
When contemplating what to write about in this quarter’s newsletter, I told 

myself that I would NOT write, once again, about animals.  I thought our 

readers might be getting tired of hearing about the adorable furry friends even 

though they do bring such joy to our lives and give us peace in what 

sometimes seems to be a chaotic world. 

 

But then Cathy Lovejoy, our very own fearless and exuberant animal 

advocate, came in with our building and grounds engineer, Adam Strugala, 

and said, “You HAVE to write about the butterflies!!!” 
 

Adam has been growing milkweed outside 

the Chancery to feed and nurture the 

migrating Monarch butterflies and their 

developing chrysalis.  In Adam’s hand was 

an enclosed mesh container in which he had 

gathered some of the milkweed along with 

some Monarch caterpillars.  They will some 

day ‘resurrect’ into beautiful butterflies.  

These captive larvae are for a science project 

that his daughter, a teacher, keeps for 

students to witness the ‘rebirth’.   

 

Adam and his families (personal and work) are not the only ones who are on a 

‘creation care quest’.  I know of several churches here in the Twin Ports area 

that have Butterfly Gardens. 

Monarchs are not only for teaching children but are signs to all of us of God’s 

gift of life and resurrection. 

 

Again, the awesome creatures created by God should not go unnoticed. 

                    They are a thing of beauty, awe and inspiration. 
Rebecca Aitken 
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QuickBooks Tips & Requirements 
Thanks to those who are already completing these ‘requirements’! 

 Requirement #1:   

When submitting World Concerns or National Concerns 

payments to the Diocese, please include account numbers.   

Either specify which account, under World Concerns or  

National Concerns, have been designated for the gift or  

break down the total to World Concerns into  

amounts for each account included in the World Concerns  

or National Concerns collection. 

Examples: 

 $322 total to World Concerns 

  $161 to #2246 

  $161 to #2252 

 Or……. 

     $322 total to World Concerns 

    $64.40 to #2245 

 $64.40 to #2246 

 $64.40 to #2251 

 $64.40 to #2252 

 $64.40 to #2254 
 

Requirement #2:   

When submitting any collection to the Diocese, please 

designate which account should be credited.  An easy and  

satisfactory way to list which accounts you have used in 

your own QuickBooks, with your payments, would be to 

print the journal entry for the check written.  To do this,  

simply: 

 click on ‘Reports’ in the ‘Write Check’ window 

(The ‘Reports’ button is to the right of ‘Main’) 

 Click on ‘Transaction Journal’ – making sure  the  

 account name and number are visible on  this  

 report. 

 Print 

 Send this with your collections payment. 
 

Requirement #3:   

Remember!: 

 The World Mission Sunday/Propagation of the  Faith  

collection should  NOT be remitted to the Diocese.  It  

should be sent to Fr. Greg Hopefl in Reserve at: 

St. Francis Solanus Church 

13891 W. Mission Road 

Stone Lake, WI 54876 

 

 

Requirement #4:  We have been 

getting a lot of collection payments 

from the same parishes on the same 

day and in different envelopes.  All 

checks can be mailed together and 

we can distribute the checks to the 

correct department.  This will save 

us time opening multiple envelopes 

and also save the parish postage. 

Parishes can also combine 

collections. Writing three separate 

checks for Holy Land, Catholic 

School and Rice Bowl, for example, 

is not necessary as long as the 

accounts and amounts are included 

either on the check, on a separate 

page or on the ‘Transaction Journal’, 

discussed in Requirement #2.  

 Director of Diaconal Life 

Requirement #5:   

Most of you may not know the 

procedure we have, here at the 

Chancery, for receiving a 403(b) 

payment from a parish.  There are 

about three staff members involved 

in recording this information.  In 

light of that, it would be very helpful 

to us to have you fill out the 

attached form (see page 6) each time 

a 403(b) remittal is made.   

Thank you very much for your 

attention to this beneficial step in the 

process. 

                       continued on page5 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Page 3  The Quarterly Update –July, 2017 

 

 

 

                

Action 
 

 

 

 

    Pope Francis’s Call to Action as Part of Appeal 
 

 
Pope Francis's Vision for the Catholic Church is clear. He calls us to do more and to rise from 
our inactivity, putting our faith in action. 
 

The theme for our 2017/2018 Catholic Services Appeal is a call from Pope Francis to: “Go out. 
Go out and share your testimony, go out and interact with your brothers and sisters in Christ, go 
out and share, go out and ask. Become the Word in Body as well as Spirit.” 
 

The name Catholic Services Appeal (CSA) emphasizes service to parishes and all Catholics in 
the name of Christ through His Church here in northern Wisconsin. 
 

The annual appeal has been a vital source of funding for parish mission and ministry since 1988. 
Knowing the importance of the CSA, we need to approach each year with a sense of purpose,  
energy and enthusiasm! The Faith in Our Future 
Campaign provides important future endowment funding, 
but the CSA provides yearly support for the programs, 
services and ministries that our parishes must have to 
advance the mission of Christ. 
 

With a total goal of $2.2 million, the 2017/2018 CSA will 
kick-off on the third weekend of August for summer 
visitor parishes and the third weekend of September as 
the general campaign kickoff. 
 

Bishop Powers asks that you do all you can to ensure the success of the Appeal since so much 
and so many depend on it. There are many people who, for whatever reason, do not donate to  

the Appeal. I ask that you please make every effort to reach out to 
every household in your parish and ask that they give a gift to the 
CSA regardless of an amount – a goal of 100% participation! 

 

The promotion methods in the CSA Parish Leadership Manual are 
tried and true. By following all the steps, you can help assure that 
your parish achieves goal. I am encouraged and inspired by your 
leadership to help unite the faithful and support the ministries and 
programs which nurture the faith and serve people in need. I thank 
you for all that you do to help make the CSA a success! 

 
 

Steven Tarnowski, 
Director of Stewardship and Development  
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Payroll Issues 
 

Adjusting Payroll Deductions When Processing the Final Payroll 

for a Semi-Monthly Employee 
 

This payroll issue happens more frequently in July and August. An employee resigns and receives only 

one payroll in a month when she/he would have normally received two payrolls.  When processing the 

final payroll, remember to double the deductions for employee-paid benefits to cover the premiums for the 

entire month. Employee benefits continue through the last day of the month that employment ends.   

 

Examples of employee-paid benefit premiums are health insurance, voluntary life insurance, flex plan 

deductions, and HSA deductions.  Failure to double the deductions when processing that last mid-month 

payroll means the parish will be short of funds when billed for the premiums.  

If you have questions, contact Bernie Kroseman at 

bkroseman@catholicdos.org or 715-394-0232. 

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

There have been questions coming in regarding what is required to be kept on file in an employee’s 

record file.  The procedure below includes these requirements. 

Payroll Procedures 
The proper recording and maintenance of payroll records is important for ensuring that employees receive 

their just compensation and for determining the costs of parish operations. They are also required for 

federal and state tax purposes. 
 

*Each parish should have a payroll system in which to record current period earnings and individual 

payroll deductions by employee. In addition, quarterly and annual earnings and payroll deductions by 

employee should be recorded and maintained. 
 

*The pastor or the pastor’s delegate is responsible for ensuring that personnel files are maintained and 

secured for each employee. The following data should be kept for each employee in their file: 
 
 
 

A. Completed application for employment 

B. Reference checks (if any) 

C. Letter of Hire 

D. Signed acknowledgement of receipt for  

employee manual 

E. Signed Moral and Ethics Assurance statement 

F. Completed W4, WT4 forms 
 

In addition, all signed moral and ethics assurance statements completed by volunteers are to be filed and 

maintained in a parish volunteer file. 
 

*All employees must complete an I-9 form. Completed I-9 forms from all employees should be kept  

together in a separate parish file. 
 

* Payroll should be reviewed by someone other than the person preparing 

the payroll, such as the pastor or principal prior to the issuance of payroll. 

The purpose of this review is to ensure that it has been prepared properly 

and is reasonable in light of parish and school operations. That person 

should also follow up on a regular basis to ensure that withholding taxes 

are being paid and the necessary reports are being filed with the 

appropriate taxing authorities in a timely manner.  

If the parish is processing the payroll, all payroll payments should be 

made by pre-numbered checks. 

 

 

G. Position Description 

H. Work assignments 

I. Job Performance evaluations 

J. Annual goals 

K. Record of salary increments 

L. Vacation and Sick Time request forms  
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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 Consultant, Newsletter  
Production) 

Rebecca (Beckie) Aitken 

715-394-0231 

rbaitken@catholicdos.org 

 
Data Base Manager / Gifts Processor 
(from the Department of Stewardship and 

Development Office) 

Cathy Lovejoy 
715-394-0226 

clovejoy@catholicdos.org 
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QuickBooks Tips – cont. from page 2 
 

 
 

Q: Can a parish adjust their budget once it has been approved and sent 

to the Bishop? 

A: Once the Bishop has approved the budget proxy, it will be 

necessary to request his approval for any changes in the budget.  Any 

such request should indicate the reasons for making the changes.  

Typically those changes would require additional approval by the 

corporate board. 

 

                                       
 

Several bookkeepers have asked for a description of the items under 

the Equity portion of the Balance Sheet.  The detail below may be 

helpful in understanding this area. 
 
 

 

3000 Fund Balance – The general fund balance is equal to Assets 

minus the Liabilities.  No entries should be made to this account, 

unless directed by the Finance Department.  Prior to July 2016, the 

balance of the 3001 account (Fund Balance Prior year Corrections) 

was transferred into this 3000 Fund Balance Account. 

 

3001 Fund Balance Prior Year Corrections – For adjustments 

relative to a prior fiscal period.  (Entries made to this account are 

usually directed by the Finance Department.) 

 (This account’s use has been terminated as of July 2016.   

 The income account 4800 and expense account 6950 are  

used instead which will show up in the Net Income of the 

Equity portion of the Balance Sheet.) 
 

3900 Retained Earnings – Automatically generated by QuickBooks, 

this is the accumulated net income of the parish at the end of a fiscal 

year.  At the end of a  

fiscal year, the net  

income (or net loss) is  

transferred to the  

retained earning  

account. 

 

Net Income – This is 

income minus expenses  

during the current  

fiscal year. 
 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 

 

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. 
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403(b) RETIREMENT REMITTANCE FORM 
If you are already including this information (date of payroll, employees, parish number, etc) 

when remitting your payment, it is not necessary to use this form. 

 

 ___________________________ 

 Current Date 

 

 

_______                      ______________________________            ____________________________ 

Parish # Parish Name Parish Location (town) 

 

 

 

__________________________ 

Payroll Date 

 

 

Employees participating in this payroll: 

Name Employee Salary Reduction Employer Contribution  

 

_________________________________ ___________________________ ________________________ 

  

 

_________________________________ ___________________________ ________________________ 

  

 

_________________________________ ___________________________ ________________________ 

  

 

_________________________________ ___________________________ ________________________ 

  

 

_________________________________ ___________________________ ________________________ 

  

 

_________________________________ ___________________________ ________________________ 

  

 

_________________________________ ___________________________ ________________________ 

  

 

_________________________________ ___________________________ ________________________ 

  

 

_________________________________ ___________________________ ________________________ 

  

 

_________________________________ ___________________________ ________________________ 

  

 _________________________________________ 
 Signature 


