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The Quarterly Update 

My favorite season of the year is spring.  Yes, summer is a time for 

relaxing, warmth and family vacations.  Fall has its beautiful color and 

winter is a time to gather with family and friends for Thanksgiving, 

Christmas and winter vacations.  But to me, spring is filled with hope and 

renewal.  Flowers, grass and trees are budding out with hope of 

freshness, color and beauty.  Mittens, hats and boots are shed – a kind of 

freedom.  There is a feeling of renewed energy.  A feeling that challenges 

can be tackled. 
 

In April of 2013 I wrote about my change in office space and the issue of 

working into the new environment.  I also spoke about the challenges 

most of us were facing with the new QuickBooks remote system and 

before that the challenge of taking on the task of reporting payroll. I was 

working with many bookkeepers to clean up their financial records, chart 

of accounts, reconciliations, figures that seemed to come from unknown 

places (It’s the Gremlins!)   At the time these tasks seemed daunting and I 

wrote in that newsletter that the payback would be priceless. 

 

I have witnessed some of that payback from my desk here at the 

Chancery.  It is definitely priceless!  I have heard the relief in your voices, 

on the phone, when problems in QuickBooks were solved, figures aligned 

in the way they should and the errors, seeming to have wanted to hang 

on forever, finally got corrected. 

 

I have witnessed a bookkeeper who had never reconciled in QuickBooks 

say, “That was so easy and less time-consuming.  Amazing!”  Many others 

are so grateful for the ‘real-time’ help they can get with the remote 

system and feeling like it is ‘the norm’ now. 

 

With many of these tasks accomplished, it seems like we have more 

energy, a sense of freshness and we can walk with a ‘spring’ in our step. 

 

May your spring, and the newness and freshness that it brings, 

give you the energy to tackle any task that comes your way. 
 

 Rebecca Aitken 
 Parish Accounting Clerk/Newsletter Editor 
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 from the office of Richard Lyons 

           Budget Concerns and Corporate Board Meetings Director of Finance 

 715-394-0203 

Budget Guidelines. rlyons@catholicdos.org 

1. Until recently the cost of living increase has remained flat because of lower gasoline prices.  Social 

security benefits increased by 0.3% this year.  Federal Government employees are slated to 

receive a 2.1% increase.  Other non-governmental wage increases are expected to be similar to 

last year. 

2. During the first part of this year we have had positive news regarding our health insurance 

experience.  Although we have had three years of no increase in health insurance rates, it is 

anticipated by our health insurance consultants that the annual increase for the upcoming year 

will be approximately 8% effective January 2018.  Future, unanticipated losses may necessitate a 

greater increase. 

3. According to Catholic Mutual, property insurance is expected to increase by 7% while liability 

insurance is expected to increase by 2% in July 2017.  Workman compensation premiums are 

expected to increase about 15%. 

 

Catholic Services Appeal Goal.  The new CSA goal will be based on incomes for July 1, 2014, through 

March 31, 2017.  Reported parish incomes in the following revenue accounts will be used to calculate the 

new goal:  Adult envelopes (4001), Youth Envelopes (4002), Visitor Envelopes (4003), Loose Collection 

(4004), Christmas/Easter/Holiday collection (4005), Fuel Collection (4010) and Initial Offering (4011).  

Please have your bookkeeper verify that information has been received by Rebecca Aitken, Parish 

Accounting Clerk, by May 12, 2017. 

 

Parish Identity.  As noted in Parish Policy 1701, it is critically important from a legal perspective, to 

maintain the separate parish identity of each incorporated parish within a cluster.  How money is 

handled among the parishes within a cluster can significantly impact legal decisions.  Consequently, it is 

important to keep separate financial records for each incorporated parish within the cluster through the 

use of separate checking, savings and investment accounts.  It is also essential that parishioners know 

that contributions, other income and expenses are tracked for each parish. 

 

Process for Submitting Proposed Budgets.  After proposed budgets are finalized by the pastor or parish 

leader, based upon consultation with the parish pastoral and finance councils, there are two ways to 

forward them on to the Diocese of Superior: 

1. If no single extraordinary expenditures over $5,000 are projected, the proposed budget should be 

sent to Beckie Aitken, Parish Accounting Clerk, who will pass a copy on to Daniel Blank, Director 

of Administrative Services. 

 

After reviewing the budget, a letter will be prepared granting Bishop Powers’ approval of the 

budget.  The letter will also include a proxy signed by the Bishop and Vicar General enabling them 

to vote at the annual corporate board meeting.  Following the annual corporate board meeting, a 

copy of the proxy and minutes of the meeting should be returned to Mr. Blank for filing in the 

parish file at the Chancery. 

 

2. If the proposed budget includes any extraordinary expenditures estimated to cost over $5,000, 

the budget should be sent to Beckie Aitken; however, a copy should also be sent to Mr. Daniel 

Blank along with a cover letter which includes a list of the projects and their estimated cost. 

 Continued on page 3 
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Continued from page 2                
 

After reviewing the budget, a letter will be prepared granting Bishop Powers’ approval of the 

budget, as well as permission to proceed with the listed projects.  The letter will also include a 

reminder that, prior to proceeding with any project, it will be necessary to contact Mr. Paul 

Altmann, our Claims Risk Manager, to arrange for review of the construction contracts and the 

required certificates of insurance.  The letter will also include a proxy signed by the Bishop and 

Vicar General enabling them to vote at the annual corporate board meeting.  Following the annual 

corporate board meeting, a copy of the proxy and minutes of the meeting should be returned to 

Mr. Blank for filing in the parish file at the Chancery. 

 

Annual Corporate Board Meeting.  According to Article VII of the Amended  

By-laws for parish corporations, an annual budget is to be approved by June 30  

each year.  Please forward a budget document supplemented with a listing of  

any single expenditures of $5,000 or more projected for the 2017-2018 fiscal  

year to the Finance Department no later than May 26, 2017.  Upon reviewing  

the budget reports, a proxy for Bishop and the Vicar General will be prepared  

for the parish annual meeting.  This will enable the parishes to schedule their  

annual corporate board meeting to approve the budget by the end of June. 

 

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 

From the Insurance/Benefits Department 

 Bernadine Kroseman, Supervisor of Insurance Administration, Diocese of Superior 
  

Completing the Worker Compensation Payroll Questionnaires 

 

In July 2017, the parishes/schools will receive Payroll Questionnaires from Catholic Mutual to report 

actual wages paid to employees for time period 07/01/16 – 07/01/17.  Two items to note:  
 

1) If you receive a payroll questionnaire for a parish with no payroll, don’t discard the 

questionnaire.  Write “No Payroll” and return the questionnaire. 
 

2) If you have an employee who cleans the rectory or church, it may be more cost effective to 

report this employee’s wages under classification 9101, rather than reporting this employee as 

a housekeeper on the questionnaire.  A housekeeper does more than just clean.  In addition to 

cleaning, a housekeeper may also shop for groceries; does laundry; maybe some cooking; or 

other household tasks.   
 

If you have any questions about reporting an 

employee as a housekeeper or cleaning person, or 

any other questions about completing the 

questionnaires, contact Bernie Kroseman or  

Paul Altmann. 

 bkroseman@catholicdos.org or 715-394-0232 

paltmann@catholicmutual.org or 715-394-0222 

 

 

 

It has been calculated that if the 
widow’s mite had been invested in the 
First National Bank of Jerusalem 
2,000 years ago at 4% interest 
compounded semi-annually, 

the $4,800,000,000,000,000,000,000 
now in the account could pay off 

several national debts. 
 

       Reprinted with permission 

            from The Joyful Noiseletter                 

 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Upcoming Collections 
    

 

 
Catholic Home 

Mission Appeal 
Use Acct. 2248 

April 30, 2017 

April 29, 2018 

 
Basilica National 

Shrine Collection 

Use Acct. 2137.11 

May 14, 2017 

(One-Time Collection) 

 

 
National Concerns 
Use Accts. 2253, 2255, 

2258, 2259, 2261 

June 18, 2017 

June 17, 2018 

  

 

 
World Mission 

Sunday 
Use Acct. 2250 

October 22, 2017 

October 21, 2018 

 

Contact Steven Tarnowski, Director of Development at 715-394-0223 

or starnowski@catholicdos.org with any questions. 

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~  

New Account 
 

A new expense account may be added to your chart of accounts if your parish uses a credit card 

for purchases.  The new expense account is:    6707 – Credit Card Fees 
 

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~  

Worth Reprinting 
 

Changes After Reconciling:   

When working on different audits I have found that if a particular month’s Balance Sheet account does not balance 

with that month’s bank reconciliation, questions arise as to where that discrepancy came from.  Then the hunt is on! 
 

Solution to this situation?: 

     If a transaction needs to be changed or added (i.e. voiding a check or adding interest) after the reconciliation has 

been completed, it is best to make a general journal entry, with the current date, to adjust the transaction.  This way 

the reconciliation will still balance with that month’s register balance and Balance Sheet.  For tracking purposes, it 

is strongly advised to go back to the original transaction and add a memo as to what has taken place to affect the 

transaction and the date that it was changed.  The general journal adjusting entry should also include a detailed 

description of the change, including original date, check number, reason for change, etc. 

-  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  - 
“Other” Sub-acct. on Balance Sheet: 
If you ever print your Balance Sheet and see a sub-account with the primary account number and “Other” 

after the name, this is usually automatically generated by QuickBooks when the primary account is used in 

a transaction where sub-accounts are present and should be used. 

If you don’t want the “other” account present on the Balance Sheet, the following are the steps to take to 

eliminate that account: 

1) Go to Reports 

2) Go to Company & Financial 

3) Open Balance Sheet Standard 

4) Double-click on the “other” sub-account – This will bring up all the transactions 

where a sub-account was not used.   

5) Change the beginning date of this report to something like 7/1/1970 

 This will most likely include all the transactions that were affected. 

6) You will need to go into each one of these transactions and change  

the primary account number to a sub-account number. 
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Collection Count Forms 
 

You should find, attached, a SAMPLE Collection Count Form.  Some parishes have asked for an 

example to have as a starting point in creating one specific to their church needs.  If you are needing a 

better system, an upgrade to your system or need to start this process, please feel free to use this form 

or change it to satisfy your parish needs. 

 

A SAMPLE of instructions for this form is also enclosed to get an idea of how another parish handles 

their collection reporting.  Again, feel free to customize this information to suit your parish situation. 

Please call if you have questions. Rebecca (Beckie) Aitken 

Parish Accounting Clerk 

Diocese of Superior 

715-394-0231/ raitken@catholicdos.org 
 

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~  
 

Health Enews Volume 1, Issue 7   
 August 11, 2015  

6 Ways to Keep Your Eyes Healthy 
 

There are many ways to keep your eyes helathy and ensure that you are seeing your best.  The following 

are 6 tips in keeping your eyes healthy. 

1. Wear Sunglasses.  Sun exposure is associated with the development of cataracts and age-related 

macular degeneration.  The best way to protect your eyes is to wear sunglasses that block 99 to 100 

percent of both UV-A and UV-B radiation. 

2. Avoid Smoking.  Smoking increases the risk of developing age-related diseases such as cataracts 

and macular degeneration.  Smoking can also damage the optic nerve in your eye.  The optic nerve 

carries images you see with your eye to the brain. 

3. Give Your Eyes a Rest.  When spending a long time on the computer or focusing on one thing, 

apply the 20-20-20- rule.  Every 20 minutes, look away 20 feet in front of you, for 20 seconds.  

The 20-20-20 can help reduce eye strain. 

4. Know Your Family History.  It’s important to know if a family member has been diagnosed with 

an eye disease since many are inherited.  For example, macular degeneration and glaucoma have a 

strong family risk factor. 

5. Eat a Healthy Diet.  A diet rich in fruits and vegetables, particularly dark green leafy vegetables 

such as spinach, kale, or collard greens can help keep your eyes healthy.  Research has shown that 

foods high in Omega-3 fatty acids such as salmon, tuna, and halibut decrease the risk of 

developing age-related macular degeneration.  Also, oranges, peaches, red peppers, tomatoes, and 

strawberries contain high amounts of Vitamin C, an antioxidant critical to eye health.  

Additionally, foods high in zinc such as legumes, oysters, lean red meat, poultry, and fortified 

cereals may protect your eyes from the damaging effects of light. 

6. Maintain a Healthy Weight.  Being overweight or obese can lead to diabetes which increases the 

risk of glaucoma and diabetic retinopathy.  Both diseases can eventually lead to blindness. 

   Catholic ERM 

 

 



 

 
 

 

Finance Department 

Personnel Directory 
 

 

 

 

 

Director of Finance 

Richard Lyons 
715-394-0203 

rlyons@catholicdos.org 

 

Assistant Finance Director 

Cindy Gronski 
715-394-0230 

cgronski@catholicdos.org 

 

Supervisor or Insurance Admin. 

Bernie Kroseman 
715-394-0232 

bkroseman@catholicdos.org 

 

Accounting Clerk  

(A/P, A/R, Collection Checks, Stipends,  

St. Pius Priest Fund, Diocesan Payroll) 

Sheryl Petrey 
715-394-0210 

spetrey@catholicdos.org 

 

Parish Accounting Clerk 
(Internal Audits, PC Site Uploads, 

QuickBooks Downloads, Newsletter 

Production) 

Rebecca (Beckie) Aitken 
715-394-0231 

raitken@catholicdos.org 

 

Database Manager / Gifts 

Processor (from the Department of 

Stewardship and Development Office) 

Cathy Lovejoy 
715-394-0226 

clovejoy@catholicdos.org 
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Happy Mother’s Day! 
 

May 14, 2017 

 
 
 
 
 

Quotes from Mothers of famous people,  
 via Rev. Jim West, Belgrade, MO 

 

Michelangelo’s Mother:  

“Mike, can’t you paint on the walls like other children? Do you have 

any idea how hard it is to get that stuff off the ceiling?” 

 

Abraham Lincoln’s Mother: 

“Again with that stovepipe hat, Abe?  Can you just wear a baseball 

cap like the other kids?” 

 

Albert Einstein’s Mother:  

“But, Albert, it’s your senior picture.  Can’t you do something about 

your hair?  Styling gel, mousse, something…?” 

 
Reprinted with permission 

From The Joyful Noiseletter 
May-June 2015 

 
 

 

This publication is intended to be a helpful, educational tool for the parish worker. It will include items 

such as updates, helpful tips, information that needs revisiting, contacts, resources, etc. 
 

If you would like to see something specific addressed in an upcoming newsletter, please contact 

Beckie Aitken at raitken@catholicdos.org or 715-394-0231. 

 



Collection Count Form 
 

Date: ______________________________ 

 

Time: ______________________________ 

 

 

QB 

Acct 

  

Description 

  

Checks 

  

Currency 

  

Coin 

  

Total 

  

4001  Adult Envelope           

4004  Loose           

4005  Christmas/Easter/Holy           

             

4008  Diocesan Paper           

4010  Fuel Collection           

4011  Initial Offering           

4171  Candles           

4201  Youth Ministry           

             

4250  Gifts           

             

2230  Schools Collection           

Etc.             

             

             

             

             

             

             

            Grand Total           

 

These 

two red 

boxes 

should 

equal. 

            

Monetary Summary:          

  Checks (attach adding machine tape)   

  Currency   

  Coin   

     

            Grand Total   

             

             

             

             

 

 

Counters’ Signatures:   _________________________________________ 
  

(Two Signatures Required) _________________________________________ 
  

 _________________________________________ 
  

 _________________________________________ 4/18/2017 



 

Procedures for Money Handling 
 

• As money is collected, staff/volunteers cannot personally hold on to it for any length of time.  If the 

collection is taking place over a period of time, please place it in the parish safe in an envelope, clearly 

marked with the event, for safe keeping every day.  (Please be mindful of the date on checks and cash 

them in a timely manner.) 

• All money collected must be counted by [at least] two (2) unrelated people. 

• A Collection Count Form must be filled out to reflect the counting and signed by both parties. 

• The Grand Total of each section should equal. 

• Once money is counted and the form filled out and signed, place them both in a bank bag or security bag 

and take it to the night deposit box, in the locked safe at the church office or whatever procedure your 

parish requires. 

• Remember, these requirements are set up for your protection as well as the parish’s. 

 

More detailed instructions can be listed to fit the situation of each parish. 

 

 

 4/18/2017 


