Uniform Chart of Accounts

FUNCTIONAL GROUPS 
QUICKBOOKS and QUICKBOOKS ONLINE
As with most documents, this document is constantly subject to changes and adjustments.  During the past year, we needed to address a couple new areas including School Choice, PPP loans (and forgiveness).  If you would like an updated Chart of Accounts, please contact our office at one of the contact below.
Contacts at the Financial Consultant Office at the Diocese of Green Bay

Alyce Sauer
Phone 920-272-8272
asauer@gbdioc.org
Charlie Mares 
Phone 920-272-8239  cmares@gbdioc.org
Paula Nault 
Phone 920-272-8138
pnault@gbdioc.org (part time)

The account set up is based upon using QuickBooks and QuickBooks Online.  With other software, (PDS, or Peachtree) you will continue to use the “base” accounts and adjust it to reflect the capabilities of your software.  Many parishes will be moving from Great Plains to QuickBooks over the next 6 months.  We hope this information will assist you.

QuickBooks Desktop and QuickBooks Online training

The Diocese, in an effort to assist parishes with training using QuickBooks and QuickBooks Online, we subscripted to a training series to help use the software.

This is a free service and can be used from your work computer or at home.

www.quickbookstraining.com/dashboard
log in
asauer@gbdioc.org
password
God!sGreat2020

Setting up Classes in QuickBooks (Functional Groups)

The financial transactions of the parish should be classified in one of the following functional groups. These include transactions incurred in conjunction with other parishes or schools in any cooperative endeavor. 
The numbers for each functional group should also be set up as a “Class” in QuickBooks.  This will allow an additional avenue for reporting of parish activity
100
Pastoral Life 

Financial activities relating to worship, ecumenism, evangelization, social services, family life, marriage preparation and enrichment, refugees, Native Americans, social justice, ministry formation and personnel development, parish councils and committees should be categorized as “Pastoral Life.” 
Adult and youth social programs (account 440), fund raising activities (parish fundraising 432), Rite of Christian Initiation of Adults (RCIA)  (account 440) pre-school daycare (account 440) and Before and After School Programs  (account 440) should also be included in this fund. 

200
School 

All financial activities related to parish, consolidated and regional schools should be recorded under this group.  School activities include rent to a system school (such as Grace)
If your parish is part of the School Choice system, the recording of school activities, income and expenses need to adhere to Accrual accounting systems as required by the DPI, which includes prepayments, deferral, accounts receivable and accounts payable.  
It is very important to track school activities using a class and making sure all checks and deposits are recorded properly.  Classes should be used for all entries, including activity on the balance sheet.  The Diocesan Parish Financial Consultants will be working with parishes to assist them in preparing for the DPI required audits.  

300 
Religious and Adult Education (Pre-kindergarten – Adult) 

This includes the financial transactions of all non-school educational programs. These programs include religious education, sacramental preparation for Eucharist, Reconciliation and Confirmation, special religious education, and youth and young adult ministry programs – but NOT youth and adult social programs.  Financial transactions incurred on behalf of adult education should also be classified under this group.
Adult education includes parish missions, prayer groups, Bible study, adult retreats and other programs designed to promote the religious education and spiritual formation of adults but not RCIA. NOTE – youth programs should be included under Parish activities as noted under Account 100.
500
Service Organizations 

This includes ladies’ societies, Holy Name societies, guilds, booster clubs and similar organizations that are related to the parish. Organizations that use the parish name and/or federal identification number are accountable to the parish officers and finance council. National organizations that have a primary affiliation to another organization, i.e., Boy Scouts, Knights of Columbus, St. Vincent, etc., are not considered a parish service organization.  
600
Cemetery 

All cemetery and mausoleum related financial activities are included in this group.   Remember to track 25% of a plot sale as perpetual care. This amount should be recorded separately and be transferred to the perpetual care fund.  See information under Accounts 420 and 425.
700
Enterprise 

Enterprise activities are ongoing business activities specifically engaged in by the parish with the intent of generating a profit. These activities should be segregated from other parish activities. They may be unrelated business activities which may be required to report earnings to the Internal Revenue Service and the Wisconsin Department of Revenue using Forms 990T and 4T respectively. If it is an unrelated business activity, filing these forms may be required even if that activity generates a net loss to the parish. Certain business activities, such as the rental of a rectory or former convent to an outside organization, may not constitute an unrelated business activity yet should still be accounted for separately as an enterprise activity.  Scrip is another program that should use this fund group.  
DIOCESE OF GREEN BAY 

PARISH CHART OF ACCOUNTS FOR QUICKBOOKS USERS 
When using QuickBooks, the accounts should be broken down with 7 digit numbers 
First 3 digits – actual account number XXX

XXX.1AA – Parish Accounts

XXX.2AA– School Accounts 
XXX.3AA – Religious Education Accounts

XXX.5AA – Service Organization Accounts

XXX.6AA– Cemetery Accounts

AA allows for more detail of an account.

Example – 805 – Utilities

805.101
Utilities – Parish

805.201
Utilities – School

Please review the recommended chart of accounts.  We are asking that you use the first three  numbers to make it easier when Priests move from parish to parish.  If you wish to expand the detail or reduce the detail, please change the last 2 accounts are you wish.  If you have any suggestions or changes, or find some differences, please let us know at asauer@gbdioc.org
This information and instructions will be the accounts used for the preparation of the AFI 
(Annual Financial Information)

For additional information or assistance regarding QuickBooks and using the QuickBooks Chart of Accounts, please contact the Diocesan Parish Financial office for assistance.  Contact Alyce Sauer at asauer@gbdioc.org or 920-272-8272

100 ASSETS 


101
Cash on Hand 

This account is used for petty cash funds, currency and coin on hand.  Cash on Hand should only contain a small amount of money and it should be maintained at a constant amount.  Actual cash and receipts should total the Cash on Hand.  

102 
Cash in Bank - Checking 

These are the funds available for daily operations. Whenever possible, checking accounts should be limited in number. One checking account can serve the needs of the entire parish operation. Additional checking accounts should be used only when mandated by Federal or Wisconsin law or by Diocesan policy (Scrip, Gambling or Hot Lunch). Savings accounts that allow a limited number of checks to be drawn each month should be recorded in Cash in Bank – Savings, #110, or Investments, #130 and #131. 
	101.100 · Cash on Hand - Petty Cash

	102.101 · Parish Checking

	102.102 - Parish Checking

	102.103 - Scrip Checking

	102.510 · Rosary Society

	102.515 · Funeral Dinner Committee

	102.602 · Cemetery Checking


With QuickBooks, you can put the breakdown information under 1 checking account.  This allows you to track each category and balance only 1 checkbook.  There are steps you have to do to make this work properly, but it certainly helps to know what is happening within the parish if you are working with only 1 checkbook.  It is also easier for the finance council to know that parish money is allocated for other needs in the parish
Please contact the Diocesan office and we can assist with setting this up for you.

105
Cash in Bank – School Checking
We have added this category because of School Choice and the need to have a balance sheet that reflects only the information for the schools.  If you have an individual checking account for the school, use 105 for that information.   You do not have to have a different checking account for School Checking but it may make it easier to balance and prepare for your DPI school audit.

110 
Cash in Bank - Savings 
These are funds deposited in a bank, credit union, or savings and loan institutions in regular passbook savings accounts. The account name should include the institution name and the account number.
	110.101 - Parish Savings - XYZ Bank

	110.102 - Parish Savings - ABC Bank

	110.201 - School Savings - XYZ Bank

	110.103 - use as needed


Note:  Please do NOT comingle funds for School and parish into the same account.  Set up a separate savings account for school activities from the parish activities. This will assist you to properly record your savings for the school.  Please include Home and School with the school activities. 

120 
Tuition Receivable
These are amounts due from others such as tuition and School Choice.  Prepaid Expenses should be recorded in #150 
	120.201 Tuition Receivable

	120.202 School Choice Receivable


          120.302 R.E. Tuition Receivable

In regard to school or religious education tuition or fees that are billed in advance, it is necessary to show what is due as deferred revenue.  When you create an A/R invoice for School tuition, you should use the instructions QuickBooks accounting for School Choice


(debit) Tuition Receivable #120.201



(credit) Deferred Revenue, GL #290.202
When the money is received as a Received-on Account entry in QuickBooks this entry will be created for school tuition:


(debit) Cash in Bank – Checking, GL #102.201



(credit) Tuition Receivable, GL #120.201
At least monthly, an entry should be made to recognize the amount of school tuition or fees received using a General Journal Entry (GJE):



(debit) Deferred Revenue, GL #290.202




(credit) Tuition, GL #411.201
At the end of the year, the amount of uncollected tuition should be reviewed to determine if payment is still expected. If there is a write-off, create a Credit Memo (CM) in QuickBooks for each family (or student) that was billed. When creating the credit, the following entry will be created


(debit) School Bad Debts, #980.101



(credit) Accounts Receivable, #120.201 


130 
Investments - Unrestricted
Money invested in money market funds, certificates of deposit, common stocks, bonds or long-term investment vehicles should be recorded in this account.  These investments are not restricted for their usage

	130.101 · Savings account (rename to your accounts)

	130.102 · Savings account (rename to your accounts)

	130.105 · Savings account (rename to your accounts)



135
Investments – Restricted
Money invested in money market funds, certificates of deposits, common stocks, bonds and long-term investments that are restricted (including Catholic Foundation investments. Perpetual Care and Endowment investments are recorded in this account). Investments should be recorded at market value, not at actual cost. 
	135.101 · St. Francis Xavier - Building

	135.102 · Endowment Fund

	135.103 - Use as needed

	135.601 · Cemetery Perpetual Care



140
Inventory 

The cost of materials, supplies and other assets held for use or sale to others are recorded in this account. This account would be used primarily to record enterprise activities (Scrip) and by cemeteries to track cemetery and mausoleum burial space, but may be used by other parish groups as needed. 
Scrip Inventory should be adjusted monthly to equal the amount of inventory at hand at the end of the month via general journal entry

140.01 · Scrip Inventory


150 
Prepaid Expenses 

Large expense items that will be used in the following years (such as annual insurance premiums) should be recorded as prepaid expenses (when doing accrual accounting).  A General Journal Entry (GJE) is made each month to expense this asset when it is used. 
If the school purchases textbooks for the next school year before July 1, the cost of the textbooks should be recorded in this account. A General Journal Entry (GJE) is made each month to expense this asset when it is used. 
	150.101 - Prepaid Expenses - Parish

	150.202 - Prepaid Textbooks – School
150.102 – Prepaid Expenses for fundraiser (for a fundraiser in the future year.



160 
Land and Improvements 
This is the purchase price of land or cost of land improvements. If donated, it is the fair market value at the time of the donation. Current year additions are initially recorded in Capital Outlay, #996, which is transferred at the end of the year to this account rather than to net assets. (See Capital Outlay, #996, for the description of expenditures that should be capitalized in this account. NOTE: If the amount is less than $5,000, then it expensed using Buildings and Grounds Maintenance, #815 and not this account.) 
	                                      160.101 - Land & Improvements

	                                      162.101 · Building & Impr - Parish

	                                      162.201 · Building & Impr - School

	                                      162.601 - Building & Impr - Cemetery

	                                      164.101 · Furniture & Equip - Parish

	                                      164.201 · Furniture & Equip- School

	                                      166.101 - Vehicles - Parish

	                                     161.101 · Accumulated Depreciation - Parish

	                                     161.201 · Accumulated Depreciation – School

Furniture and equipment, including computer hardware, peripheral equipment and maintenance equipment, is recorded at purchase price or cost. If donated, it is the fair market value at the time of donation. Current year additions are initially recorded in Capital Outlay, #996, which is transferred at the end of the year to this account rather than to net assets. Subaccounts may be used for different kinds of equipment.  (See Capital Outlay, #996, for the description of expenditures that should be capitalized in this account.) 

NOTE: Furniture purchases that are less than $1,000 are expensed to Office Supplies, #855. Equipment purchases less than $1,000 are expensed to Instructional Materials and Supplies, #750; Library Books and Supplies, #755; or Telephone and Communications, #865, depending on the use of the equipment.


 Vehicles are recorded at cost. If donated, it is the fair market value at the time of donation. Current year additions are initially recorded in Capital Outlay, #996, which is transferred at the end of the year to this account rather than net assets. See Capital Outlay, #996, for the description of expenditures that should be capitalized in this account.               





161 
Accumulated Depreciation -  
This is an allocation of the cost or carrying value of Parish and School improvements over their estimated useful lives. All adjustments to this account are made by General Journal Entry (GJE). This account is used with the expense account Depreciation - Buildings and Improvements, #985
Buildings, land, furniture and fixtures and equipment need to be recorded at cost basis and not based upon fair market value.  If you need assistance to track depreciation, please contact the Financial Consultant office at the Diocese and we will assist you with tracking cost and depreciation

	

	


200 LIABILITIES 


210 
Accounts Payable (A/P)
This account is an accumulation of amounts due to others for supplies and services, etc. These liabilities are short term in nature. The account is reduced as vendors are paid. Please do not make General Journal Entry (GJE) into this account.  
	                                  210.101 · Accounts Payable – Parish

	                                  210.201 · Accounts Payable – School

	                                  210.601 · Accounts Payable – Cemetery
The Diocese staff is available to assist in preparing checks when tracking classes.  Do not hesitate to contact our office.
231 
FICA & FWH Payable

This is the amount of Federal Income tax and FICA (Social Security and Medicare) taxes that are withheld from employees’ paychecks, as well as the employer’s portion. It is paid to the United States Treasury by ACH transfer or voucher and check.  In QuickBooks the payment is recorded through Payroll – Pay Liabilities.

231.101 · FICA & FWH Payable

If you are using QB payroll system, please review how you pay payroll liabilities using the online training information for payroll.  The software is set up well to track payments and payments dates to assist with quarterly payroll reports and W-2 information.

233 
State Income Tax Withheld 

This is the amount of State Income Tax withheld from employees’ paychecks.  In QuickBooks the payment is recorded through Payroll – Pay Liabilities.

233.101 · State Tax W/H




	



234 
Tax Shelter Withheld 

This is the amount of voluntary withholding from employees’ paychecks for tax sheltered investments such as 403b or HSA plans offered by the parish. 
234.101 - Tax Shelter Withholding (from employees)


235 
Other Employee Withholdings 

Authorized withholdings from employees’ paychecks not recorded elsewhere are credited to this account. Examples of these are withholdings for life, health, dental and long-term disability insurance premiums, contributions to United Way, parish support, tuition, capital campaigns, Bishop’s Appeal and garnishments.  In QuickBooks, this would be paid through Pay Liabilities
	235.101 · Health Insurance W/H

	235.102 - Parish Other Employee With
235.103 - Garnishments

	235.201 · Health Insurance W/H

	235.202 - School Other Employee With


240
Accrued Expenses
This account shows amounts that have been accumulated through use of a product or service, but have not been paid by June 30th, the end of the fiscal year, and will continue to be provided into the next fiscal year. This General Journal Entry (GJE) should be reversed on July 1st of the next year.
	240.101 - Accrued Expenses - Parish

	240.201 - Accrued Expenses - School


245
Other Current Liabilities

This account is primarily used when teachers are paid over twelve months. Any salaries and estimated benefits not paid as of June 30 that relates to the prior school year should be credited to this account. The offsetting debit is to the appropriate salary or benefit expense account. 
	245.101 - Accrued Salaries

	245.102 - Accrued Payroll taxes and Benefits

	245.201 - Accrued Salaries

	245.202 - Accrued Payroll taxes and Benefits

	245.103 - Other Parish Collections

	245.104 - Use as wished


School Choice Note. This General Journal Entry (GJE) should be reversed on July 1st of the next year.  In July and August payroll is processed normally.  Note: reversing the entry will credit various salary and benefit expense accounts and should offset the activity recorded for the teacher payrolls processed in July and August. 


Example: Accrued Salaries and Benefits 

On June 30 unpaid salaries and FICA benefits that relate to the prior school year total $10,000 and $765, respectively. The following General Journal Entry (GJE)  is made as of June 30 (please insert the appropriate funds and departments): 











Debit 

Credit 

Salaries and Wages – Lay Employees, #612.102


10,000 


FICA Tax, #613.102 







      765 


      Accrued Salaries and Benefits, #220.102 




10,765 

A General Journal Entry (GJE) is made on July 1st reversing the accrual made for salaries and benefits: 









Debit 

Credit 


Accrued Salaries and Benefits, #220 .102


10,765 


Salaries and Wages – Lay Employees, #612.102



10,000 


FICA Tax, #613.102 







      765 

During the new fiscal year, all payrolls should be processed normally. The above entries are necessary in order to show all amounts due as of June 30, to employees or the government, that relate to the prior school year. 

250
Deferred Revenue and Support  - School Choice Requirements 
Funds that are received in the current fiscal year for use in a future fiscal year are recorded as deferred revenues. An example of this would be tuition collected in the current fiscal year to be used to support the next fiscal year’s school operation. This account is also used with Accounts Receivable, GL #120, to track the amount of outstanding tuition and fees for the current and prior fiscal years. 
If a fundraiser begins to collect funds for a fundraiser that will be held in the next year, you can defer that revenue to match the expenses to the next year.

	250.101 – Deferred Fundraising – Parish

250.202 · Deferred Rev – Tuition

	250.203 · Deferred receipts - School Choice


This account represents amounts received as security deposits on property or equipment rentals. 
250.101 · Security Deposit Held

255
Funds Held for Others

	          255.101 - Donations to be used in future year
          255.501 – Rosary Society Funds Available

          255.102 – Choir Funds Available

          255.103 – Food Pantry Funds Available


These accounts are used to track the unexpended money raised by parish service organizations. Organizations that use the parish’s identification number and/or name are accountable to the parish officers (pastor and trustees) and finance council. Therefore, all financial activity of these organizations should be included in the parish’s accounting records. It is important that separate Departments be used for each organization so the revenues and expenses of each service organization may be tracked separately. Expenses should be recorded in the appropriate accounts within Fund Group 500.  

Service organizations should not maintain their own checking accounts due to insurance reasons.  If they wish to maintain their own checking accounts, they need to apply to be a lay organization and file paperwork with the Diocese of Green Bay.  Information on lay organizations is available at the Diocesan Parish Financial Office.

Parishes can combine the funds for organizations within the parish checking account.  Diocesan Parish Financial office can assist in setting this up and how to maintain the information on-going
260 
Stipend Fund 

This account is used to track mass intentions received.  Parishioners may reserve a mass for a loved one for up to a year in advance.  Their donation is not recognized as revenue until the masses are celebrated.  This account should be reconciled with the mass intentions calendar at least monthly.  
Mass stipends are held in this account prior to the Mass being celebrated. It is recommended that separate checking accounts not be used for Mass stipends. 

The following entries are necessary for Mass stipend transactions: 


When stipends are received and deposited into the Parish checking account using: 

260.101 · Stipend Fund (masses not said)










Debit 

Credit 



Cash in Bank – Checking, #102.101 

  XXX 





Funds Held for Others, #260. 
101


   XXX 

A General Journal Entry should be made monthly for the amount of stipends satisfied: 




Funds Held for Others, #260.101 


  XXX 





Mass Stipends, #405.101 




   XXX 


265
Diocesan Collections

This account represents funds received from parishioners to be remitted to another organization and funds received if the parish acts as a custodian to safeguard or manage the funds given by parishioners, outside service organization or group until the revenue can be recognized.  (This does not include parish service organizations.  (See Deferred Revenue, #250.) National and diocesan collections are credited to this flow-through account.  Amounts received for collections already remitted to the Diocese may be held and remitted with the following year’s collection except Bishop’s Appeal. 
	265.101 - Mission Collection

	265.102 · Rice Bowl Collection

	265.103 · World's Poor 

	265.104 · Good Friday/Holy Land

	265.105 · Mission Cooperative

	265.106 · Home Missions-Our Own Needs

	265.107 · Seminarian Collections

	265.108 · World Mission Sunday

	265.109 · Archdiocese for Military

	265.110 · Retirement collection

	265.112 · Other Special Collections





Example for Holy Land: 

When money is received and deposited using QuickBooks


(debit) Cash in Bank – Checking, #102.101


(credit) Diocesan Collections #265.104
When money is sent to the Diocese,


(debit) Funds Held for Others #265.104


(credit) Cash in Bank – Checking, #1021.02
Funds collected for Diocesan Collections should be paid to the Diocese within 60 days of receiving the funds
270
Notes and Contracts Payable 

These are contractual agreements with others for monies due to them, usually over a period of years and at specified interest rates. Only principal transactions should be recorded in this account. Interest expense is recorded in Interest and Debt Expense, #910. 
This is the account to use for PPP (Payroll Protection Plan funds)

When the funds are borrowed, the deposit should be recorded as:

	255.101 - Note Payable - Parish

	255.201 - Note Payable - School




(debit) Cash in Bank  #102.101



(credit) Note Payable #255.101 or #255.201
After the loan forgiveness application is completed and the amount that the parish has had forgiven, you would record the following entry – DO NOT GO BACK AND APPLY THIS TO 6/30/2020 YEAR END, as the loan was not forgiven as of that day.


(Debit)  Note Payable #255.101 or #255.201



(Credit)
495.199 (new account) – PPP Loan Forgiveness Rev



Or 495.299 (school loan forgiveness)
 
275 
Endowment Funds 
	270.101 - ENDOWMENT - INITIAL INVESTMENT

	270.102 - ENDOWMENT EARNINGS

	270.201 - ENDOWMENT - INITIAL INVESTMENT

	270.202 - ENDOWMENT EARNINGS


Some Endowments are not recorded on parish books depending upon the Endowment Documents.  If endowments are recorded, the Liability accounts (initial investment and earnings) should equal the amount in #131
When endowment contributions are received create (if the Endowment is included on the Books)


(debit) Cash in Bank #102.102



(credit)
Investments GL #131.102




(debit) 
Endowment Earnings #270.102




(credit) Endowment Fund Distributions

Earnings from endowment funds are to be accounted for separately from the principal. Under Powers and Duties of Directors, Title XII, paragraph E, of the Diocesan Endowment Decree, the directors have the power and/or duty "to invest and reinvest the principal and income of the Fund and to keep the same invested with a distinction between principal and income." Earnings should first be recorded in this account and not flow through income until distributed by the directors. 

280 
Cemetery Perpetual Care

According to State and Canon law, each parish owned cemetery should have a perpetual care fund to maintain the cemetery in the future.  25% of proceeds from the lot sale, is to be placed into an investment account.  The principal (sale of the lot) cannot be used and should be retained for care of the cemetery into the future.  Earnings from the Perpetual Account should be recorded in its own account on the balance sheet.  These funds can be used to take care of the cemetery, including a new lawnmower, planting trees, care of the cemetery.

	280.601 - Perpetual Care Principal

	280.602  - Perpetual  Care Earnings 

	280.611 - Perpetual Care Funds

	280.612  - Perpetual  Care Earnings 



The Diocese of Green Bay recommends these funds be maintained within the Diocesan St Francis Xavier Investments.  


The following entries should be used for Perpetual Care Funds


When a lot is sold

(Debit) Cemetery Checking #102.601

(credit) Cemetery Plots #420.601 (75% of funds collected)




(credit) Cemetery Perpetual Care #425.601 (25% of funds collected)

Within 3 months the Perpetual Care funds should be deposited into the Perpetual Care Restricted fund (there are 2 parts to recording this transaction)
Part 1


(Debit) Cemetery Perpetual Care Fund #131.611



Credit Cemetery Checking #102.601

Part 2


(Debit) Cemetery Lot Sales #301.601



(Credit)  Perpetual Care Principal # 280.601

Monthly you would record interest income/earnings and other activity on the account

(debit) Cemetery Perpetual Care Fund #131.611


(Credit) Perpetual Care Earnings #280.612
When earnings are removed from the perpetual care fund the following 2 entries need to be made

Part 1


(Debit) Cemetery Checking #102.601



Credit) Cemetery Perpetual Care Fund #131.611

Part 2


(Debit) Perpetual Care Earnings #280.602



(Credit)  Funds from Cemetery Earnings #450.601

290 – Restricted Funds

 A separate Fund should be created with the donor name or restriction noted in the name if the gifts are not to be spent in the current fiscal year.

Gifts or organizations that are limited to a particular use by the donor are also tracked in this account when a gift given in one year will not be utilized until a subsequent fiscal year. The intent is to match the timing on revenue recognition to the same time period when the donor’s instructions are executed.  Income on these accounts should be recorded against the liability.  When these funds are removed from the savings/investment account there should be a Debit to the liability account and a credit to 451 – Restricted Donation



290.101
Restricted – Name or purpose



290.102
Restricted – Building Project

300 NET ASSETS 


301
Opening Balance Equity
This is an account that is created by QuickBooks to use when setting up QuickBooks.  It should not be used

320
Equity
The difference between the total assets and total liabilities should be the amount shown as a balance in this account. This account is similar to the equity account in a for-profit business situation.  This account will reflect current net revenue over (under) expense amounts from the Statement of Revenues and Expenditures (Profit or Loss).
QuickBooks will automatically calculate and display the current net revenue in this account. 
	301.000 · Opening Balance Equity

	301.601 - Cemetery Lot Sales

	320.100 · Retained Earnings - Parish

	320.200 - Retained Earnings – School
320.600 – Retained Earnings – Cemetery

320.500 – Retained Earnings – Service Organization


There should be only one journal entry that should be done using the 320 accounts.

At the end of the year, the Capital Outlay (Account 996) payments for the year ending June 30 should be recorded to the capital assets


(Debit) 16X.XXX Fixed assets Account



(Credit) 320.XXX Retained Earnings

400 REVENUES   (Use the Record Deposits to record checking account transactions)

402
Parish Support 
This account includes all collections taken during Mass or amounts received at the parish office for the ordinary administration/support of the parish.  Use the Deposit window in Great Plains.  Subaccounts may be used to distinguish the type of support collected; i.e., envelope and loose. This includes all parish-designated collections, i.e., fuel, debt reduction, maintenance fund, etc., for the ordinary administration of the parish. Ordinary administration includes all normal operating expenses to run the parish. This does not include endowments, national and/or special collections, capital campaigns or money collected for capital outlay. 
	402.101 · Adult Support

	402.102 · Loose Collection

	402.103 · Youth Envelopes

	402.104 · Initial Offering Envelope

	402.105 · Holy Day Collections

	402.106 · Flowers & Environment

	402.107 - Buildings and Grounds



405 
Mass Stipends 
This account, along with Funds Held for Others, #260, is intended to assist in the tracking of stipends. According to Canon 953 of the Code of Canon Law, it is unlawful to accept more stipends for Masses than can be satisfied within a one-year period of time. The Mass must be celebrated within 365 days of the time the stipend was accepted. Additional Mass stipends may be accepted and sent to our retired priests or the LEO Benevolent Assn. where the Masses can be celebrated 
405.101 · Stipends


406 
Stole Fees 

Pursuant to Canon 531 of the Code of Canon Law, the person (priest or deacon) performing a parochial function is to record the offerings received from that function, whether it is a wedding, funeral or baptism, into this account, unless it is otherwise specified by the donor.  If you would like to track Wedding, Funeral and baptism separately, you can do that, but for the Diocese, that is not necessary.  
406.102 - Stole Fees
406.103 – Wedding Fees

406.104 – Funeral Fees

406.105 – Baptism Fees.
Note, the $50 for saying a funeral Mass is not income for the cemetery.  That is parish income.

If the parishioner includes a gift to the priest/parish director with the stole fees, a check should be prepared for the priest/parish director for the amount of the gift


(debit) Stole Fees, #406.102


(Amount of Gift)



(credit) Checking, GL #102.102 
   (Amount of Gift) 

410 
Educational Assessments 

This revenue account is used to record assessments received from parishes for support of the school and/or religious education programs. This account is to be used only by schools and religious education programs that provide these programs in cooperation with other parishes.
	
	410.201 - Educational Assessments
	Income

	
	410.302 – R.E Assessments
	Income



411 
Tuition  - Schools Only
All tuition received by the (parish) school for admission into the school or RE program should be recorded in this account whether received from individuals or (other) parishes. Subaccounts may be used to record different tuition payment plans. Tuition also includes book and/or registration fees. 
	411.211 - School Subsidies Received

	411.201 - Tuition Revenue

	411.202 - School Choice Revenue

	411.203 - Activity Fee Income

	

	


511
School Discounts (note this is a contra income account)

This account is used to record any markdowns in the amount of tuition charged to a family.  

511.201 - Tuition Discounts – School
511.202 – Teacher Discounts - School 
	   511.204 - Tuition Grants – Schools

	   511.205 - Scrip Discounts earned
   511.206 – Other Tuition Credits Available



412 
Instructional Fees - Religious Ed or Faith Formation
Fees charged for instruction in any specialized area or for any special event and which are charged or received to cover specific costs thereof—i.e., fees for laboratory science, computer courses or field trips—should be recorded in this account whether received from individuals or (other) parishes. Subaccounts can be used to distinguish among the type of fees collected.
	412.301 - Tuition - R.E.

	412.302 - Donations - Faith Formation

	412.303 - R.E. Grants received

	412.304 - Adult Education Classes

	412.305 - Misc. Rel Ed Fees

	

	



413 
Extracurricular Activity Revenues and Fees 

Fees and other revenues collected for extracurricular activities which are a part of but not required or intrinsic to the education process should be recorded in this account. These activities usually occur before or after the normal school day, i.e., clubs, theatre, marching band and sports. Refunds of these fees should be debited to this account and not be charged to an expense account. Expenses for these extracurricular activities should be recorded in Extracurricular Activity Expenses, #513
413.201 - Extracurricular Activity Fees

413.201 - R.E Extracurricular Activity fees

Funds to be remitted to a business concern (i.e., amounts collected for school uniforms, milk fees, class pictures and yearbooks) should also be recorded in this account.    When paid, the bills would be recorded in #513. 


414 
Rent from Consolidated School System
· School Systems  - keep the following in mind if your parish has a school that is part of a consolidated school system (e.g.. GRACE)

· Any rent payments received from the school system for use of the building should be reported in the revenue section in the school fund. (Class 200)
· Subsidies paid to the school system should be reported in the expense section in the parish fund not in the school fund. (Class 100) Subsidies paid are recorded in Account 920
· Expenses related to operating the school (maintenance, utilities, etc.) should be reported in the expense section in the school fund.

· Revenues and expenses for school programs not transferred to the school system (e.g. home school, athletics, etc.) should be reported in the respective of the school fund.


415 
Fund-Raising Revenues – School – Do not include Parish
Major fund-raising revenues for the school, i.e., picnics, bazaars, bake sales, candy/pizza sales or similar activities should be recorded in this account. This includes all fund-raising revenues.     Direct related expenses (cost of food, pizzas or supplies) should be recorded in Fund-Raising Expenses, #515.  All receipts should be deposited intact.

	415.201 - Candy Sales

	415.202 - Calendar Sales

	415.203 - School Scrip Sales

	415.204 - Use as needed

	415.205 - Use as needed



416 
Hot Lunch Program Revenues 

Receipts related to the government sponsored Hot Lunch Program (Wisconsin Department of Public Instruction Form PI-1409) should be recorded in this account. Subaccounts may be used for specific revenue items. Corresponding expenditures should be recorded in Hot Lunch Program Expenses, #516.
416.201 - Hot Lunch Program Revenues

420 
Cemetery Burial Space 

This account is used to record revenues collected from the sale of permanent burial rights in cemetery lots, infant spaces, lawn crypts and garden crypts.  Use the Lot number and family name in the description.  These sales should be recorded net of the amount to be set aside for perpetual care, which are to be recorded in Cemetery and Mausoleum Perpetual Care Receipts, #425. Lot and crypt returns should be debited to account #525. Other subaccounts can be used to provide detail as needed.    When you pay the money into the perpetual care fund, DO NOT reduce the amount in the 425.601 account.  The amount collected needs to remain as income. See below on how to handle the Cemetery Plots when sold.
420.601 - Cemetery Burial Plots Cem #1
420.602 - Cemetery Burial Plot Cem #2


Example – Burial Space 
When money is received for a cemetery burial space


   (debit) Checking, GL #1021 601
           total amount

(credit) Perpetual Care, GL #425.601  (25%)         Perpetual amt.
(credit) Cem Burial Space, GL #420.601 (75%)    Burial space amt.

423 
Mausoleum Burial Space 

This account is used to record the amount of revenues collected from the sale of permanent burial rights in mausoleum crypts and/or columbarium niches. These sales should be recorded net of the amounts to be set aside for perpetual care which are to be recorded in Cemetery and Mausoleum Perpetual Care Receipts, #425. Crypt and niche returns may be debited to a separate Department. Other Departments or Subaccounts can be used to provide detail as needed. 
	423.601 - Mausoleum Burial Space Cem #1

	423.602 - Mausoleum Burial Space Cem #2



425 
Cemetery and Mausoleum Perpetual Care Receipts 

This account is used to record the amount of revenues collected to provide for the perpetual care of the cemetery and/or mausoleum from the sale of burial space. 
	425.601 - Perpetual Care Receipts - Cem #1

	425.602 - Perpetual Care Receipts - Cem #2


When sending the perpetual care funds to the perpetual care account the following information should be recorded

Debit – Perpetual Care Investment Account (Should be St Francis Xavier) 131.XXX


Credit
(25% collected for Perpetual Care
- 102.601



A second entry is also required.



Debit – Retained Earnings – P.C. Care – Plot sold




Credit – Restricted Liabilities – Perpetual Care principal



See pages 16 & 17th for more information

427 
Burial Fees 

This account is used to record the fees charged for performance of services to the bereaved: interment, entombment, inurnment, chapel services, witnessed burials, vault location, memorial setting, inscription, disinterment, etc. 
427.601 - Burial Fees


429 
Cemetery Accessory Sales 

This account is used to record the sale of items such as vaults, memorials, memorial bases, markers, vases, cremation urns, bronze markers, etc. Subaccounts can be used to provide details. 
429.601 - Cemetery Accessory Sales


430 
Cemetery Interest Income
Interest earnings on Cemetery Accounts that are NOT perpetual care accounts. This includes savings and checking accounts.

430.601 - Cemetery Interest Income


432 
Fund-Raising Revenues – Parish – do not include school
Major fund-raising revenues for the parish, i.e., picnics, bazaars, bake sales, candy/pizza sales or similar activities should be recorded in this account. This includes all fund-raising revenues irrespective of the purpose of those funds, i.e.: capital improvements, Endowments, etc.   Direct related expenses (cost of food, pizzas or supplies) should be recorded in Fund-Raising Expenses, #532.  All receipts should be deposited intact.
	432.101 - Parish Festival

	432.102 - Parish Picnic

	432.103 · Fundraising Events

	432.104 · Use as needed

	432.105 · Use as needed

	432.106 - Use as needed

	438.101 - Parish Scrip Revenue



434 
Bingo Revenues 

This account is used to record bingo revenues received during the fiscal year. These revenues should be kept separate from other fund-raising revenues because they are required to be reported to the State of Wisconsin.  A separate checking account #104 is required.  Gross receipts should be deposited intact.
434.101 - Bingo Revenue


436 
Raffle Revenues 

This account is used to record raffle revenues received during the fiscal year. These revenues should be kept separate from other fund-raising revenues because they are required to be reported to the State of Wisconsin similar to bingo revenues. Corresponding expenses should be recorded in Raffle Expenses, #536.   Gross receipts should be deposited intact.  If raffles are held frequently or regularly, checking account #105 may be set up and used for all receipts, payouts and expenses.
432.107- Raffle Revenue

438
Scrip Revenue
This account displays the amount of Gross Sales receipts generated through the Scrip Fundraising Program.  If Scrip is run through a separate Scrip management program, monthly General Journal Entries should be made into this account that summarize the other management program activity.   The Inventory balance is maintained in GL #140.  Scrip cost-of-sales are tracked in GL #538.
438.101 - Parish Scrip Revenue

440 
Program Revenues 

A program is defined as a separate special function, presentation or event/activity for which it is desirable to keep track of individual receipts pertaining to that function in one place in the accounting records. These activities could be one-time occurrences, events that continue over a period of time, or events that reoccur on a regular basis, i.e., Christ Renews His Parish (CRHP). A program would help achieve the primary goal of the user but the operation of the program is not the goal of the user. Expenses related to the individual program may or may not be recorded in Program Expenses, #540. Refunds of any revenue recorded in this account should be debited to this account and not charged to an expense account.  Receipts should be recorded intact. 
	440.201 - School Events

	440.202 - Home & School Revenues

	440.203 - School Athletics Fees


	440.101 · Adult Choir Revenue


	440.102 – Before and After school programs

	440.102 - Child Programs (after school)

	440.103 - Food Pantry
440.104 – RCIA Program Revenue

440.105 – Youth Group Social Events

440.106 – Senior Parish activities

	

	



450
Unrestricted Donations 

This account is made up of bequests or gifts that a Fund or group may receive during the year. These gifts are unrestricted and therefore can be used for current operations.  Normally this are not restricted and carried forward to the next fiscal year.
	450.101 - Parish Donations

	450.102 - Diocesan Funds Received

	450.103 - Unrestricted Memorials



451 
Restricted Contribution Revenue 

Restricted donations may be recorded initially in Deferred Revenue, GL #250, prior to the revenue being recognized in this account. Restricted gifts or bequests are similar to unrestricted donations, except the donor has stipulated a specific purpose for which the gift can be used. This account can also be used for Extraordinary Income gifts received to reduce debt, etc. Donations are recorded in this account only after the donor-supplied restrictions are met and the money has been spent.  If at the end of the year, the funds have not been spent, they should be transferred to a Restricted Liability account (Acct 290) until used
	451.101 - Restricted Donations - Current Year

	451.102 - Restricted Donations - From Liabilities

	455.101 - Endowment Fund Distributions - Parish



452 
Lumen Christi Income 

Grants received from the Diocese of Green Bay Lumen Christi Fund and used in the current fiscal year should be recorded in this account
452.201 · Lumen Christi - School

452.301 · Lumen Christi - R.E.

It is the intention that all amounts are to be used in the fiscal year that they are received.  Funds from Lumen Christi should not be accrued and carried forward to future years.

453 
Service Organization Revenue 

This account is used to recognize revenue when service organization funds are used for various purchases.  Departments should be used in order to track the revenues of each separate service organization.  All receipts should be deposited intact. Do not pay out expenses from the total funds received.  Payout for expenses should be included in Account 553
	453.501 - Rosary Society - PCCW - Dues

	453.501 - Rosary Society - PCCW - Receipts

	453.502 · Rosary Society - Interest Income

	453.503 - Holy Name Men Revenue

	453.504 - Other parish service organizations

	453.505 - Use as needed

	453.506 - Use as needed



455 
Endowment Income 

Endowment fund distributions (checks received) to be used in the current fiscal year should be recorded as income in this account. Current “investment income” and any unexpended earnings are to be recorded in Endowment Funds – Unexpended Earnings, GL #275.
	455.201 - Endowment Fund Distributions

	455.202 - Restricted School Donations


470 
Rental Income 

Income for the lease or use of property should be recorded in this account. It is not necessary to file taxes if there is no mortgage on the property. The rental of real property under certain circumstances, i.e., the property is financed with a current mortgage, can result in Unrelated Business Income. This will require filing a federal tax return and may result in the parish paying unrelated business income tax. This account should not include rental income for school buildings.  That should be included in account 414
470.101 - Rental Income - Parish  
 
480 
Investment Income 

Dividends and interest from checking and savings are recorded in this account.  Earnings from investments, CD’s and Money markets should be recorded in Account #990.  There is no need to break the information down by Unrealized Gain or Loss, earnings or fees.  That information is not required to be tracked.
	480.101 · Interest-Parish

	480.102 · Interest-Stipend Fund



495 
Other Revenue 

All other revenues should be recorded in this account. This includes votive candles, pamphlet rack, poor box, collection of bad debts written off in prior fiscal years and any other revenue not specified in other revenue accounts. 
This account is used to record income received in the form of refunds, i.e., Bishop’s Appeal, or insurance proceeds on filed claims, etc.

	470.101 - Rental Income - Parish 

	495.101 · Votive Candles

	495.102 - Bulletin Ad Revenue

	495.103 · Compass Receipts

	495.104 · Refunds & Insurance Proceed

	495.110 - Other Revenue
495.199 – PPP Loan Forgiveness (this should not be using in the 2019-20 Fiscal year.)




499 
Transfer In 

When transferring money between funds (ex:  the parish transferring money to cover Religious Education or School budgets) avoid reporting the money as revenue twice by using the “Transfer In” account for RE or School to record the receipts.  Use the related #998 Transfers Out account for the parish side of the transaction.  Most often no actual money will be moved.
	499.201 - Transfer to School from Parish

	499.301 - Transfer to Religious Ed

	499.101 - Transfer from PCCW

	499.106 - Transfer from Scrip

	499.107 - Transfer from Fundraising


This is very confusing, so if you have questions, please do not hesitate to contact the Parish Consultant Team.
500 COST OF SALES 


513
Extracurricular Activity Expenses 

All expenses relating to extracurricular activities not classified as a separate program should be recorded in this account. Corresponding revenues are recorded in #413
513.201 - Extracurricular Activity Expense


516 
Hot Lunch Program Expenses 

Expenditures related to the government sponsored Hot Lunch Program (Wisconsin Department of Public Instruction Form PI-1409) should be recorded in this account. Subaccounts may be used for specific expense categories
516.201 - Hot Lunch Expenses


532 
Fund-Raising Expenses  - Parish
All fund-raising expenses including advertising and promotion should be recorded in this account except wages and related personnel expenses (600 accounts) and those expenses relating to bingo (#534), raffle (#536) and Scrip (#538) activities. This account is related to Fund-Raising Revenues, #432. This account includes all fund-raising expenses irrespective of the purpose of those funds unless the funds raised will be spent in a subsequent (future) fiscal year, in which case expenses related to money raised for a subsequent (future) fiscal year should be recorded as a Prepaid Expense, #150. 
	532.101 - Parish Festival Expenses

	532.102 - Parish Picnic Expenses

	532.103 · Fundraising Expenses

	532.104 · Use as needed

	532.105 · Use as needed

	532.106 - Use as needed

	534.101 - Bingo Expenses

	536.101 - Raffle Expenses

	538.101 - Parish Scrip Purchases



534 
Bingo Expenses 

This account is used to record bingo expenses incurred during the fiscal year. These expenses should be kept separate from other fund-raising expenses because they are required to be reported to the State of Wisconsin.  Corresponding bingo revenues should be recorded separately and intact in GL #434.
534.101 - Bingo Expenses


536 
Raffle Expenses 

This account is used to record raffle expenses incurred during the fiscal year. These expenses should be kept separate from other fund-raising expenses because they are required to be reported to the State of Wisconsin similar to bingo expenses.  Corresponding raffle revenues should be recorded in #436.
536.101 - Raffle Expenses


538
Scrip Expense
This account displays the costs incurred for the Scrip Fundraising Program such as shipping or postage. Corresponding Scrip revenues should be recorded in #438.
                                   538.101 - Parish Scrip Purchases


540 
Program Expenses 

A program is defined as a separate special function, presentation or event/activity for which it is desirable to keep track of individual costs pertaining to that function in one place in the accounting records. These activities could be one-time occurrences, events that continue over a period of time, or events that reoccur on a regular basis, i.e., Renew. A program would help achieve the primary goal of the user but the operation of the program is not the goal of the user. All expenses related to the individual program should be recorded in this account (i.e., speakers’ fees, travel and materials) except direct personnel expenses. Direct personnel expenses should be recorded in the proper #600 account. If revenues are collected to offset these expenses, they should be recorded in #440. 
	540.201 - School Events

	540.202 - Home & School Revenues

	540.203 - School Athletics Fees


	540.101 · Adult Choir Revenue


	540.102 – Before and After school programs

	540.102 - Child Programs (after school)

	540.103 - Food Pantry
540.104 – RCIA Program Revenue

540.105 – Youth Group Social Events

540.106 – Senior Parish activities

	

	


 PERSONNEL EXPENSES 


611 
Compensation of Clergy and Religious 

This account includes all wages and allowances paid to Diocesan Priests, Order Priests, Sisters, Brothers and Permanent Deacons for services. This includes the education, retreat, housing, food, and auto allowances for clergy. Even though allowances are permitted, priests are encouraged to be reimbursed for business expenses through an accountable plan (submit mileage details and receipts). If an accountable plan is utilized post to GL #631. 

	611.101 - Parish Clergy Wages

	611.102 - Parish Leader Wages

	611.103 - Clergy - Weekend Help-outs

	611.104 - Auto Allowance

	611.105 - Priest Education Allowance

	611.106 - Medical Insurance - Religious Order (Only) 

	611.110 - Priest Offset


All allowances and benefit payments, in addition to salary, included in religious contracts (such as the Norbertines) should be recorded in this account. This includes amounts paid to the religious order for medical insurance (payments to the Diocese are recorded in Medical and Dental Insurance, #616), employer’s FICA and retirement. This also includes any extra expenses guaranteed by contract; for example, religious transportation expenses. 



Example – Merged/Linked Parish Sharing a Pastor: 

Parish A is paying full wages for the pastor and is getting reimbursed by parish B. 
Parish B should break down the billing received from Parish A based upon the 611 accounts.

Parish A should record the funds received from Parish B into Account 611.110


612 
Salaries and Wages - Lay Employees 

The gross salaries and wages of all full-time and part-time lay employees are recorded in this account along with cemetery counselor’s commissions and auto allowances.  Amounts withheld from payroll for payroll taxes and other payroll deductions [United Way and 403(b) contributions] will be credited to the appropriate liability accounts until paid out.  Temporary help not included in ordinary payroll should be accounted for in Temporary Help, #720
Schools should segregate the salaries and wages of lay employees through the use of Departments into three general Departments listed in account 611 (Administration, Instruction, and Maintenance). 

	612.101 - Wages – Bookkeeper – Parish

	612.102 - Wages - Parish Secretary

	612.103 - Wages – Musicians

	612.304 - Wages - Religious Ed

	612.105 - Wages - Janitor/Custodian – Parish

	612.305 - Wages - Janitor/Custodian – RE

	612.106 - Wages – Housekeeper

	612.607 - Wages - Cemetery – Sexton

	612.608 - Wages - Cemetery - Maintenance

	612.609 - Wages - Cemetery – Clerical

	612.220 - Salaries – Principal

	612.221 - Salaries - Teachers 
612.222 – Salaries – Substitute Teachers

	612.223 - Wages - School Clerical
612.224 – Wages – Hot Lunch Program
612.225 – Wages – School Maintenance

	



613 
FICA Tax 

This is the employer’s share of social security tax expense, old age, survivors, and disability insurance (OASDI), and Medicare..
	613.101 - FICA Expense - Parish

	613.201 - FICA Expense - School

	613.301 - FICA Expenses - Religious Ed

	613.601 - FICA Expenses - Cemetery



614 
Unemployment Compensation Payments 

Contributions to the Church Unemployment Compensation Plan are billed by the Diocese HR Department and recorded in this account.  
	614.101 - Unemployment Comp Expense - Parish

	614.201- Unemployment Comp Expense - School

	614.301 - Unemployment Comp Expenses - Religious Ed

	614.601 - Unemployment Comp Expenses - Cemetery



615
Workers Compensation Insurance 

Payments for workers compensation insurance are recorded in this account. This includes premiums for lay, clergy and religious
	615.101 - Workers Comp Expense - Parish

	615.201 - Workers Comp Expense - School

	615.301 - Workers Comp Expenses - Religious Ed

	615.601 - Workers Comp Expenses - Cemetery



616 
Medical and Dental Insurance 

This includes medical and dental insurance premium payments for clergy and lay employees. Medical and dental insurance premium payments for contract religious paid to the religious order (eg.  Norbertines)  should be recorded in Compensation of Clergy and Religious, #611. 
	616.101 - Medical and Dental Insurance - Parish

	616.201 - Medical and Dental Insurance - School

	616.301 - Medical and Dental Insurances - Religious Ed

	616.601 - Medical and Dental Insurances - Cemetery



618 
Disability Insurance 

This includes premiums for long-term or short-term disability coverage for any covered employees
	618.101 - Other Employee Insurance - Parish

	618.201 - Other Employee Insurance - School

	618.301 - Other Employee Insurances - Religious Ed

	618.601 - Other Employee Insurances - Cemetery



619 
Retirement Contributions 

This is the non-voluntary retirement contribution paid by the employer for the benefit of covered employees.  Retirement contributions made to the religious order on behalf of contract religious, as well as the clergy self-employment allowance, should be recorded in Compensation of Clergy and Religious, #611. 

	619.101 - Retirement Contributions - Clergy

	619.102 - Leo Benevolent Association

	619.201 - Retirement Contributions - School

	619.301 - Retirement Contributions - R.E.

	619.601 - Retirement Contributions – Cemetery



620
Leo Benevolent Association

This retirement contribution is collected for retired priests that are were not covered under Medicare and Social Security in prior year.  
 
630 
Staff Development 

This account includes expenses related to conventions, conferences, workshops, retreats, and continuing education for employee and volunteer staff development (exceptions include pastor/parish director – reference Business Expense, #631). This includes meals, lodging, travel, mileage reimbursements, tuition, seminar fees and other expenses related to the conventions, conferences, workshops etc.
	                630.101 - Staff Development - Parish

	                630.201 - Staff Development - School

	                630.301 - Staff Development - R.E.

	                630.601 - Staff Development - Cemetery

	                631.101 - Clergy Mileage Expenses (not the flat amount allowance)

	                631.102 - Clergy Education & Retreat Expenses



631 
Business Expense 

This account is used for priest and pastoral leader automobile expenses, education expenses, retreat expenses, and other business and professional expenses rather than the past practice of individual car, education and retreat allowances. Other business and professional expenses would include such items as subscriptions, books and personal vestments. (Generally, the items that qualify for inclusion in this account are those that would have been deductible on federal income tax form “Schedule C” if they were paid as “allowances”.) The priest/parish director is reimbursed by the parish after submitting proper documentation. Since these reimbursements are for business expenses, they are not taxable. 
	             631.101 - Clergy Mileage Expenses (at the IRS mileage rates)

	             631.102 - Clergy Education & Retreat Expenses


To implement this account, the parish must adopt an “Accountable Plan” as defined by the Internal Revenue Service. A maximum limit for this account is established annually by the Diocese and published in the clergy support and benefits schedule. In addition, Medicare reimbursement for priests or deacons over the age of 65 is accounted for in this account.  

633 
Travel, Meals and Lodging (but not mileage)
Expenses related to travel, meals, and lodging for parish business are reported in this account. This includes air, bus, train, cab expenses, the actual cost of meals reimbursed to employees, and lodging. If travel, meals and lodging expenses, transportation, or mileage reimbursement are incurred for conventions, conferences, workshops, or continuing education for employees and staff, then record those expenses in GL #630 using the appropriate Fund and Dept numbers. 

	633.101 - Parish Travel, Meals & Lodging 

	633.201 - School Travel, Meals & Lodging

	633.301 - R.E. Travel, Meals & Lodging

	633.601 - Cemetery Travel, Meals & Lodging



635
Mileage Reimbursement 

This is the reimbursement per mile for use of an individual’s personal automobile in the conduct of ministry, outside of conventions, conferences or staff development. Reimbursements for reported miles using the current IRS rate for priest help-outs should also be recorded in this account.   
	635.101 - Parish Mileage Reimbursement

	635.102 - Deacon Mileage Reimbursement

	635.201 - School Mileage Reimbursement

	635.301 - R.E Mileage Reimbursement

	635.601 - Cemetery Mileage Reimbursement



638 
Recruitment, Recognition and Entertainment 

Expenses to recruit prospective employees are charged to this account. This includes the cost of advertising a position as well as the use of an employment agency. Expenses related to the recognition of employees, volunteers, clergy or religious should be charged to this account. Reimbursements to employees, volunteers, clergy and religious or self-employed individuals for entertainment purposes are also charged to this account.
	638.101 - Recruitment, Recognition & Entertainment

638.202 – School Recruitment and Recognition





640 
Other Personnel Expenses 

This account is used to record other miscellaneous employee benefits or expenses not recorded in other accounts. 
	640.101 - Parish Other Personnel Exp

	640.201 - School Other Personnel Exp

	640.301 - R.E. Other Personnel Exp


700 PURCHASED SERVICES AND SUPPLIES   

705 
Insurance 

All payments for insurance except employee benefits (see 600 accounts) should be recorded in this account. This includes umbrella coverage, general liability, commercial package, automobile, and boiler and Institutional Master Plan of Protection (IMPOP) payments. 
	705.101 - Parish General Insurance

	705.201 - School General Insurance

	705.301 - R.E. General Insurance

	705.601 - Cemetery General Insurance



710 
Legal 

Legal expenses, including attorney fees, court fees, judgments, awards and related expense are charged to this account. 
	710.101 - Parish Legal Expense

	710.201 - School Legal Expense

	710.301 - R.E. Legal Expense

	710.601 - Cemetery Legal Expense



715 
Accounting 

Expenses for outside accounting services, including audits, should be charged to this account. 
	715.101 - Parish Accounting Expense

	715.201 - School Accounting Expense

	715.301 - R.E. Accounting Expense

	715.601 - Cemetery Accounting Expense



720 
Contracted Services 

Expenses paid to outside temporary help companies should be recorded in this account. Payments for part-time personnel should be recorded in Salaries and Wages - Lay Employees, #612. 
	720.101 - Parish Contracted Services 

	720.201 - School Contracted Services



725 
Computer Service Fees 

Record the cost of contracting with private consulting or processing firms for computer services in this account. Software costs, updates and software maintenance fees are included in this account. Computer supplies should be recorded in either Instructional Materials and Supplies, #750, or Office Supplies, #855.
	725.101 - Parish Computer Service Fees

	725.201 - School Computer Service Fees



730 
Advertising and Promotion 

General and miscellaneous advertising or advertising/promotion expenses should be recorded in this account. The cost of telephone directory advertising should be recorded in Telephone and Internet, #865, employment advertising should be recorded in Recruitment, Recognition and Entertainment, #638, and the costs of advertising and promoting bingo, raffles and fund-raising events should be recorded in those appropriate expense accounts. 
	730.101 - Parish Advertising & Promotion

	730.201 - School Advertising & Promotion

	730.301 - R.E. Advertising & Promotion


735 
Liturgical Services 

Amounts paid for choirs, guitar players, organists, etc., for Masses and other liturgical functions, and who are independent contractors (not “employees”), are included in this account.  Refer to the Administrative HR Handbook for proper classification. Note: Set up these “vendors” as 1099-MIS vendors in QuickBooks.  At the end of the calendar year, it may be necessary to complete a 1099-MISC for these payments if they exceed $600 in total services (labor) for the calendar year. 
	735.101 - Liturgical Services - Musicians

	735.102 - Liturgical Services - Other

	740.100 - Liturgical Supplies - Parish


 
740 
Liturgical Supplies 

All expenditures for church and choir supplies necessary to carry out the liturgical functions of the parish should be recorded in this account. This includes cost for vestments, candles, altar wine, hosts, flowers, decorations, missalettes, altar cloths and miscellaneous items. The cost of printing bulletins and collection envelopes is recorded in Printing, #870. 
	740.101 - Missalettes

	740.102 - Candles

	740.103 - Flowers & Decorations

	740.104 - Altar Wine & Hosts

	740.105 - Church Booklets/Handouts

	740.106 - Votive Light Expense

	740.108 -  Miscellaneous Liturgical Supplies



745
Pastoral Outreach

This account records costs pertaining to the Pastoral Outreach Program. 
745.101 - Pastoral Outreach Program


750
Instructional Materials and Supplies 

All expenditures for instructional materials and supplies for use in ministry formation and academic and religious education should be recorded in this account. This includes textbooks, supplies, testing materials, instructional computer supplies, hardware and software, audio/visual materials, the purchase of small equipment under $500 and the rental of any equipment used in the classroom.  
	750.200 - Instructional Materials & Supplies

	750.201 - School Textbooks

	750.202 - School Materials & Supplies

	750.203 - School Computer Supplies

	750.204 - School Computers

	750.205 - School Equipment under $1,000

	750.206 - School Rental of Equipment

	750.301 - R.E. Materials and Supplies

	750.302 - R.E. Computer Supplies

	750.303 - R.E. Rental of Equipment




755 
Library Books and Prep Supplies 

This account includes all expenditures for library books, audio/visual materials, supplies, student publications, reference books, periodicals and small equipment under $500 that are available for general use by students and/or parishioners. 

	755.201 - Library Books

	755.202 - Reference Books & Periodicals

	755.300 - Sacramental Prep Supplies

	755.301 - Baptism Prep Supplies

	755.302 - Eucharistic Prep Supplies

	755.303 - Confirmation Prep Supplies

	755.304 - Marriage Prep Supplies

	755.305 - Adult Ed Supplies & Materials

	755.306 - R.C.I.A. Supplies & Materials

	755.307 - R.E. - Other Costs

	755.308 - R.E. - use as needed


765 
Student/Other Transportation Services 

This account includes all costs of operating or leasing student busing and parish or entity owned or leased vehicles used for transportation purposes. Vehicle expenses related to conventions, conferences and staff development are recorded in Staff Development, #630. Mileage reimbursements should be recorded in Mileage Reimbursement, #635. See Travel, Meals and Lodging, #633, for travel expenses recorded under that account. 
	765.201 - School Transportation Costs

	765.301 - R.E. Transportation Costs



770 
Cemetery Expenses 

This account is used to record only contracted grave openings for cemeteries. This includes disinterments as well as interments. Cemeteries that do grave openings using cemetery personnel should not use this account.
	770.601 - Contract Grave Openings

	770.602 - Other Cemetery Expense

	770.603 - Cemetery Lawn care

	770.604 - Cemetery Snow Removal



775 
Other Purchases 

Any other services and supplies purchased from outside vendors and not recorded in other accounts should be recorded in this account. Contracted janitorial services should be recorded in Housekeeping and Janitorial Supplies and Services, #810.  All other building and grounds contracted services should be recorded in Buildings and Grounds Maintenance, #815. Record the cost of purchased courier services in Postage, #860. 
	775.101 - Parish Other Purchase

	775.201 - School Other Purchases

	775.301 - R.E. Other Purchases


800-849 BUILDINGS AND GROUNDS EXPENSES   

805 
Utilities 

Charges for gas, oil, electricity, water and sewer service are recorded in this account. All repairs are charged to Buildings and Grounds Maintenance, #815. 
	805.101 - Parish Utilities

	805.102 - Parish - Utilities - Gas

	805.103 - Parish - Utilities - Electricity

	805.104 - Parish - Utilities - Water & Sewer

	805.105 - Rectory - Utilities

	805.201 - School Utilities

	805.202 - School - Utilities - Gas

	805.203 - School - Utilities - Electricity

	805.204 - School- Utilities - Water & Sewer

	805.601 - Cemetery - Utilities



810 
Janitorial Supplies 

This account includes purchased janitorial supplies and contracted services. General rectory supplies and expenses should also be charged to this account. Salaries and wages of maintenance personnel should be charged to Salaries and Wages - Lay Employees, #612. 
	810.101 - Parish Janitorial Supplies

	810.102 - Rectory Janitorial Supplies

	810.201 - School Janitorial Supplies



812
Housekeeping Services

Expenses paid for general cleaning of facilities.  However, amounts paid to permanent employees are not included in this account, but rather in Salaries and Wages - Lay Employees, #612. 
	812.101 - Parish Housekeeping

	812.102 - Rectory Housekeeping

	812.201 - School Housekeeping



815 
Buildings and Grounds Maintenance 

Expenses related to maintaining facilities are charged to this account. Included are repairs, if under $5,000, equipment rentals for buildings and grounds maintenance, real estate taxes, special assessments and landscaping. All building contracted services other than janitorial such as electricians, plumbers and carpenters, etc., should be recorded here. Expenditures that extend the life of an asset and cost more than $5,000 are initially recorded in Capital Outlay, #996, and then capitalized in Buildings and Improvements, #162
	815.101 - Parish Maintenance B & G

	815.102 - Parish Maintenance Rentals

	815.103 - Parish Maint Contracted Services

	815.104 - Parish Maint Supplies

	815.201 - School Maintenance B & G

	815.202 - School Maintenance Rentals

	815.203 - School Maint Contracted Services

	815.204 - School Maint Supplies



820 
Equipment Repairs and Maintenance 

This account should be used to record all expenditures for the maintenance and repair of non-office equipment including the cost of supplies, small tools, lawn mowers and snow blowers. The cost of oil and motor and diesel fuel for grounds maintenance equipment should also be recorded in this account. Do not include copiers or supplies (see #876). 
	820.101 - Parish Equip Repairs & Maint

	820.102 - Parish Equip Supplies

	820.201 - School Equip Repairs & Maint

	820.202 - School Equip Supplies



825 
Facilities Rent and Maintenance 

Rental payments for buildings and grounds should be charged to this account. Also included in this account are any expenses related to the maintenance of any such rented facility. These expenses include miscellaneous repairs and building contracted services such as cleaning services, electricians, carpenters, plumbers and equipment rental for the maintenance of such facilities. 
	825.101 - Parish Facilities Rent 

	825.102 - Parish Facilities Maint


 850-899 GENERAL AND OFFICE EXPENSES   

855
Office Supplies 

Use this account to record the cost of office supplies, furniture and equipment under $500 and office expenses not classified in other accounts. 
	855.101 - Parish Office Supplies

	855.102 - Parish Office Equip - under $500

	855.201 - School Office Supplies

	855.202 - School Office Equip - under $500



856
Bank Fees
This account includes and fees imposed by a bank for the use of their services.  These fees can include overdraft fees, charges per check written or per withdrawal, etc. 
	856.101 - Parish Bank Fees

	856.201 - School Bank Fees



860 
Postage 
Post office box rental, courier services, postage and postal related supplies should be charged to this account. 
	860.101 - Parish Postage

	860.201 - School Postage

	860.301 - R.E Postage



865 
Telephone and Communications 

All telephone and communications equipment rentals and purchases, maintenance agreements, local and long-distance charges, internet charges, answering services, and directory advertising are recorded in this account. Cable television charges and noncapital expenditures related to the operation of a satellite dish should also be charged to this account. 
	865.101 - Parish Telephone & Internet

	865.201 - School Telephone & Internet



870 
Outside Printing 

All costs for the printing of bulletins, contribution envelopes, annual reports and any other administrative publication for general use should be charged to this account. Do not include copier supplies. 
	870.101 - Parish Bulletin Printing

	870.102 - Contribution Envelopes

	870.103 - Parish - Other Printing



875 
Equipment Rental and Maintenance 

Use this account to record the cost of leasing or renting office equipment. Any cost to repair or maintain rented or purchased equipment should be recorded in this account. It also includes contractual equipment maintenance agreement fees. Do not include copier supplies. NOTE:  Use caution with regard to capital leases.  These are treated as purchases.

	875.101 - Parish Equipment Rental

	875.201 - School Equipment Rental

	875.301 - R.E. Equipment Rental



876
Copier Expense
Amounts in this account can include amounts paid to purchase or lease a copy machine, cost of ink, paper, toner and any applicable maintenance plans. 
	876.101 - Parish Copier Exp

	876.201 - School Copier Exp



880 
Memberships, Dues and Subscriptions 

This includes all dues to organizations, publications, and subscriptions. This does not include conference, convention or workshop fees associated with an organizational membership.  See Staff Development, #630. 
	880.101 - Parish Dues & Subscriptions

	880.102 - Compass Subscriptions

	880.201 - School Dues & Subscriptions

	880.301 - R.E Dues & Subscriptions


900 OTHER    

905 
Meetings, Workshops and Hospitality Expenses 

This includes the costs of outside facilities, meals, beverages and other related expenses for special meetings. Also included are any expenses relating to council, board and committee meetings and any other parish, parish service group or school gathering. 
	905.101 - Parish Meetings/Workshops

	905.201 - School Meetings/Worships



910 
Interest and Debt Expense 

This account is used to record interest payments made to others on debt obligations in addition to all costs involved in securing such debt. Be sure to separate out interest expense from the principal when making payments on notes payable.
	910.101 - Parish Interest Exp

	910.201 - School Interest Exp



911 
Diocesan Assessments 

The annual Diocesan assessment (Cathedraticum) or other required payments to Diocesan organizations, such as the annual deacon assessment, should be recorded in this account. This would also include any portion of the Bishop's Appeal that is assessed as a result of the parish not reaching its assigned goal. The Diocesan High School assessment should be recorded in educational subsidies, #920. 

	911.101 - Cathedraticum Exp

	911.102 - Annual Deacon Assessment

	911.102 - Bishop Appeal Assessment



920 
Educational Subsidies 

Subsidies paid to Catholic high schools, middle schools, elementary schools and/or cooperative school systems that are not a part of the parish corporation should be recorded in this account. The Diocesan High School assessment should also be recorded in this account as opposed to Diocesan Assessments, #911. Subsidies paid to other parishes for religious education programs in which the parish is participating should also be recorded here.  
	920.101 - Diocesan High School Assessment

	920.301 - R.E. Assessment paid to a parish



921 
Tuition and Fees Assistance Expense 

Tuition paid to Catholic high schools, middle schools, elementary schools and/or cooperative school systems if they are not a part of the parish and fees paid to other parishes for religious education programs should be recorded in this account. The tuition and/or fees should be paid on behalf of children and/or adults belonging to the parish who are attending other schools or religious education programs. 
Note: The tuition and/or fees are an expense to the paying parish (not revenue). 

921.101 - School System Assessments

 
930 
Donations and Grants 
Donations, contributions, or grants to individuals or other organizations for charitable purposes from general parish funds should be charged to this account.  These gifts should be approved by the pastor and parish Finance Council. 
(Special Diocesan collections should be recorded in Funds Held for Others, #265, and not recorded as either parish revenue or parish expense because the Diocese will be issuing contribution statements to the donors. Examples are the Bishop’s Appeal, Seminarian Appeal, Rice Bowl and Holy Land collections.) 
930.101 - Parish Donations & Grants

(Subsidies and/or tuition to Catholic high schools, middle schools and elementary schools that are not a part of the parish are not donations as such and should not be reflected in this account. These should be recorded in Educational Subsidies, #920, or Tuition and Fees Assistance, #921.)  

931 
Contribution to Endowment Fund 

This account is used to record additions made to a parish endowment fund from parish general funds. The principal of an endowment fund cannot be used without the written permission of the Bishop. When a contribution is made, the funds are no longer available for general use by the parish. 
931.101 - Contributions to Endowment Fund


980 
Bad Debts Expense 

Amounts that are determined to be uncollectible during the fiscal year, besides any unpaid tuition, should be written off to this account. 
	980.201 - School Bad Debts

	980.301 - R.E. Bad Debts



990 
Investment Earnings and losses
The gain or loss on financial investments, personal property or sale of real estate assets is recorded in this account. “Realized” means a physical transaction or an actual sale of an asset has taken place. “Unrealized” is the appreciation or depreciation in the fair market value of an asset that is still being held. This account also nets out any fees that are associated with the gains or losses mentioned above. In general, use the same Fund and Department combinations used for the source.  This may vary according to parish by-laws
	990.101 - Interest Income - CD's & MM

	990.102 - Earnings from Unrestricted Savings

	990.103 - Gain/Loss on Unrestricted Investments


Dividends and interest from investments, CD’s and Money Market accounts are recorded in these accounts.  

996 
Capital Outlay 
This account is used to track capital expenditures made during the fiscal year. To facilitate this purpose, subaccounts may be used for the various fixed asset account classifications, i.e., land, buildings, furniture, and vehicles.  
	996.101 · Capital Outlay-Parish

	996.201 - Capital Outlay - School

	996.301 · Capital Outlay- Religious Ed



985 
Depreciation 
This account is used to track depreciation during the fiscal year. To facilitate this purpose, subaccounts may be used for the various fixed asset account classifications, i.e., land, buildings, furniture, and vehicles.  

· Parishes with students funded under School Choice needs to record Depreciation.  There is additional information on tracking Parish and School Depreciation available at the Diocesan Parish Financial Offices
	985.101 - Parish Depreciation

	985.201 - School Depreciation

	985.301 - R.E Depreciation

	985.601 - Cemetery Depreciation


If you have any questions, comments or suggestions about the Uniform Chart of Accounts, please contact Alyce Sauer at 920.272.8272 
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