Order priests, enter $1,200 per person for Professional Growth.



The Compensation Guidelines for Lay Employees, Men and Women Religious and Diocesan Priests Working in Parishes contains salary schedules, benefit packages, and proposed salary increases.                 

The minimum wage is $8.25 per hour. There are no exceptions to minimum wage.
All employees, even minimal part-timers, must be paid by check with appropriate deductions withheld.

For a Diocesan priest who participates in the social security plan, the amount reimbursed to him for the parish’s share of the social security self-employment tax is based on the priest’s individual tax return.  Multiply the priest’s compensation by 7.65% (Column G).  No amount is added for Diocesan priests not participating in the plan.  Do not enter any amounts in columns J, K, or L, for Diocesan priests.
If one staff person provides services for more than one activity, the total annual salary may be reasonably allocated to the specific activity based on time spent.  E.g., if a maintenance person spends part of his/her working hours in the church and part in the school, this person should be listed on schedule A-2 and B-2, with the total annual salary and the benefits costs divided between the schedules.  This may be shown on page 12, Allocation of Common Expenses.

The salary amounts listed in column I should correspond with the staffing of specifically identified activities of the church only.

Enter totals for columns I through M.

Transfer totals to the appropriate lines of Schedule A-1.

Please make copies of Schedule A-2 if you need additional space to detail salaries.  Remember to total all salary pages prior to recording total budgeted salary expense on Schedule A-1.

SALARY WORKSHEET EXAMPLEPRIVATE 

The following salary worksheet example is provided as a guide in

completing the church and school worksheets as detailed on A-2.  Four examples of the most common types of salary situations have been provided here. The four examples are (1.) Diocesan priest covered under the social security plan and PRMAA. (2.) Full time religious order salary (3.) Full time and part time benefits eligible lay person's salary (4.) Part time, not benefits eligible, (i.e., working less than 26 hours per week) lay person's salary.  Please refer to the attached salary worksheet example (Sch. A-2) for a detailed illustration of the examples discussed here.

 Example 1.  This example details budgeting for a diocesan priest who is covered under the social security plan and under PRMAA.                                    

     
2010-11 Base Salary    
$20,291  From Compensation Book                 


FICA reimbursement     
$ 1,552  (7.65% X base salary)  

  -------

Total Salary           

$21,843 (recorded in col. I, 2010-11 Base Sal.) 

No amounts would be recorded in columns J, K, or L for FICA, Benefit Assessment, or Health Insurance. These amounts are covered by the PRMAA assessment budgeted for on Schedule A-1. (Note: The salary for Diocesan priests who do not participate in the social security plan is not adjusted by 7.65%.)               

Example 2.  This example details budgeting for a member of a religious order (priests who are listed on the top portion of Schedule A-2 but calculated in the same manner.)

    2010-11 Base salary       $14,547 (col. E. plus col. H; record in col. I.)

    Benefit Assessment         $2,000 plus 7.65%  $ 3,113 (Benefit Assessment                                                                      2010-11 base salary) record in col. K. & L on A-2)                                     

A health insurance amount would be recorded in col. J for those full time religious personnel. (It makes no difference if the health insurance is paid for by the order. The order is reimbursed by the Archdiocese in those situations.)
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SALARY WORKSHEET EXAMPLE (page 2)                         
Example three and four below detail budgeting for a full time (and part time benefits eligible) employee and a part time, not benefits eligible lay employee (i.e., works less than 26 hours per week).

Example 3. Lay Person (Full Time and Part Time Benefits-Eligible) 

           2010-11 Base Salary   $16,480 (col. E plus col. G+H, record in col. I.)

           FICA (7.65% base)        $1,261  Record in col. K (7.65% of col. I salary). 

           Benefit Assessment     $1,318  Record in col. L as Fringe Benefit (8.0% of base                                                    salary recorded in col. I).

           Health Insurance         $8,150  Record in col. J.

 Example 4. Lay Person (Part Time working less than 26 hours per week)

           2010-11 Base Salary   $3,090 (col. E plus col. G+H, record in col. I)

           FICA (7.65% of base)      $236 Record in col. J (7.65% col. I salary). 

 There would be no amounts recorded in col. K for benefit assessment or in col.   L  for health insurance.

  Note:     All schedule references used in these examples are based on the Salary                         Schedule for Church Employees (Sch. A-2).  Refer to the corresponding                          columns on Schedule B-2 (School Employees) when budgeting for school                         salaries.

SCHEDULE B‑1
This is the schedule that reflects the various "school" activities of the parish.

Additional guidance in preparing the school budget is available in the school budget handbook distributed by the Office of Catholic Education.

Column Definitions ‑

Column A is used to record receipts and disbursements for the parish elementary school program (kindergarten through eighth grade).

Column B is used to record receipts and disbursements for the pre‑school program.  This program serves 3- and 4- year old children, is connected to the school, and operates under the supervision of the elementary school principal.  Fees should be set to at least cover costs.

Column C is used to record receipts and disbursements for the before/after school or extended day program.  This program operates before and after regular school hours and is an extension of the parish elementary school program.  The program is offered only on days school is in session and only students who are attending the parish elementary school are eligible.  Fees should be set to at least cover costs.

Column D is used for other special programs not listed.

Each line of column E represents the total of the amounts listed in columns A through D of that line.

Line Definitions ‑

School Income:

Line 1 – Acct: 3100 Tuition be sure to provide a net projection for tuition, and not a                                    gross projection. Revenue reductions due to inability to pay,                                          inability to collect, or scholarships should be factored out to obtain                               the net projection.  If there is any scholarship income available, it                                 should be identified as "outside funding sources". Tuition amounts                                  should agree with supplemental school information as detailed on                                  page 11.  

                         3101 Tuition Current

                         3102 Tuition - Prior 

Line 2 – Acct: 3110 Fees.  

                         3111 Registration Fee

                         3112 Health / Other Insurance Fees

                         3113 Book and Supply Fees

                         3114 Archdiocesan Fee

                         3115 Activity / Program Fees

                         3116 Athletic Fee

                         3117 Graduation Fee

                         3118 Field Trip

                         3119 Lab Fee

                         3120 Sacramental Fee 

Line 3 – Acct: 3200 Bookstore income.  

Line 4 – Acct: 3250 Transportation funds received from transporting students to and                                    from school-related activities.  Include bus service here.

                         3251 Bus Fees

                         3252 Bus Pass Fees  

Line 5 – Acct: 3300 Food Services fee received from food service for administering                                      breakfast, lunch, and/or milk programs.  Be sure to include the                                     year-end rebate.  

                         3301 School Meal Program

                         3302 Serving Fee Reimbursement

                         3303 Vending Machine Operations 

Line 6 – Acct: 3350 Lease and/or Rental Income should be reported on this schedule                                   only if the usage is school related and the income is used to benefit                               the school.  

                         3351 Facility Lease

                         3352 Facility Rental 

Line 7 – Acct: 3400 Outside Funding Sources include any funds received from federal,                                  state, or local governments.  Be sure to include textbook grants                                     from the state if this involves a cash transaction.  Also include                                       funding from Big Shoulders and other scholarship income.  This                                      should be described in detail on page 7.  

                         3401 Government Food Services

                         3402 Government Aid (Insert Name)

                         3403 Big Shoulders Scholarships

                         3404 Big Shoulders Operating Grant

                         3405 Big Shoulders Patron Grant

                         3406 Grants From Other Third Parties

                         3407 Other Scholarships 

Line 8 – Acct: 3450 Fund Raising Net Income from activities coordinated by school                                       parents or staff held for the specific benefit of the school should be                              included on this line.  The amount entered on this line should be a                                net amount (fundraising revenues less fundraising expenses).  

                         3451 Fund Raiser (Insert Name)

                         3452 Fund Raiser (Insert Name)

                         3453 Fund Raiser (Insert Name)

Line 9 – Acct: 3500 Interest and Investment Income – interest earned on all deposits                                    with the Pastoral Center Bank.  Include interest earned on your local                              checking accounts. 

                         3501 Interest – Arch Regular Savings

                         3502 Interest – Arch Cert. Of Deposit

                         3503 Interest – Arch Building Fund

                         3504 Investments Gains and Losses – Arch Endowment Accts.

                         3505 Investments Gains and Losses – Arch Spec Investment Accts.

                         3506 Interest – Checking Accounts

                         3507 Other Interest Account
Line 10 – Acct: 3550 Bingo Income cards, refreshments, pull-tabs, raffles, and                                               miscellaneous.

                          3551 Bingo – Card Sales

                          3552 Bingo – Refreshments

                          3553 Bingo – Pull Tabs

                          3554 Bingo – Raffles

                          3555 Bingo - Miscellaneous                       

Line 11 – Acct: 3700 Miscellaneous Income must be described on page 7.  The most  

                               commonly used accounts are provided for your use.  Space has                                       been provided for additional accounts. 

                          3701 Stole Fees

                          3702 Stipend Fees

                          3703 Votive and Vigil Candles

                          3704 Pamphlet Sales

                          3705 Scholarship Income

                          3706 Donations

                          3707 Consol. School Income from Parish

Line 12 ‑ The total of lines 1 through 11 in column E should equal the sum of the                          amounts listed on line 12 for columns A through D. (If this is not the                               case, check your figures.) The total from line 11, column E will be transferred               to schedule S, line 2, column A.

School Expenses:

For expenses relating to more than one activity, a reasonable allocation of costs should be made between columns.  Convent expenses may be allocated to school related activities if the occupants are working in the school.  Utility expenses should be budgeted using the guidelines provided at the Budget Meetings. These utility costs should also be adjusted for any buildings that are newly opened or closed.

Line 13 – Acct: 4010 Salaries the gross salaries for school employees should be entered                                   in the appropriate column corresponding to service rendered.  The                                 amounts should be transferred from schedule B‑2 or B2a, column J                                 total.

                           4011 Priests

                           4012 Extra Priests

                           4013 Religious Staff

                           4014 Professional Staff

                           4015 Admin Staff Support – Church

                           4016 House Staff

                           4017 Maintenance – Church

                           4511 Administrators

                           4512 Religious Teachers

                           4513 Lay Teachers

                           4514 Special Program Teachers

                           4515 Instructional Aides

                           4516 Substitute Teachers

                           4517 Support Staff – School

                           4518 Maintenance Staff - School 

Line 14 – Acct: 4030 Health Insurance – Employer Paid the amount of health insurance                                 for each full‑time and benefits eligible lay employee, for men and                                 women religious, and for priests not covered by PRMAA, is entered                                 on this line.  The amounts should be transferred from schedule                                      B‑2, column K.   

Line 15   Acct: 4040 Employer FICA the amount for FICA taxes included on this line is                                    the employer's share of each lay employee's Social                                                         Security/Medicare taxes. The amounts should be transferred from                                 schedule B‑2, column L.

Line 16 ‑  Acct: 4050 Fringe Benefits the benefit assessment amount for each full-time                                  and benefits-eligible lay and religious employee is entered on this                                 line.  The amount should be transferred from schedule B‑2,                                           column M.

                           4051 Fringe Benefits – Religious

                           4052 Fringe Benefits - Lay                           

Line 17 – Acct: 4060 
Prof. Growth/Ministerial/Other benefits refer to the

                              compensation guidelines to determine eligibility of lay &                                   religious staff for professional growth. These amounts are                                 now recorded on the Compensation Worksheet Schedule A-                               2, column M for church personnel and B-2, column N for                                   School personnel.  For principals that are eligible the                                       amount is $1,200 and $1,200 for teachers.  Archdiocesan                                  priests are eligible for $2,200 in ministerial expense.                                        Religious Order and extern priests are eligible for $1,200 in                              professional growth.  Schools are billed for their own                                         experience of unemployment compensation, which should be                               estimated based on past or anticipated experience.                                             Generally this cost is impacted by the possibility of                                              terminations made, to be made, or any residual obligations                                 from past terminations. The maximum exposure in any case                                 is $13,884 per person.

                    4061 Professional Growth

                    4062 Ministerial Expense Allowance

                    4063 Unemployment Compensation          

Line 18 ‑  Acct: 4100 Books and Supplies, Non Liturgical purchased for resale to                                              students.

                            4101 Bulletin Supplies  

                            4102 Offertory Supplies

                            4103 Books and Magazines

                            4104 Book Store Expenses

                            4105 Textbooks

                            4106 Workbooks

                            4107 Library Materials

                            4108 Testing Materials

                            4109 Instructional Materials

                            4110 Instructional Software                               

Line 19 -  Acct: 4150 Administrative Expenses  printing, postage, office supplies, and                                     professional services fees. 

                            4151 Ofc Equipment – Supplies and Maint.

                            4152 Outside Printing Costs

                            4153 Postage / Courier Services

                            4154 Office Supplies

                            4155 Professional Service Fees

                            4156 Computer Supplies

                            4157 Criminal Background Checks

                            4158 Bank Fees 

Line 20 ‑  Acct: 4200 Transportation cost of transporting students to and from school                                      related activities including bus service.  Also include local cab,                                   bus, personal automobile reimbursement, and parking expenses.                                The rate for auto reimbursement for authorized school business                                   purposes is .50 cents per mile.

                           4201 Local Travel / Reimbursement

                           4202 Vehicle Repair

                           4203 Other Vehicle Expenses

                           4204 Vehicle Leasing Cost  

Line 21 ‑  Acct: 4250 Food Service and Meals cost of administering the food service                                        programs, and other food-related expenses.

                           4251 SFP Serving Fees

                           4252 Food / Groceries

                           4253 Meal Allowance

                           4254 Catering  

Line 22 ‑  Acct: 4400 Telephone line charges (including dedicated lines for computers)                                    and telephone equipment rental.  This does not include costs for                                   Internet access.   

Line 23 ‑  Acct: 4410 Heating Fuel costs for heating school structures.

Line 24 ‑  Acct: 4420 Electricity costs in school structures.

Line 25 ‑  Acct: 4430 Other Utilities any other utility costs including costs for supplying                                   school structures with water, Metropolitan Sanitary District                                            (MSDGC) charges, etc.  Also includes costs for cable and Internet                                   services.  

                           4431 Water / Sewer

                           4432 Scavenger Service

                           4433 Cable / Dish Services

                           4434 Internet/Computer Telecom Costs

                           4435 Team Capital Project Costs

Line 26 – Acct: 4450 Maintenance and Building Repairs includes projects less than                                         $10,000, service contracts (including computer service contracts),                                  etc.

                           4451 Security

                           4452 Ground Services

                           4453 Ground Supplies

                           4454 Building Services

                           4455 Repairs to Buildings

                           4456 Equipment Services

                           4457 Equipment Rental

                           4459 Janitorial Services            

Line 27 -  Acct: 4550 Bingo Expenses – bingo supplies, payouts, food, drinks, pull-tab,                                    pull-tab payouts.  

                            4551 Bingo Game Expenses

                            4552 Bingo Refreshments

                            4553 Bingo Pull Tab Expenses

                            4554 Bingo Raffle Expenses

                            4555 Bingo Hall Rental

                            4556 Bingo Equipment Rental

                            4557 Sales Taxes

                            4558 Charitable Games Tax and Lic. Fees

                            4559 Bingo Miscellaneous Expenses

Line 28 -  Acct: 4600 Interest Expense – interest paid to the Pastoral Center on                                              operating and capital loans.

                            4601 Interest Expense Oper. Loans

                            4602 Interest Expense Capital Loans

Line 29 -  Acct: 4700 Furnishings and Equipment – School equipment includes purchases                                 furnishings and small equipment such as calculator,  typewriters,                                   personal computers, etc., the value of which is less than $10,000.                             4701 Admin Furnishings / Equip

                           4702 Instructional Furnishings / Equip

                           4703 Maintenance Furnishings / Equip                

Line 30 – Acct: 4770 OCS Assessment to be billed to Schools is $23.00                                                                    for each pre‑school and K‑8th student and $18.00 for each high                                       school student.  Include an amount based on your estimate of                                        FY 2011 enrollment.  Billing will be determined from actual                                           enrollment figures provided at a later date.  

Line 31 – Acct: 4780 Property/Casualty Insurance amount to be billed by the Pastoral                                    Center is provided on the specific financial data sheet.  This may                                    be allocated between church and school, and between different                                    activities in a reasonable manner.

Line 32 – Acct: 4790 Auto Insur-Priest Owned Vehicle priests are entitled to coverage                                    for one personal automobile under the Archdiocese plan.  Enter                                     $1,050 for each priest using this coverage.   

Line 33 – Acct: 4800 Miscellaneous school expenses should be described on page 7.  The                                most commonly used accounts have been provided for your use.                                     All other accounts should be entered on the lines provided.  

                          4801 Conferences and Conventions

                          4802 Meetings and Speakers

                          4803 Ministry Formation and Education

                          4804 Hospitality and Entertainment

                          4805 Public Relations and Advertising

                          4806 Gifts and Donations 

                          4807 Dues / Subscriptions

                          4808 Unrelated Business Tax

                          4809 Special Program Expense

                          4810 Parish Support to Consol School

                          4811 Rental Expense

Line 34 ‑ The total of lines 13 through 33 in column E should equal the sum of the                        amounts listed on line 34 for columns A through D.  (If this is not the case,                     check your figures.)  The total from line 34, column E will be transferred to                   schedule S, line 2, column B.

Line 35 ‑ The amount in column E should equal the sum of the amounts in columns A

          
    through D of this line.  (If this is not the case, check your figures.)  The total                  from line 35 will be transferred to schedule S, line 2, column C.

SCHEDULE B‑2
This schedule provides a detailed breakdown of the salary information.  Since this cost item represents a significant portion of the budget, the detail is necessary for sound financial management.  If your school staff is greater than 50, please complete additional sheets in the same format as schedule B‑2, and be sure to include salaries from all sheets on schedule B‑1, line 11.

Column A: Please provide the name and title/position of each member of the school staff. Last names are sufficient. If the individual is a priest or religious, please indicate each individual as:

          AP      Archdiocesan Priest

          RP      Religious Order Priest

          R        Religious Sister/Brother

          L        Lay
Column B: Please indicate the lane of the position from the compensation booklet for                   each employee.

Column C: Please indicate the step of the position from the compensation booklet for                    each employee.

Column D: Identify the status of each individual. In order to better serve those                             parishes who call asking for information on what salary to offer a                                   prospective employee, it is important that this information be accurate.

                “FT”   indicates a full-time employee.


      “FT/S” indicates a full-time employee whose salary is shared either with the                             school or another parish (i.e., engineer who appears on both parish                               and school schedules; youth minister who works in both yours and                                  another parish).

                 “PB”   indicates a part-time/benefits eligible employee (i.e., one who                                     works 26 or more hours per week for more than 8 months of the year.

                 “PT”   indicates those not included in the above categories.

Column E: Please identify each individual as

                  “I”    Teachers, aides, and instructors

                  “M”   Maintenance men and women, janitors, and cleaning help 

                  “A”    All other staff including principal, office staff, etc

Column F: Enter each employee’s 2009/10 salary.  For each Archdiocesan priest, enter their 2010-2011 salary.

Column G: Please provide the budgeted percentage increase each employee is to                           receive in FY 2011, which can be found in the Compensation booklet.

Final individual salary decisions are normally made at the end of the fiscal year in accordance with the Compensation Guidelines.

Column H: Multiply column F by column G and enter the dollar amount of the budgeted                  increase. 

Column I: Please provide the budgeted bonus amount for each employee, if applicable.

Column J: Add columns F, H, and I. (Note, For Diocesan priests covered under the social                 security plan column J will also include 7.65% of the priest total 2011                            compensation. Columns F, H, and I will not total across for these Diocesan                     priests)  

Column K
: For each full time and benefits eligible lay employee, for men and women                   religious, and for priests not covered by PRMAA, enter $8,150 for health                        insurance.  This amount is for budget purposes only.  Billing amounts will be                 determined from specific records collected at a later date
.

Column L
: Please multiply column J by 7.65% and enter the FICA amount for each                          employee. This column is not used for priest and religious personnel. 

Column M
: For full‑time and benefits eligible lay employees, please multiply column J                   by 8.0% and enter the benefit assessment amount.  For each religious                            employee, enter $2,000 plus 7.65% of salary for social security.  This amount                  is payable by the school to the religious congregation on a semi‑annual                          basis.  No adjustment is required for new hires and/or terminations during                    the year.

COLUMN N: For full time principal and teachers enter $1,200 per person for                                  Professional Growth.

The Compensation Guidelines for Lay employees, men and women religious and Diocesan priests working in parishes contains salary schedules, benefit packages, and proposed salary increases. The minimum wage is $8.25 per hour. There are no exceptions to minimum wage.
For a Diocesan priest who participates in the social security plan, the amount reimbursed to him for the parish’s share of the social security self-employment tax is based on the priest’s individual tax return.  Multiply the priest’s compensation by 7.65% and include in his salary figure (column J).  No amount is added for Diocesan priests not participating in the plan. Do not enter any amounts in columns K, L, or M for Diocesan priests.

If one staff person provides services for more than one activity, the total annual salary may be reasonably allocated to specific activities based on time spent. Note that this allocation may be done on the allocation worksheet, page 12. Benefits should be allocated reasonably with salaries.

On the total line, for each column J through N, enter the total of the amounts listed in that column. The totals of columns J through N should be transferred to the appropriate lines of schedule B‑1.               


SALARY WORKSHEET EXAMPLEPRIVATE 

        (SCHOOL)
The following salary worksheet example is provided as a guide in completing the school worksheet as detailed on B-2. Four examples of the most common types of salary situations have been provided here. The four examples are (1.) Diocesan priest covered under the social security plan and PRMAA. (2.) Full time religious order salaries (3.) Full time lay person's salary (4.) Part time lay person's salary.  Please refer to the attached salary worksheet example (Sch. B-2) for a detailed illustration of the examples discussed here.

Example 1.  This example details budgeting for a diocesan priest who is covered under the social security plan and under PRMAA.  

            2010-11 Base Salary   $14,261 From Compensation Book             

           (FICA reimbursement  $ 1,091 (7.65% X base salary)  

                                               -------

            Total Salary                $15,352 Record in col. J, 2010-11 Base Salary. 

No amounts would be recorded in columns K, L, or M for FICA , Benefit Assessment, or Health Insurance.  (Note: The salary for Diocesan priests who do not participate in the social security plan is not adjusted by 7.65%.  In addition, columns F, H, and I will not total across for Diocesan priests who participate in the Social Security plan.)          

Example 2.  This example details budgeting for a member of a religious order (excludes diocesan priests)

             2010-11 Base salary    $22,817 (col. F plus col. H+I, record in col. J)

             Benefit Assessment                    

             ($2,000 plus 7.65%)     $ 3,746 (Benefit Assessment of 2010-11 base salary.                                                                     Record in col. M on B-2) 

A health insurance amount would be recorded in col. K for those full time religious personnel.  (It makes no difference if the health insurance is paid for by the order. The order is reimbursed by the Archdiocese in those situations)      

No FICA amounts would be recorded in columns L. 

SALARY WORKSHEET EXAMPLE 
Example three and four below detail budgeting for a full time benefit eligible and a part time (not benefit eligible) lay employee.

Example 3. Lay Person (Full Time and Part Time Benefits Eligible)

     2010-2011 Base Salary                   $16,800     (col. F plus col. H+I, record                                                                                               in col. J)                           

          FICA (7.65% of base)                      $  1,285     Record in col. L (7.65% of col. J                                                                                      salary). 

          Benefit Assessment                       $  1,344      Record in col. M as Fringe Benefit

                                                                                (8.0% of base salary recorded in                                                                                        col. J).

          Health Insurance                           $ 8,150      Record in col. K. 

 Example 4. Lay Person (Part Time working less than 26 hours per week)

            2010-11 Base Salary     $ 3,090 (col. F + col. H+I, record in col. J)

            FICA (7.65% of base)     $ 236 Record in col. L (7.65% of col. J salary).      

There would be no amounts recorded in Col. M for benefit assessment or in Col. K for health insurance.
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PB 

-

 PART

-

TIME BENEFIT ELIGIBLE

 

A 

-

 ADMINISTRATIVE

 

PT 

-

 PART TIME

 

(6)

 

TOTAL SALARY FOR DIOCESAN PRIEST WHO PARTICIPATE IN THE SOCIAL SECURITY P

LAN

 

WILL NOT BE EQUAL TO THE SUM OF COLUMN F, H, &I. THIS IS DUE TO THE INCLUSION OF THE

 

7.65% FICA REIMBURSEMENT IN 2010

-

11 BASE SALARY (COLUMN J).

 

            

SCHEDULE C‑1

Extraordinary Operating Activities:

Extraordinary Operating Revenue:

Line 1 – Acct: 5000 Insurance Recoveries Any amount received from the recovery of an                                insurance claim.  

                         5001 Casualty Claims

                         5002 Liability Claims

Line 2 – Acct: 5010 Sharing Collections Other Parish the amount received from sharing                                    collections taken for the benefit of another parish.  

                         5011 Recip Parish Name (Insert Name)

                         5012 Recip Parish Name (Insert Name)

                         5013 Recip Parish Name (Insert Name) 

Line 3 – Acct: 5020 Sharing Money Rec’d Other Parish the amount received from other                                    parishes as sharing.

                         5021 Sharing Parish Name (Insert Name)

                         5022 Sharing Parish Name (Insert Name)

                         5023 Sharing Parish Name (Insert Name) 

Line 4 – Acct: 5030 Arch Required Collections the amount received from collections                                     required by the Archdiocese.  

                         5031 Latin America

                         5032 Seminaries 

                         5033 Annual Catholic Appeal

                         5034 Holy Land

                         5035 Aid Churches Centl/East Europe

                         5036 Catholic Charities

                         5037 Peter’s Pence 

                         5038 New World

                         5039 Propagation of the Faith

                         5040 Cath Campaign for Human Develop

                         5041 Religious Retirement

                         5042 Missionary CO-OP Plan

                         5043 Operation Rice Bowl

                         5044 Archdiocesan Priest Retirement 

Line 5 – Acct: 5050 Estates, Bequests, and Memorials.

                              (For estates, bequests, and memorials that are perpetual or                                          recurring, classify as other income in ordinary church operating                                     income.)

                         5051 Estate Proceeds

                         5052 Bequests Proceeds

                         5053 Memorial Proceeds

Line 6 – Acct: 5111 Church Millennium Campaign 

Line 7 – Acct: 5060 Other Extraordinary Incomes   

                         5061 Other Extraordinary Collections

                         5062 Operating Loan Debt Relief

                         5063 Capital Loan Debt Relief

Line 8 – Acct: 5112 Parish Endow Fund Collection.  

Line 9 – Acct: 5113 Parish Ed Endow Fund Collection.  

Line 10- Acct: 5114 Annual Appeal Rebate.  

Line 11 – The total of line 1 – 10 will be transferred to schedule S, line 3, column A.

Extraordinary Operating Expense:

Line 12 – Acct: 6000 Expenses Covered by Insurance proceeds.

Line 13‑ Acct: 6010 Share Collect Pay to Other Parishes from the collection total                                          recorded on line 2 above. 

                          6011 Sharing to (Insert Name)

                          6012 Sharing to (Insert Name)

                          6013 Sharing to (Insert Name)

Line 14‑ Acct: 6020 Sharing From Parish Gen Funds record payment to sharing parishes                                  from the operating account of the parish where no collection was                                  taken.

                          6021 Recipient Parish (Insert Name)

                          6022 Recipient Parish (Insert Name)

                          6023 Recipient Parish (Insert Name)

Line 15‑ Acct: 6030 Pymt Arch Required Collections as recorded on line 4 above.

                          6031 Latin America

                          6032 Seminaries

                          6033 Annual Catholic Appeal

                          6034 Holy Land

                          6035 Aid Churches Centl / East Europe

                          6036 Catholic Charities

                          6037 Peter’s Pence

                          6038 New World

                          6039 Propagation of the Faith

                          6040 Cath Campaign for Human Develop

                          6041 Religious Retirement

                          6042 Missionary CO-OP Plan

                          6043 Operation Rice Bowl – CRS

                          6044 Archdiocesan Priest Retirement            

Line 16‑ Acct: 6060 Other Extraordinary Expenses must be described. 

                           6061 Real Estate Taxes

                           6062 Millennium Assessment 

                           6063 Other Extraordinary Expenses                   

In addition, the 20% of Parish Millennium Campaign contributions that is remitted to the Archdiocese should be recorded under other extraordinary expenses.  This 20% relates to assistance for parishes unable to raise significant funds for capital improvements.

Line 17‑ This total will be transferred to schedule S, line 3, column B.

Line 18‑ The difference will be transferred to schedule S, line 3, column C.

Capital Activities:

This area of schedule C‑1 is used to record capital transactions. These are separate and distinct from the ordinary and extraordinary operations of the parish.  Prepare this schedule in conjunction with the three-year projected capital worksheet.  FY 2011 activity on C-1 should agree with FY 2011 activity on the three-year worksheet.

Line 1 – Acct: 5100 Sale of Property.

                         5101 Sale of Land

                         5102 Sale of Building

                         5103 Sales of Other Parish Property 

Line 2 – Acct: 5120 Capital Collections cash received toward an approved capital                                         building/renovation project, or received as satisfaction of a pledge                               from a previously approved building project.   

                          5121 School Building Fund

                          5122 Church Building Fund

                          5123 Church Major Purchase Fund

Line 3 ‑ Add the amounts on lines 1 and 2 and enter the total. This will be                                  transferred to schedule S, line 6, column A.

Line 4 – Acct: 6100 Capital Purchase or Construction purchase of property for $10,000 or                              more.  Include purchase of land, a residence, etc.

                         6101 Purchase of Land

                         6102 Purchase / Construct of a Bldg.

                         6103 Purchase of a Vehicle   

Line 5 – Acct: 6110 Capital Improvements, new facilities, and/or expansion $10,000 or                                more. Projects over $20,000 must be approved by the Pastoral                                       Center.  Please provide a brief explanation of improvements, on the                               separate capital worksheet.  (Schedule C-1A 3-Year Capital                                           Worksheet and instructions). 

                          6111 Project A (Insert Name)

                          6112 Project B (Insert Name)

                          6113 Project C (Insert Name) 

Line 6 – This total will be transferred to schedule S, line 6, column B.

Line 7 ‑ This difference will be transferred to schedule S, line 6, column C.

Schedule C-1A is the three-year projected capital expenditures worksheet.  FY 2011 activity should correspond with capital activity listed on Schedule C-1 and the capital expenditures worksheet Schedule C-1A.

Savings and Loan Activities:

This area of schedule C‑1 is used to record banking transactions with the Pastoral Center and estimated balances of savings and loan accounts held with the Archdiocesan bank.  These numbers are used for planning purposes and are not included in the operating receipt or expense totals summarized on schedule S.

Line 1 ‑ Estimate the amount of savings to be on deposit with the Pastoral Center on              7/1/10.  This includes all regular and special savings accounts.  Do not forget             to include an estimate for accumulated interest earned through 6/30/10 on               these accounts. Chart of Accounts # 1200 + 1300 + 1400 

Line 2 ‑ Record planned deposits to a savings account (including mutual fund amounts)               with the Pastoral Center during the budget year.  It is recommended that any                budgeted surplus be deposited in an Archdiocesan savings account.  Remember              to include an estimate for interest to be earned on savings from 7/1/10 to                     6/30/11.

Line 3 ‑ Add the amounts on lines 1 and 2 and enter the total.

Line 4 ‑ Estimate withdrawals during the budget year from savings accounts held with    

            the Pastoral Center.

Line 5 ‑ Subtract the amount on line 4 from the amount on line 3 and enter the                         difference.

Line 6 ‑ Estimate the total balance of operating and capital loans made by the Pastoral             Center to the parish, which will be outstanding on 7/1/10.         

            Chart of Accounts # 2600 

Line 7 ‑ Record planned principal repayments during the budget year to the Pastoral                  Center for operating and capital loans made to the parish.

Line 8 ‑ Subtract the amount on line 7 from the amount on line 6 and enter the total.

Line 9 ‑ Estimate the need for additional loans from the Pastoral Center during the                     budget year for operating and/or capital needs.

Line 10‑ Add the amounts on lines 8 and 9 and enter the total.

SUPPLEMENTAL INFORMATION - PAGE 10

Please enter realistic estimates of the number of participants for each of the listed programs.  In addition, enter annual tuition charges per student in the spaces provided. This information is necessary for both the school office and financial operations for planning purposes.

Multiply the number of students by the annual tuition per student or the number of families by the annual tuition per family to get the total tuition for the catechesis program.  Transfer the total to schedule A‑1, line 5, column B.

Follow 
the same procedure for the day care program, if it is a stand-alone program, and transfer the total day care tuition to schedule A‑1, line 5 column D. 

SUPPLEMENTAL INFORMATION - PAGE 11

The schedule is divided into three sections: projected pre-school, K-8 and before/after school care enrollment. 

PROJECTED ENROLLMENT: Record total preschool and K-8 counts here.

TUITION CHARGES (PRESCHOOL): Record the total number of families for preschool in the applicable column. Record the tuition rate per family in the tuition rate column. Multiply the number of families times the applicable tuition rate to obtain total tuition. Record an estimate for uncollectible tuition on the applicable line. Subtract the 

uncollectible amount to arrive at total tuition expected to be collected. This amount should agree to Schedule B-1, column B, line 1, total pre-school tuition.  Finally record the number of individual students for each pre-school rate classification.

K-8 INFORMATION: Record the total number of families for which each student rate category applies. Record the tuition rate per category on the applicable lines in the tuition rate column. Calculate and record the total tuition result in the tuition column. Record an estimate for uncollectible tuition on the applicable line. Subtract the uncollectible amount to arrive at total tuition expected to be collected. Subtract the scholarship amount that is projected to be received and is already recorded on Page 7 under “Outside Funding Sources”.  This amount should agree with Schedule B-1, column A, line 1 total K-8 tuition. Record the number of students in each rate classification on the last column for K-8 information.
info
BEFORE AND AFTER SCHOOL CARE: Record the total number of children participating in this program. Record the applicable rate in the hourly rate column. Estimate the total weekly income for this program. Multiply the total weekly income by the number of school weeks to obtain total tuition for the before and after school care program.

SUPPLEMENTAL INFORMATION - PAGE 11a

Schedule 11a serves as an indicator of what the school revenue and expense are per student for pre-school, K-8 and before/after school.  Complete this schedule as part of the school budget process.

The total revenue and total expense should transfer automatically from schedule B-1 for pre-school, K-8 and before/after school in the revenue and expense columns on page 11a. The total students for each category should transfer automatically from Page 11.  The calculation is automatic once this numbers have transferred over.  The last three columns should give you a vision of revenue and expenses per student for analysis purposes.

ALLOCATION OF COMMON EXPENSES - PAGE 12

Please complete the allocation schedules to explain the allocation between various activities of the church and/or school.  Salaries, utilities, and insurance are a few of the items that may be allocated.

For the salary allocation schedule, enter the employee's name, the percentage of time he/she spends working for the applicable programs, and the dollar amount of salary the percentage represents.  Please complete the last column that is the total column.

For the utilities allocation schedule, enter the percentage of utilities allocated and the dollar amount that the percentage represents.  Please complete the “TOTAL” column.

OUTSTANDING PLEDGES PAGE 13

This schedule details projected pledge activity for FY 2011.  Use this schedule to detail existing (continuing activity into 2011 and beyond) and/or anticipated pledge drive activity.   Pledges are unconditional promises to contribute cash or other assets. The pledge can be in the form of a written or oral agreement.  Generally, pledges are derived from specific fundraising drives.  For example, a written card submitted by a parishioner for a building fund drive, would constitute a pledge. There are three columns provided on the form. One column is for existing pledge drives; the second column is for pledge drives that will start during FY 2011. A separate column is provided for activity related to the Parish Millennium Campaign.  Please record any pledge activity related to the Millennium Campaign in that column. 
Line 1 - State the name and/or purpose of the pledge drive.

Line 2 - List the starting/projected starting date of the pledge drive.

Line 3 - Identify the time period of the pledge drive in months or years.

Line 4 - Record the total amount projected to be pledged for the drive as of June 30,             2011.  This includes pledge contributions for existing drive and those that                   expected to be pledged during FY 2011.

Line 5 - Record the total amount of pledged contributions that are expected to be                  received as of June 30, 2011. 

Line 6 - Subtract the amount of line 5 from line 4 to obtain the amount of pledges                  expected to be received in the future. Record the amounts expected to be                 received in each of the next three fiscal years.

Line 10- Record the amount expected to be received beyond July 1, 2014.

Line 11- Enter the total of lines 7 through 10.  This total should equal the total                        entered in line 6.
SUPPLEMENTAL INFORMATION - PAGE 14

Please include your estimate of the families and persons, both registered and not registered, for the budget year.  Also, please enter your October 2009 count.

The final step in completing the budget package is to sign and date the material.  Also, please include the name and phone number of someone to contact in case we have questions regarding your report.

We are asking that you please send the completed budget to your vicariate administrative consultant listed below, the budget should be submitted to them by February 12, 2010. 

The vicariate administrative consultants for the Archdiocese

of Chicago are as follows:

VICARIATE I




VICARIATE II

Dennis Robak




Gene Myers

200 N. Milwaukee Ave.


Vicariate II Office

Suite 208




1641 W. Diversey

Libertyville, IL 60048-2250

          Chicago, IL 60614

VICARIATE III



          VICARIATE IV
Jesse Estrada 


          Patricia Pomykalski

Office of Vicariate III
  
          Office of Vicariate IV

1850 S. Throop St.


          1400 S Austin Blvd.

Chicago, IL 60608


          Cicero, IL 60804

VICARIATE V




VICARIATE VI

Erich Bangert


   
           Pamela Gutter

Vicariate V Center


          Vicariate VI Adm. Office

2330 W. 118TH St.


          16160 Seton Rd.

Chicago, IL 60643


          So Holland, IL 60473-0733

If you have any questions or comments call or E-Mail Clint Chappell, Manager, Budget and Analysis or Rich Boyle, Budget Analyst.

Clint Chappell 
312 534 8322 
cchappell@archchicago.com
Rich Boyle

312 534 8355
rboyle@archchicago.com
                                   THANK YOU
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�PAGE \# "'Page: '#'�'"  ��I thought the grant should be on the school line from schedule B-1, not A-1.


�PAGE \# "'Page: '#'�'"  ��Column C is for auxiliary programs, not day care.


�PAGE \# "'Page: '#'�'"  ��Shouldn’t the instruction for this line refer to schedule A2 column M?


�PAGE \# "'Page: '#'�'"  ��I thought the grant was only on schedule B-1, not A-1.


�PAGE \# "'Page: '#'�'"  ��Column J is for Health Insurance.


�PAGE \# "'Page: '#'�'"  ��Column K is for FICA tax.


�PAGE \# "'Page: '#'�'"  ��Column L is for Fringe Benefits.


�PAGE \# "'Page: '#'�'"  ��There should be a description about column M.


�PAGE \# "'Page: '#'�'"  ��The column order in this example does not match the budget form.


�PAGE \# "'Page: '#'�'"  ��This instruction should refer to schedule B-2, column N.


�PAGE \# "'Page: '#'�'"  ��Column M is for Fringe Benefits.


�PAGE \# "'Page: '#'�'"  ��Insert a description for column N – Professional Growth


�PAGE \# "'Page: '#'�'"  ��Column K is for Health Insurance.


�PAGE \# "'Page: '#'�'"  ��Column L is for FICA tax.


�PAGE \# "'Page: '#'�'"  ��Column C on schedule A-1 is not for day care.


�PAGE \# "'Page: '#'�'"  ��I thought this schedule would include a reduction in tuition for scholarships received.
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SCHEDULE B

-

2(EXAMPLE)

 

SALARY WORKSHEET FOR SCHOOL EMPLOYEES

 

PARISH #

 

FOR THE YEAR ENDING JUNE 30, 2011

 

SALARY WORKSHEET EXAMPLE

 

A.

 

B.

 

C.

 

D.

 

E.

 

F.

 

G.

 

H.

 

I

.

 

J.

 

K.

 

L.

 

M.

 

(J*.08)

 

(EXAMPLES)

 

(F * G)

 

(F+H+I)

 

(J* .0765)

 

8.0%

 

(AMOUNT)

 

STATUS

 

TYPE(4)

 

FY 2010

 

%

 

AMOUNT

 

FY 2011

 

7.65%

 

BENEFIT

 

$ HEALTH

 

#

 

NAME/TITLE

 

LANE(1)

 

STEP(2)

 

(3)

 

(I,M,A)

 

SALARY

 

INC.

 

OF INC.

 

BONUS(5)

 

SALARY

 

F.I.C.A

 

ASSESSMENT

 

INSURA

NCE

 

1.

 

FATHER  RYAN     AP

 

FT

 

A

 

13,846

 

3.0%

 

415

 

0

 

 

15,352

 

-

 

-

 

-

 

2.

 

SISTER JOSEPH     R

 

28

 

FT

 

I

 

21,730

 

5.0%

 

1,087

 

0

 

22,817

 

-

 

3,746

 

8,150

 

3.

 

JILL GREEN

 

5

 

FT

 

I

 

16,000

 

5.0%

 

800

 

0

 

16,800

 

1,285

 

1,344

 

8,150

 

4.

 

KAY RILEY

 

P

T

 

A

 

3000

 

3.0%

 

90

 

-

 

3,090

 

236

 

-

 

-

 

5.

 

6.

 

7.

 

EXAMPLE

 

8.

 

PAGE

 

9.

 

10.

 

11.

 

12.

 

13.

 

14.

 

15.

 

TOTAL

 

2,392

 

 

58,059

 

1,521

 

5,090

 

16,300

 

(TOTAL TO LINE 11

 

(TOTAL TO LINE 12

 

(TOTAL TO LINE 14

 

(TOTAL TO LINE 13
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-

 FOR INSTRUCTIONAL PERSONNEL ONLY

 

(3)
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(4)

 

TYPE:                                                        

 

(5)

 

ONLY FOR THOSE EMPLOYEES

 

FT 

-

 FULL TIME OR BENEFITS ELIGIBLE

 

I 

-

 INSTRUCTIONAL

 

RECEIVI

NG A BONUS

 

(2)

 

STEP 

-

 FOR INSTRUCTIONAL PERSONNEL ONLY

 

FT/S 

-

 FULL TIME SHARED EMPLOYEE

 

M 

-

 MAINTENANCE

 

PB 

-

 PART

-

TIME BENEFIT ELIGIBLE

 

A 

-

 ADMINISTRATIVE

 

PT 

-

 PART TIME

 

(6)

 

TOTAL SALARY FOR DIOCESAN PRIEST WHO PARTICIPATE IN THE SOCIAL SECURITY P

LAN

 

WILL NOT BE EQUAL TO THE SUM OF COLUMN F, H, &I. THIS IS DUE TO THE INCLUSION OF THE

 

7.65% FICA REIMBURSEMENT IN 2010

-

11 BASE SALARY (COLUMN J).
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SALARY WORKSHEET FOR CHURCH EMPLOYEES

 

FOR THE YEAR ENDING JUNE 30, 2011

 

PARISH #

 

SALARY WORKSHEET EXAMPLE

 

A.

 

B.

 

C.

 

D.

 

E.

 

F.

 

G.

 

H.

 

I

.

 

J.

 

K.

 

L.

 

(I*.08)

 

(EXAMPLES)

 

(E * F)

 

(E+G+H)

 

(I* .

0765)

 

8.0%

 

(AMOUNT)

 

JOB

 

STATUS

 

TYPE

 

BASE

 

%

 

AMOUNT

 

FY 2011

 

7.65%

 

BENEFIT

 

$  HEALTH

 

#

 

NAME

 

CLASSIFICATION

 

SALARY

 

INC.

 

OF INC.

 

BONUS(1)

 

SALARY (2)

 

F.I.C.A

 

ASSESSMENT

 

INSURANCE

 

1.

 

FATHER LANG

 

1A

 

FT

 

AP

 

19,700

 

3.0%

 

591

 

0

 

21,843

 

-

 

-

 

-

 

2.

 

SISTER MARY ELLEN

 

4B

 

FT

 

R

 

14,123

 

3.0%

 

424

 

0

 

14,547

 

-

 

3,113

 

8,150

 

3.

 

JOE JOHNSON

 

5A

 

FT

 

L

 

16,000

 

3.0%

 

480

 

0

 

16,480

 

1,261

 

1,318

 

8,150

 

4.

 

SUSAN CLARK

 

8A

 

PT

 

L

 

3,000

 

3.0%

 

90

 

-

 

3,090

 

236

 

-

 

-

 

5.

 

6.

 

7.

 

EXAMPLE

 

8.

 

PAGE

 

9.

 

10.

 

11.

 

12.

 

13.

 

14.

 

15.

 

16.

 

TOTAL

 

1,585

 

 

55,960

 

1,497

 

4,431

 

16,300

 

(TOTAL TO LINE 14

 

(TOTAL TO LINE 15

 

(TOTAL TO LINE 17

 

(TOTAL TO LINE 16

 

SCHEDULE A

-

1)

 

SCHEDULE A

-

1)

 

SCHEDULE A

-

1)

 

SCHEDULE A

-

1)

 

FOR INFORMATION ON JOB

 

(

1)BONUS:

 

CLASSIFICATION, STATUS, & TYPE

 

ONLY FOR THOSE EMPLOYEES

 

SEE PAGE 12 OF INSTRUCTIONS.

 

RECEIVING A BONUS

 

(2) TOTAL SALARY FOR DIOCESAN PRIEST WHO PARTICIPATES IN THE SOCIAL SECURITY PLAN

 

WILL NOT BE EQUAL TO THE SUM OF COLUMN E, G, & H.  THIS 

IS DUE TO THE INCLUSION OF THE

 

7.65% FICA REIMBURSEMENT IN 2010

-

11 BASE SALARY (COLUMN I).

 

_1323578434.doc


SALARY WORKSHEET FOR CHURCH EMPLOYEES







FOR THE YEAR ENDING JUNE 30, 2011







PARISH #







SALARY WORKSHEET EXAMPLE







A.







B.







C.







D.







E.







F.







G.







H.







I.







J.







K.







L.







(I*.08)







(EXAMPLES)







(E * F)







(E+G+H)







(I* .0765)







8.0%







(AMOUNT)







JOB







STATUS







TYPE







BASE







%







AMOUNT







FY 2011







7.65%







BENEFIT







$  HEALTH







#







NAME







CLASSIFICATION







SALARY







INC.







OF INC.







BONUS(1)







SALARY (2)







F.I.C.A







ASSESSMENT







INSURANCE







1.







FATHER LANG







1A







FT







AP







19,700







3.0%







591







0







21,843







-







-







-







2.







SISTER MARY ELLEN







4B







FT







R







14,123







3.0%







424







0







14,547







-







3,113







8,150







3.







JOE JOHNSON







5A







FT







L







16,000







3.0%







480







0







16,480







1,261







1,318







8,150







4.







SUSAN CLARK







8A







PT







L







3,000







3.0%







90







-







3,090







236







-







-







5.







6.







7.







EXAMPLE







8.







PAGE







9.







10.







11.







12.







13.







14.







15.







16.







TOTAL







1,585















55,960







1,497







4,431







16,300







(TOTAL TO LINE 14







(TOTAL TO LINE 15







(TOTAL TO LINE 17







(TOTAL TO LINE 16







SCHEDULE A-1)







SCHEDULE A-1)







SCHEDULE A-1)







SCHEDULE A-1)







FOR INFORMATION ON JOB







(1)BONUS:







CLASSIFICATION, STATUS, & TYPE







ONLY FOR THOSE EMPLOYEES







SEE PAGE 12 OF INSTRUCTIONS.







RECEIVING A BONUS







(2) TOTAL SALARY FOR DIOCESAN PRIEST WHO PARTICIPATES IN THE SOCIAL SECURITY PLAN







WILL NOT BE EQUAL TO THE SUM OF COLUMN E, G, & H.  THIS IS DUE TO THE INCLUSION OF THE







7.65% FICA REIMBURSEMENT IN 2010-11 BASE SALARY (COLUMN I).
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SCHEDULE B-2(EXAMPLE)







SALARY WORKSHEET FOR SCHOOL EMPLOYEES







PARISH #







FOR THE YEAR ENDING JUNE 30, 2011







SALARY WORKSHEET EXAMPLE







A.







B.







C.







D.







E.







F.







G.







H.







I.







J.







K.







L.







M.







(J*.08)







(EXAMPLES)







(F * G)







(F+H+I)







(J* .0765)







8.0%







(AMOUNT)







STATUS







TYPE(4)







FY 2010







%







AMOUNT







FY 2011







7.65%







BENEFIT







$ HEALTH







#







NAME/TITLE







LANE(1)







STEP(2)







(3)







(I,M,A)







SALARY







INC.







OF INC.







BONUS(5)







SALARY







F.I.C.A







ASSESSMENT







INSURANCE







1.







FATHER  RYAN     AP







FT







A







13,846







3.0%







415







0















15,352







-







-







-







2.







SISTER JOSEPH     R







28







FT







I







21,730







5.0%







1,087







0







22,817







-







3,746







8,150







3.







JILL GREEN







5







FT







I







16,000







5.0%







800







0







16,800







1,285







1,344







8,150







4.







KAY RILEY







PT







A







3000







3.0%







90







-







3,090







236







-







-







5.







6.







7.







EXAMPLE







8.







PAGE







9.







10.







11.







12.







13.







14.







15.







TOTAL







2,392















58,059







1,521







5,090







16,300







(TOTAL TO LINE 11







(TOTAL TO LINE 12







(TOTAL TO LINE 14







(TOTAL TO LINE 13







SCHEDULE B-1)







SCHEDULE B-1)







SCHEDULE B-1)







SCHEDULE B-1)







(1)







LANE - FOR INSTRUCTIONAL PERSONNEL ONLY







(3)







STATUS:







(4)







TYPE:                                                        







(5)







ONLY FOR THOSE EMPLOYEES







FT - FULL TIME OR BENEFITS ELIGIBLE







I - INSTRUCTIONAL







RECEIVING A BONUS







(2)







STEP - FOR INSTRUCTIONAL PERSONNEL ONLY







FT/S - FULL TIME SHARED EMPLOYEE







M - MAINTENANCE







PB - PART-TIME BENEFIT ELIGIBLE







A - ADMINISTRATIVE







PT - PART TIME







(6)







TOTAL SALARY FOR DIOCESAN PRIEST WHO PARTICIPATE IN THE SOCIAL SECURITY PLAN







WILL NOT BE EQUAL TO THE SUM OF COLUMN F, H, &I. THIS IS DUE TO THE INCLUSION OF THE







7.65% FICA REIMBURSEMENT IN 2010-11 BASE SALARY (COLUMN J).












