
Archdiocese of Dubuque

Finance Office 

“Sound business practice is a fundamental of good stewardship, and stewardship as it relates to church finances must include the most stringent ethical, legal, and fiscal standards. That requires several things: pastors and parish staff must be open, consultative, collegial, and accountable in the conduct of affairs. And parishioners must accept responsibility for their parishes and contribute generously -both money and personal service - to their programs and projects. The success or failure of parish programs, the vitality of parish life or its absence, the ability or inability of a parish to render needed services to its members and the community depend upon all.”(Stewardship; A Disciple’s Response)
The parish annual report is the response of a parish corporation to account for all resources in a spirit of Stewardship. The following chart of accounts is to be used by parishes in preparing the annual report to the Finance Office. The report should provide a complete accounting of all money related to the parish corporation for which this report is prepared. 

Notes

1. Catholic Schools provide a detailed report of financial operation to the Office of Catholic Schools. Those parishes which operate parish based schools should work with the principal who can provide the parallel chart of accounts for Catholic Schools. For purposes of the parish report all money spent on the Catholic School should be reported in the subsidy line(s) (1150-1154)

2. Religious Education programs should complete the attached worksheet, entering totals in the appropriate categories Revenue  (40420) and Expenditures (51153)

3. The following accounts are not subject to TAXA:  #40210,4021140355,40610,40620, 40710,40711(for Social Concerns Activities), 40821

Parish Annual Report Chart of Accounts and Line Item Descriptions
The following line item descriptions reflect the categories of the annual parish financial report of the Archdiocese of Dubuque. 

Revenue

This section contains the definitions of accounts listed as Receipts in the Chart of Accounts. These definitions are to be used to determine the proper classification of cash received during the current year.

40000 Stewardship
The accounts in this series are to be used to record regular contributions to the parish as part of stewardship.

0101 –
BUDGET-ADULT. Money received through regular offering envelopes of adults

0102 –
BUDGET-YOUTH. Money received through regular offering envelopes of youth

0103 –
EASTER. Money received at Easter

0104 –
CHRISTMAS. Money received at Christmas

0105 –
OFFERTORY Money received through unmarked offerings at liturgies throughout the year

0106 –
HOLY DAYS Money received through offerings on holy days of obligation

0107 –
SACRAMENTAL OFFERINGS Money received for stole fees

40200 Series – External Support / Assessments / Special Funds

Support / assessments / special funds are money given to the parish for operation.

0210 –
PARISH SUPPORT- Money received from other parish(s) without a Catholic school or religious education program in payment for students attending the Catholic school, parish religious education programs.

0211 –
PARISH CLUSTER SUPPORT- Money received from other parish(s) in payment for cluster operation.

0220 –
MONEY BORROWED – Money received from approved Diocesan loans to the parish.

0250 –
OTHER – Other support / assessments / special funds not provided for in other accounts of this series.

40300 Series – Third Source Income
This account series is used to record receipts from sources other than stewardship and support / assessments / special funds.

0319 –
DONATIONS, GIFTS, BEQUESTS-RESTRICTED – Money received from private individuals, private organizations for a designated purpose as determined by the donor 

0320 –
DONATIONS, GIFTS, BEQUESTS-UNRESTRICTED – Money received from private individuals, private organizations for which no repayment or special service to the contributors is expected and which is earmarked for operation.

0325 –
SPECIAL PLANNED FUND RAISING EVENTS – Proceeds from parish sponsored and operated fund raising events. (Parish Festivals, Picnics, etc.)

0326 –
BINGO – Money received by Bingo operations. (if not reflected in Societies)

0327 – SCRIP ACTIVITES (net) - Activity from the sales of SCRIP and other revenue generated activities less expense of purchases of SCRIP, checks to vendors, and other expenses occurred.

0328 – SOCIETIES. Net income from societies or organizations to the church (Rosary Society, Holy Name, etc.)

0330 –
GRANTS/FOUNDATIONS – Money received from philanthropic organizations.

0335 –
BULLETIN INCOME – Money received from Bulletin advertising.

0345 –
RENT FROM USE OF FACILITIES – Money received from the rental of parish property.
0350 –
INCOME EARNED ON OPERATING BANK ACCOUNTS – (Interest) Income earned on Deposit and Loan accounts, regular savings accounts, certificates of deposit, mutual funds, etc.  Interest credited to an account instead of received directly should also be included.  See Account #2510 and Account #2511 for transfers to Unrestricted and Restricted Savings. 
0355 –
INSURANCE PROCEEDS AND REBATES – Money received from insurance claims or rebates.
0360 –
SALE OF EQUIPMENT/MATERIALS – Money received from the sale of parish equipment/materials.

0362 –
OTHER RECEIPTS – Other third source income received, but not provided for in other accounts of this series.

40400 Series – Fees/Sales

This series of accounts includes the sale or rental of items such as supplies and books.

0435 –
SUPPLIES AND BOOKS FOR RESALE – Parish operated bookstores/missions receipts.

0420 –
RELIGIOUS EDUCATION PROGRAM REVENUE – Money collected or received for parish religious education programs (see attached worksheet).

0421 –
ADULT EDUCATION PROGRAM REVENUE – Money collected or received for parish adult education programs.

0440 –
OTHER – (specify) – Money realized from sales or fees which do not fit into any of the above listed accounts.

40500 Series – Transfer from Building/Capital Improvement Fund

0545 –
CAPITAL IMPROVEMENT FUND INCOME – Transfers from the capital improvement fund. Expenses from this account are items in the 51700 Series.

40600 Series – Transfer from Savings

0610 –
TRANSFER FROM SAVINGS – Transfers from savings accounts to the operating fund. 

0620 –
TRANSFER FROM RESTRICTED SAVINGS – Transfers from restricted savings accounts to the operating fund. 

40700 Series – Exchange Funds

0710 –
 ARCHDIOCESAN COLLECTIONS - Collections sent to the Archdiocese.  Support schedule must be completed on page 2 of the Annual Financial Report.

    0711 - 
EXCHANGE ACCOUNT – Receipts of income which are held for a specific purpose and which will be matched by an identical expense. The identical expense account is Account #2410. An example is money collected for a group purchase of books, field trips, etc. Add additional lines and number for different exchange accounts: 0712, 0715, 0720, etc.

40800 Series – Contributions from Endowment. Capital Campaign

0820 –
CAPITAL CAMPAIGN (parish) – Fund raising and donation activities dealing with large capital projects

0821 –
CAPITAL CAMPAIGN (education) – Fund raising and donation activities dealing with large capital projects for education

Expenses:

This section contains the definitions of program accounts listed as Expenses in the Chart of Accounts. These definitions are to be used to determine the proper allocation of cash expenditures disbursed during the year.

51000 Series – Parish Administration
Personnel relates to parish personnel only; school personnel are included on the school report to the Office of Educational Services; if school compensation is tracked through the parish office account, it should be reflected in the Grade School Subsidy category.

1001 – PRIESTS SALARIES – Salary paid to the pastor and other priests assigned to the parish.

1002 – PRIESTS MEDICAL/RETIREMENT – Amount paid for the priest health plan or retirement

1003 – CONTINUING EDUCATION – Fees, travel, dues, subscriptions, memberships, and other expenditures incurred in attending institutes, workshops, study days, or other programs of in-service training for parish priests and parish personnel according to diocesan norms.

1004 – PRIESTS SUBSTITUTES – Amount paid for priest substitute coverage

1005 –
SALARIES – PASTORAL ADMINISTRATORS – Any salaries paid to pastoral administrators if applicable. 
1006 –
SALARIES – PASTORAL ASSOCIATE - Any salaries paid to pastoral associate if applicable. 
1007 –
SALARIES – OTHER PROFESSIONALS – Any salaries paid to staff personnel who are not administration, office, maintenance or perform other support duties
51100 Series – Parish Life 

Parish Life, as a general term for this series of accounts, consists of those activities which deal with the pastoral activity of the parish. 

1122 –
BOOKS – Record in this account all expenditures for books and materials related to the program.

1126 –
LITURGICAL EXPENSES – All expenditures for liturgy including missalettes, candles, wine, hosts. 

1137 –
TECHNOLOGY SOFTWARE – includes programs, disks, tapes, computer software, etc. used for instructional purpose. Technology hardware such as computers, printers, CD-ROM, laser disk players, tape recorders, screens, VCR, stereos, etc. used for instructional purpose is recorded in #1710. Office hardware is recorded in the 51200 series.

1138
TECHNOLOGY SERVICE SUPPORT-Contracted services for support of computer software and hardware.

1141 –
AUTO AND TRAVEL EXPENSE – Amounts disbursed for the expenses of a motor vehicle for parish purposes.

1150 –
GRADE SCHOOL SUBSIDY – Amount paid to an area Catholic elementary school of which the parish is part of the consolidation formula

1151 –
GRADE SCHOOL SUPPORT – Amount paid to an area Catholic elementary school of which the parish is not part of the consolidation formula but pays a per pupil rate for attendance of parish students

1152 –
HIGH SCHOOL SUBSIDY – Amount paid to an area Catholic high school of which the parish is part of the consolidation formula

1153 –
HIGH SCHOOL SUPPORT – Amount paid to an area Catholic high school of which the parish is not part of the consolidation formula but pays a per pupil rate for attendance of parish students

1154
K-12 CATHOLIC SCHOOL SYSTEM SUPPORT - Amount paid to a regionally constituted Catholic school system (i.e. Dubuque and Waterloo)

1155 –
RELIGIOUS EDUCATION/CCD YOUTH – Amount paid to an area parish for attendance of parish students in a  religious education program; compensation for Catechists should be included here, while salaries for other personnel should be included in Account #1005 Salaries-Lay Professional.  Use support schedule to complete religious education information.

1156 –
ADULT EDUCATION PROGRAM EXPENSES – Amount spent for parish adult education programs.

1160-1163 – OTHER EXPENSES – Expenditures for pastoral life that can not be included in other accounts of this series.

51200 Series – Administration

The accounts in this series refer to those activities which direct, control, or otherwise regulate the activities of the program and are not listed elsewhere.

1201 –
SALARIES – OFFICE ADMINISTRATION AND SUPPORT – Any salaries paid to office personnel such as secretaries, clerical support, bookkeepers, and business managers.
1205 –
OFFICE MATERIALS AND SUPPLIES – Disbursements for office materials and supplies ordered for use in the administration of the parish should be recorded here. 

1215 –
POSTAGE – Record here amounts disbursed for postage for administrative use.

1220 –
DUES & SUBSCRIPTIONS – Disbursements for dues and fees for memberships in associations pertaining to the program.

1225 –
ADMINISTRATIVE PUBLICATIONS & PRINTING – Expenditures for publishing bulletins, annual reports, directories, handbooks, newsletters, and other publications.

1235 –
LEGAL AND PROFESSIONAL – Amounts paid to outside accounting or auditing firms and attorneys for services rendered. 

1245 –
FUND RAISING EXPENSE – Expenses incurred for campaigns for funds to be used for operating purposes should be included here.  When completing the annual financial report this account should be used to offset #0325.

51300 Series – Operation and Maintenance of Facilities

Operation of Plant consists of the housekeeping activities concerned with keeping the physical plant open and ready for use. The term includes cleaning, heating, lighting, cooling, moving furniture, handling stores, caring for grounds, and other such housekeeping activities as are repeated somewhat regularly on a daily, weekly, monthly, or seasonal basis.

When a building or plant are used by more than one program (i.e., school, Religious Education, and child care) the care and upkeep of the building including salaries should be divided proportionally among the different programs based on the number of hours each program uses the building versus the total number of hours the building is in use. If two or more programs are using the same building at the same time, a mutually agreed upon percentage of the total should be assigned to each program.

1301 –
SALARIES – MAINTENANCE – Any salaries paid to personnel for the upkeep of facilities such as janitors, custodians, groundskeepers and cleaning personnel.
1312 –
REPAIR AND REPLACEMENT OF EQUIPMENT – Purchase of equipment which will last more than one year and has a unit value of less than $300. Some examples are hand drills, sanders, ladders, etc. The term also includes repair parts, paint, small tools used in making repairs, and like items used by employees in operating and maintaining the plant.

1324 –
MATERIALS AND SUPPLIES – Expenditures for brooms, mops, soap, dusters, electrical fuses, electric light bulbs, cups, waxes, floor strippers, and other such custodial supplies used by participants and employees.

1328 –
UPKEEP OF BUILDING AND GROUNDS – Expenditures incurred as a result of providing the land and surroundings with necessary or proper maintenance or repair. Upkeep of grounds consist of the following kinds of activities: repairing and replacing walks, fences, flagpoles, driveways, sewers and irrigation ditches and regarding sites, reseeding lawns, replacing shrubs, etc. Charge to this account also those activities which provide the buildings with necessary or proper maintenance or repairs which do not add to existing facilities or extend the useful life of the building. As a general guide, if changes or partitions, roof structure, or walls are not involved, the expenditures are recorded here. If such changes are involved, the expenditures are recorded under Account #1705 – Building Improvements, Replacements and Acquisition. Account #1328 also includes expenditures for the upkeep of buildings including materials, repair parts and other incidental expenses. Upkeep of building consists of the following kinds of activities: repainting, woodwork, redecorating walls, repairing foundations, repairing doors, windows, drapes and built-in equipment such as lockers, cabinets, wardrobes, blinds/shades, soap and towel dispensers, bulletin boards, and locks. It also includes the maintenance of service systems which consists of the repair of such things as boilers, radiators and ventilating ducts, electric lighting systems, air conditioning systems or units, bells, clocks and intercommunication systems, sewers, toilets, fire plugs, fire hoses, fire sprinkler systems, recharging fire extinguishers, fire apparatus and fire escapes. Also charge to this account the expenses associated with providing the following types of vehicles with necessary or proper maintenance or repair: autos, trucks, lawn mowers, tractors, etc. These vehicles and pieces of equipment are those associated with the maintenance operation and are not the same as vehicles used by the professional staff.

1350 –
TELEPHONE – Amount disbursed for telephone bills should be recorded in this account.

1351 -
INTERNET ACCESS - Disbursed for direct internet/WAN monthly line and access fees plus any annual maintenance fees associated with direct internet access, such as router configuration/maintenance fees.

1354 –
FUEL FOR HEATING – Disbursements for fuel oil or natural gas used in heating the buildings. 

1355 –
WATER AND SEWAGE – Disbursements for water and sewage.

 1357 – ELECTRICITY – Electric bills. Note: See Account #1354 if separate electric heating bills are received. 

1358 –
TELEVISION CABLE – Record here the disbursements made for cable network fees.

1359 –
CONTRACTED JANITORIAL AND MAINTENANCE SERVICES – Expenditures made for janitorial and/or other contracted maintenance services should be recorded here. Trash removal and window washing services are also included.

1360 –
EQUIPMENT RENTAL – Costs associated with the rental of equipment such as floor sanders, tools, etc.

1363 –
OTHER EXPENSE – Maintenance or operational costs which cannot be included in the other accounts of this series.

51400 Series –  Residence

1400
Charge to these accounts all expenses borne by the program in maintaining a residence (rectory and convent and other living quarters) as a benefit in kind to the staff.

Note: 
The following sub categories may be used for further breakdown of expenditures related to residence.

1401 –
HOUSING ALLOTMENT – Money paid to a third party providing a residence for employees. Should include housing allowance for religious and priests.

1425 –
MATERIALS AND SUPPLIES – Expenditures for materials and supplies used in the operation of the residence.

1428 –
UPKEEP OF RESIDENCE – All costs of any activity which served to provide the residence with necessary and proper maintenance or repair. Also charge to this account the purchase of minor equipment items which will last more than one year and have a unit cost of less than $300.

1454 –
UTILITIES AND FUEL – Utilities and fuel incurred for the residence.

1456 –
TELEPHONE – Telephone expenses incurred by the residence.

51500 Series – Fixed Charges

Fixed charges are expenditures of a generally recurrent nature which are not readily allocated to other expenditure accounts.

1520 –
DIOCESAN TAXA – Archdiocesan tax payment.

1531 –
DIOCESAN SELF-INSURANCE – Property and liability insurance as part of the Diocesan Self-insurance Program.

1548 –
REGIONAL ASSESSMENTS – Fees for local regional activities (Hispanic Ministry, Metropolitan Office, cluster operations, etc.).  If the parish is in charge of the accounting for the cluster, the cluster schedule is required to be completed. 
1560 –
OTHER – Other fixed charges which do not fit into other categories in this account series.

1570 –
RETIREMENT – Any contribution toward the Retirement Funds of employee.

1580 –
DIOCESAN HEALTH INSURANCE – Any contributions made by the employer toward the health and life insurance for personnel.

1590 –
SOCIAL SECURITY TAXES – Parish’s SHARE – Expenditures for F.I.C.A. as the employer's share of social security taxes for employees.

1595 –
OTHER EMPLOYEE BENEFITS – Report here any other benefits provided for employees paid by the parish.

1599 –
PROFESSIONAL FEES - Expenditures for contracted services from a commercial business (i.e. payroll/accounting service)

51700 Series – Capital Outlay – Improvements, Replacements, New and Additions

Capital Outlay – Improvements: those expenditures which result in the alterations of or additions to a capital or fixed asset.

When a building or plant are used by more than one program (i.e., school, Religious Education, and child care) the cost of the capital outlay and cost of improvements should be divided proportionally among the different programs based on the number of hours each program uses the building versus the total number of hours the building is in use. If two or more programs are using the same building at the same time, a mutually agreed upon percentage of the total should be assigned to each program.  Capital outlay expenses require a proxy if the expense is over $2,500.00.

Capital Outlay – Replacements: those expenditures which result in the purchase of an item to replace an item already owned.

Capital Outlay – New and Additions: those expenditures which result in the acquisition of and additions to fixed assets. They are expenditures for land, buildings, improvement of grounds or site, construction of buildings, additions to buildings, remodeling of buildings and the purchase of initial or additional furniture, fixtures and equipment associated with the construction or expansion.

1701 –
LAND IMPROVEMENTS AND ACQUISITIONS – Improvement of new and old sites and adjacent ways, consisting of such work as: grading, landscaping, seeding and planting of shrubs and trees; constructing new sidewalks, roadways, retaining walls, sewers and storm drains and installing hydrants; gateways, fences and the underground storage tanks which are not parts of building service systems and demolition work. Also include in this account the cost of real property, land, which is designated for use by the program. The cost of the land would include purchase price plus commissions, title fees, and other fees involved in the purchase of the land.

1705 –
BUILDING IMPROVEMENTS, REPLACEMENTS AND ACQUISITION – Substantial repairs, alterations or changes that extend the useful life of the building or change the facilities to make them more useful or desirable. Include payments for repairs, fire losses, water or storm damages, even when covered by insurance. Include expenditures for major permanent structural alterations and additional installation of heating and ventilation systems, electrical systems, plumbing systems, fire protection systems, phone systems, local area networks (LAN), wide area networks (WAN), and other service systems in existing buildings. Remodeling or improvements of buildings usually takes place within the existing floor area. The purchase cost of an existing building (not the associated land) or construction of a new building or an addition or add-on to an old building such that the add-on would increase the square footage of the building is also to be recorded here. Construction costs for buildings and additions consists of all expenditures for general construction, advertisements for contracts, payments on contracts for construction, installation of plumbing, heating, lighting, air conditioning, ventilation and electrical systems, built-in lockers, and other equipment built into buildings. Also include architectural and engineering service costs, legal service expenses and travel expenses incurred in connection with construction of buildings or additions to buildings.

1710 –
FURNITURE AND EQUIPMENT – Expenditures for the purchase of initial and additional furniture and equipment items. These items are not integral parts of the building service. However, they are intended for use by the participants in its conduct, operation and maintenance. These items are expected to last more than one year with reasonable care. Some examples are desks, chairs, bookcases, business machines, file cabinets, refrigerators, library/media center(s) furniture, and motor vehicles. Computer / technology hardware such as computers/upgrades and related equipment, including but limited to: printers, CD-ROM, laser disk players, scanners, digital cameras, local area network (LAN), wide area network (WAN), tape recorders, screens, VCR, stereos, etc. used for instructional purpose are recorded here. Office hardware is recorded in the 1200 series.

1720 –
OTHER – (Please specify) – Other expenses which do not fit into the accounts listed above.

51900 Series – Debt Service

These accounts cover expenditures for the retirement of debt and expenditures for the interest of debt, including principal and interest on current loans.

1901 –
INTEREST ON LOANS – Interest on Diocesan or bank loans, mortgages, and other interest payments

1905 –
DEBT PAYMENT – Principal on mortgages, Diocesan loans, bank loans, and all other principal payments.

1906 –
OTHER – Expenditures relating to debt services not covered in other line items.

52400 Series – Exchange Funds

2410 –
DIOCESAN COLLECTIONS – Disbursement of funds for special purposes and which is matched by an identical revenue. The identical revenue account is Account #0710.

    2411 –
EXCHANGE ACCOUNT – Disbursement of funds for special purposes and which is matched by an identical revenue. The identical revenue account is Account #0711.

52500 Series – Transfer to Savings

2510 –
TRANSFER TO SAVINGS – Transfer of funds to savings accounts.  Also include any interest credited to accounts recognized in Account #40350, Income earned on operating bank accounts.
2511 –
TRANSFER TO RESTRICTED SAVINGS – Transfer of funds to savings accounts.  Also include any interest credited to accounts recognized in Account #40350, Income earned on operating bank accounts.
52600 Series – Transfer to Capital Improvement Fund

2610 – TRANSFER TO CAPITAL IMPROVEMENT FUND – Deposits made toward the Capital Improvement Fund. 


 Also include any interest credited to accounts recognized in Account #40350, Income earned on operating

             bank accounts.
52700 Series – Transfer to Endowment Fund

2710 –
TRANSFER TO ENDOWMENT FUND – Transfers into the Endowment Fund from the Operating Fund.  Also include any interest credited to accounts recognized in Account #40350, Income earned on operating

              bank accounts.

Line Item Reference
Page 
 PAGE 
1


