Annual Financial Report

Name of Parish or Agency:______________________________  Date:____________
Name of Pastor or Agency Director: ________________________________________
Name of person preparing report: __________________________________________

Part 1:  

a. Please attach a copy of the LOGOS generated year –end financial statements including balance sheet, income and expense statement, and special collections report for fiscal year;  

b. Please attach a list of all bank and investment accounts including account number, address and approved signers;
c. Provide a summary of any significant changes in the parish financial situation that occurred during the year.
Part 2:

a.     Complete the internal control questionnaire
Section I

Control Objective:    To ensure that all parish bank accounts are properly managed.

Y
N
1.1
Are all parish bank accounts reflected on 





the Annual Parish Financial Report?  




Y 
N       1.2
Are there at least three signers (Pastor, second parish 

person, Archbishop) listed as authorized signatory on all parish bank accounts?

Y
N
1.3
Are the financial transactions of all parish                         



bank accounts reflected accurately in the parish's 




financial records?







Y
N
1.4
Who receives the bank statements unopened and review
the statements and
cancelled checks? (Bank reconciliation should be done by someone who neither deposits nor writes checks) _______________________________________
Y
N
1.5
Are all bank balances reconciled monthly with the




parish book balances?





How? _________________________________

Y
N
1.6
Are all reconciling items substantiated by





adequate supporting evidence?





Y
N
1.7
Is each  reconciliation reviewed by and 






approved in writing by the pastor?






Y
N
1.8
Are reconciling adjustments recorded in the 





parish financial records each month, as






required?








Y
N
1.9
Are detailed records kept on all certificates of 





deposit and investments owned by the parish?



Y
N
1.10
Is interest income earned on parish bank 





accounts, savings instruments and certificates 





of deposit when they mature recorded as income 




in the parish financial records on a regular basis?

Y
N
1.11
Are all parish bank accounts interest bearing accounts?


Y
N
1.12
Are all personal funds completely and






totally segregated from parish funds?




Y
N
1.13
Are all checks restrictively endorsed






"For Deposit Only" with the parish name 





 and account number?





Y
N
1.14
Were any checking, savings or other accounts closed within           



the last year?




If yes, 




Type of Account(s)____________________________




Account No:         ____________________________




When closed?     ____________________________




Amount(s)         ____________________________




Transferred to:   ___________________________

         Account No: ______________________________

Note:
Does the Parish have a Portfolio, if YES; Make copies of the latest Investment statement and attach to this report.
Section II

Control Objective: 
To ensure that the parish is in compliance with the Code of Canon Law and Diocesan policies regarding Stipend and Clergy Funds






Y
N
2.1
Are offerings for Masses about to be celebrated





retained in a Stipend account?





Y
N
2.2
Is a special book maintained to accurately





record the number, the intention and the 





offering of the Masses to be celebrated,






and the fact of their celebration?





Y
N
2.3
Is a periodic reconciliation made of the Mass





account balance and the total of Masses 





yet to be celebrated?


Y
N
2.4
Are stipends paid to the celebrant by check?



Y
N
2.5
Are offerings for Masses to be celebrated





limited to those that can be discharged 






within a year?








Y
N
2.6
If more Masses are requested than can be 





celebrated at this church, how are intentions managed? 













Section III

Control Objective:
To ensure that collection receipts are properly 




managed.

Y
N
3.1
Is the offering of each Mass safeguarded, by the transfer of 
                                         




funds from Church to count room by more than one 


          person?



3.2
When is the collection counted? ________________
Y
N
3.3
Are all undeposited funds safeguarded 




                   until they can be counted and deposited?





Where?__________________________

Y
N 
3.4
Are the Mass collection receipts counted by Lay  




volunteers? How many counters? __________

Y
N
3.5
Do the volunteer individuals operate on 





          a rotating schedule?









Y
N
3.6
Who supervises the collection counting and 





bank deposit process?







Y
N
3.8
Is a Collection Summary Form completed 





each week?










Y
N
3.9
Does the Collection Summary Form provide the necessary



breakdown of envelops, currency, checks and coins?

Y
N
3.10
Does the Collection Summary Form provide 





adequate detail on the types and amounts of 





income to allow for proper coding of these 





items in the parish financial records?






Y       N        3.11
Are special  collections and parish special collections such as building funds, accounted for separately?







Y
N
3.12
Are the collection receipts deposited intact





into the bank on a timely basis?









When? ___________________




How?   ___________________

Y
N
3.13
Does the parish maintain parishioner


 



contribution cards (Manual or Automated)?

Y
N
3.14
Does the count team verify that the contents of the 




offering envelopes are identical to the amounts written



on the envelopes by the parishioners?

Y
N
3.15
Are different individuals involved in recording




          contributions than those who count the collections?

Y
N
3.16
Does the parish maintain an automated or manual        


accounting system? Which system?_______________

Y
N
3.17
If automated, is system on computer properly backed up?

Y
N
3.18
Is backup data maintained away from computer,  



          in an offsite location or fireproof safe?









Draft Representation Letter

Date

Dear Archbishop Schwietz:
 Enclosed is a copy of the 200__ fiscal year annual report.  As Pastor (Administrator) of _________________________________________, one of my primary functions is to be a good steward of the resources that have been entrusted with me to serve the people.  The attached financial statement is an all-inclusive report except for the exceptions noted on the following page(s).

In making this report I personally attest the following:

1)  The annual financial report, including the accompanying schedules, to the best of my knowledge and belief, is an accurate and complete accounting of our finances including all revenues, expenses, savings, investments, and loan balances.  The Pastor/Parish Director/Pastoral Leader/ Agency Director, ______________________ and the Archbishop (except for Agencies) is signatory on all accounts which use the parish tax id number.

 2)     I am responsible for implementing and maintaining programs and controls consistent with those in the Diocesan Administrative Manual to prevent and detect fraud. I am not aware of any instances of fraud or theft in the past year, except for those, if any, already reported to the Diocesan Attorney, Diocesan Chief Financial Officer.  There are no current or potential claims or assessment against the parish.

 3)     There have been no communications from regulatory agencies (federal, state, or local authorities for example tax penalties or liens) concerning non-compliance or deficiencies that could have a financial impact on the parish.  By virtue of its listing in the current edition of the Official Catholic Directory and given the USCCB Group Ruling, this parish is an exempt organization under Section 501 (c) (3) of the Internal Revenue Code.  Any activities of which we are aware that would jeopardize this parish’s tax-exempt status or that of the Archdiocese of Anchorage and all activities subject to tax on unrelated business income or excise or other tax have been disclosed to you.  All required filings with tax authorities are up to date.

 4)     The parish has title in the name of the parish to all parish-owned real estate as well as appropriate ownership documentation regarding all other parish assets, including motor vehicles, computers, copy machines, etc.

 5)     There is no arrangement with any financial institution involving restriction of the parish’s cash balances, and the parish has no outstanding debt or loans other than those  that have received the approval of the Archbishop.  

6)      There is no commingling of personal and parish funds.

7)      I have a parish Finance Council in place, in accordance with the Code of Canon Law (canon 537) that meets regularly to discuss and review actual and budgeted financial results and the internal controls of the parish.

8)      I have a Pastoral Council, in accordance with the Mandate of Archbishop Schwietz.  
9)     By no later than November 30 of this calendar year I will make an annual report of the parish financial results for the previous fiscal year, to the parish community. 

10)   I attest that to the best of my knowledge all financial management of parish temporal goods has been in conformity with the guidelines of the Archdiocese of Anchorage. 

Finally, I acknowledge, as Pastor/Parish Director/Pastoral Leader/Executive Director/other(please specify), that I share with the Archbishop of Anchorage, the ultimate responsibility for both the spiritual welfare of the people of God in my care and the temporal welfare of all parish assets.  I affirm, with respect to the care and use of parish funds that any and all material decisions have been and will be made in accordance with applicable universal Church as well as Diocesan laws, norms, and policies.

 Signed:

_______________________________________      Date:    ____________________

      (Pastor/Administrator)

 Acknowledged by:

 _______________________________________      Date:    _____________________

      (Chair: Parish Finance Council)

  

Any exceptions to the above are noted below:
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