Diocese of Springfield

65 Elliot Street – P.O. Box 1730

Springfield – Massachusetts 01102-1730

PARISH LIAISON OFFICE


SEPTEMBER 28, 2009

PROCEDURES FOR CLOSING A PARISH

(For Financial Records and Office Equipment)

To effectively control and safeguard assets as well as establish accountabilities during the closing of a Parish and Parish Operations, the following procedures and corresponding worksheets are required of a Parish during the closure process.
Please complete all of the requested worksheets (as outlined below) by October 30, 2009 and please forward a copy of the completed worksheets to the attention of Steve Perlaky at the diocesan office.  
A.
Month(s) Prior to Closing:
Bank and Investment Accounts:

1. Complete a listing of all Parish and Parish Organization bank accounts, including CDs, investment with outside institutions, LTIP and Foundation accounts and brokerage accounts, noting the name of the bank or investment institution, account number, account signers and the balances as of 3/31/09 and 9/30/09.  (Complete Worksheet #1 – Bank Account Listing)  
Note: On Worksheet # 1 in the “Account Balance” column, place the 9/30/09 balance above the line and the 3/31/09 balance below the line. 

Attach a copy of the latest bank statement(s) and corresponding monthly bank reconciliation.  Also attach a copy of the latest Parish summary Balance Sheet showing the balance of these accounts.
Please indicate if funds in any of the listed bank accounts are restricted as to use by the donor.  Attach copies of all documentation as to the restriction(s).

Note:  The diocese requires that all Parish bank, investment and CD accounts be reflected on the Parish QuickBooks.  Although most Parishes are in compliance, we have encountered a few Parishes that have not followed this practice and therefore have “hidden” accounts (defined as accounts not recorded on Parish QuickBooks).  Worksheet # 1 must reflect ALL Parish accounts including any so called “hidden” accounts.  The “hidden” accounts must then be recorded on QuickBooks as soon as possible but not later than the Parish closing date.
2. An attempt should be made to contact those individuals or businesses who have not cashed outstanding checks.  Inform them that all parish and associated parish organization accounts will be closed 30 days after the scheduled Parish closure date.  State escheat laws may apply to un-cashed checks when the owner cannot be located therefore the Parish may not simply VOID an old un-cashed check.
3. For Parishes that are closing outright, all Parish non-restricted savings, CDs, investment (except diocesan Long Term Investment Pool and Foundation accounts) and associated Parish organization accounts are to be closed.  The balance of funds in these accounts is to be deposited into the Parish Operating Checking account.  Documentation from the banking or investment institution as to the closure of the account must be retained.  This will be reviewed by the diocesan auditor as part of the closure process.

Note:  An exception may be made for CDs that would encounter an early withdrawal penalty.  Please list the CDs that would incur such a penalty, their maturity dates, current balances and interest rates on Worksheet # 1.  Use the “Account Type” column to provide maturity date, interest rate and penalty information.    

In the case of MERGERS, it is not necessary to close accounts but the account signatures must be updated to reflect the name of the successor pastor.  These accounts must NOT be co-mingled with the successor Parish accounts.  In most cases, there will be ongoing expenses for property maintenance and utilities until the buildings and property are sold.  The successor pastor is to pay these bills from the funds available from the closed parish.  Once the buildings and property of the closed parish is sold or otherwise disposed of, the residual funds in the closed parish accounts may be combined into the accounts of the successor parish.  
4. Mass Stipend Accounts:  

A separate set of instructions will be forthcoming for the handling of Mass Stipend accounts.


Bill Payment:

5. All bills must be paid to date whenever possible, prior to closing of the Parish. Complete the listing of all outstanding (unpaid) bills to local vendors, religious orders, independent contractors, etc….  (See Worksheet # 2 – Unpaid Bills Listing)
Note:  The parish may use the QuickBooks “A/P Aging Detail” report to fulfill this requirement.  It can be accessed in QuickBooks under Reports, Vendors & Payables, A/P Aging Detail. 

Contracts /Agreements:

6. Complete the listing for service contracts or agreements as of the diocesan announcement notifying Parishes of closure.  (See Worksheet # 3 – Service Contracts/Agreements)  The service contract vendor should be notified in writing that the Parish will be closing.  Arrangements need to be made with these service providers to discontinue service.  The Parish must request confirmation from the vendor that service will be discontinued on the specified date.  (A notification letter entitled “Sample Letter to Vendors” is provided.)  This would include your bulletin and/or envelope company and website host.
The service contracts or agreements do not include your oil or gas companies, alarm system, telephone lines for security/alarm system, water, landscaping company, snowplowing company or electricity services.

A copy of each vendor notification letter is to be retained as part of the closure process.  The confirmation notice from the vendor must be retained with the Worksheet # 3 as part of the closure process.

7. Complete the listing of the equipment and/or vehicle(s) that the Parish is leasing and/or renting from a vendor as of the diocesan announcement notifying Parishes of closure.  (See Worksheet # 4 – Lease and/or Rental Agreements)  The leasing or rental company should be notified in writing that the Parish is closing.  Arrangements should be made with lessor/rentor to terminate the agreement and return the equipment and/or vehicle.  Additional costs may be incurred as a result of early termination per the original agreement.  The Parish should request confirmation from the vendor that the lease agreement has been terminated and the return date of the equipment or vehicle must be documented.  The license plate(s) for the Parish vehicle must be returned to the Registry of Motor Vehicles.  A cancellation of registration certificate will be received.  A copy must be sent to Judy Clow at the diocese to initiate cancellation of insurance.  (A sample notification letter entitled “Sample Letter regarding Leases” is provided.)
A copy of each leased equipment notification letter should be retained as part of the closure process.  The confirmation notice from the vendor should be retained with Worksheet # 4 as part of the closure process.

8. Complete the listing of real estate that the Parish leases and/or rents to other organizations for which a formal lease or rental agreement exists as of the diocesan announcement date notifying Parishes of closure.  (See Worksheet # 5 – Lease/Rental Agreements of Parish Property.)  


The Parish may also have organizations that use the buildings for meetings or workshops without a formal agreement such as the Boy Scouts or Girl Scouts.  (See Worksheet # 6 – Organizations Using Parish Property.)  These organizations must be notified in writing that the Parish is closing and the buildings will no longer be available for them to use as of the effective date of closure.  


Charge Accounts & Credit Cards:
9. In the few instances where a Parish may have a Charge Account or a Credit Card, complete the listing for Charge Accounts as of the 9/30/09.  (See Worksheet #7 – Charge Accounts)  The balance on the Charge Account must be paid in full and the Charge Account closed prior to the closing date of the Parish.  Please retain a copy of the final statement showing the account is closed as part of the closure process.  The Parish should request confirmation that the account will be closed on the specified date.  The confirmation notice should be retained with the worksheet as part of the closure process.
Complete the listing for Credit Cards as of 9/30/09.  (See Worksheet # 8 – Credit Cards)  The balance on the Credit Card account must be paid in full and the Credit Card cancelled prior to the closing date of the Parish.  Please retain a copy of the final statement showing the account is closed as part of the closure process.  The Parish should request confirmation that the credit card has been cancelled.  The confirmation notice should be retained with the worksheet as part of the closure process
Memberships/Subscriptions:

10. Complete the listing for Parish memberships/subscriptions as of 9/30/09.  (See Worksheet # 7A – Memberships/Subscriptions)  Notification needs to be sent to the vendor(s) to cancel the membership(s) and/or subscription(s) prior to the closing date of the Parish.  The Parish should request confirmation that the membership(s) and/or subscription(s) will be cancelled on the specified date.  The confirmation notice should be retained with the worksheet as part of the closure process.
Employees:
11. Complete the listing of all Parish employees (individuals issued W-2s Forms and those unreported, if any) currently working at the parish.  The listing details their names, address, race, sex, date of hire, rate of pay, last day of work, accrued and unused vacation days, Social Security Number, hours worked per week, employee benefits, gross salary for the current calendar year.  (See Worksheet # 9 – Employee Listing.)  Please ensure that ALL Parish workers are listed.  

Note:  Since all diocesan parishes are using an outside, professional payroll service, the payroll reports supplied by the Payroll Service Company can be used in lieu of completing the payroll worksheet provided.  The Employee Earnings Summary report or similar report can be used in place of the Worksheet – However, please add any missing information as listed above.  
The Parish must also notify the Payroll Service that it is closing.

12. N.B.  The Parish MUST notify the diocesan Human Resources office (Theresa Dzubek at 413-452-0691) as to the last date of employment for all lay employees current enrolled in the Health, Dental and Pension Plans.  The diocese offers employees and their dependents under the age of 65 the opportunity to continue their coverage for up to 12 months by paying the full premium.  Please contact Theresa Dzubek (413-452-0691) with information for any employee electing this option.
13. Employees that are enrolled in the 403b plan may leave their money in the plan,   they may withdraw their funds or roll them into an individual IRA; however, the funds withdrawn will be subject to tax and possibly an early withdrawal penalty.    Future contributions to the plan will not be permitted.  For individuals who find employment in another non-profit company, and that company agrees, the 403b funds can be rolled over to the new employer’s plan.  Employees should speak to their personal tax consultant to determine the best solution for them.
14. The Department of Revenue must be notified in writing of an employee whose wages are currently being garnished.  The letter should notify the Department of Revenue that the Parish is closing and specify the employee’s last date of employment.  The letter must include the name of the Parish, name of the employee and the last four digits of the employee’s social security number.  The letter should be sent or faxed to the address below:

DOR/CSE

Attn:  Employer Group

P.O. Box 7057

Boston, MA 02204

Fax (617) 887-7500

A copy of the letter to the Department of Revenue is to be retained as part of the closure process.  Please note that the severance payment will be subject to garnishment as required by the Department of Revenue.

Religious Orders:
15. Complete the listing for all Religious Orders of sisters and brothers currently working in the Parish.  For Religious Orders with sisters or brothers who work less than full time will receive a pro-rated benefit.  (See Worksheet # 10 – Religious Stipend for Severance.)  Note:  This worksheet will be used to calculate the amount of severance to be paid to the respective religious community(s).
Inventory:

17.
All clergy residing in the Parish rectory following notification of the Parish closing must take a personal inventory. This needs to be completed prior to the buildings and sacred objects inventory.  (See Worksheet #11 – Priest’s Personal Inventory)

18.
An inventory of all Office and Computer equipment with an estimated value of $500 or more must be taken.  An Inventory Control Number must be assigned to each inventory item in order to catalogue the equipment.  (See Worksheet # 12 – Inventory Parish Offices.)  There are separate inventory sheets for Pastor’s Office, Parish Office and Religious Education Office.  A sticker should be applied to each item inventoried with the Inventory Control Number displayed on the sticker.   

Copies of the inventory sheet are to be distributed as follows:
· Pastor

· Steve Perlaky at Parish Liaison Office

19. An inventory of all Sacred Objects (Chalice, Ciborium, Vestments, Candle Sticks, Crucifixes, etc., Art Objects, Electronic Organs, Pipe Organs, will be taken under the direction of Rev. William A. Pomerleau.  Fr. Pomerleau will issue a separate directive concerning this inventory. 

20. Please complete Worksheet # 16 - Church Organ Worksheet.  This is to gather information about the instruments and the possibility of salvage and re-use.  
Financial Records:

21. Update QuickBooks to current status as quickly as possible.  Review all accounts (especially Balance Sheet accounts) to ensure that balances are both current and correct.  Investigate accounts where balances have not changed for a long time to determine if the balances are valid and supportable, if not, write them off the books.
22. Prepare a listing of all financial documents/records for the Parish for the last seven years (refer to the attached records retention schedule.)  The financial information should be boxed by fiscal year and clearly labeled with the fiscal year and the destroy date. Together with the Worksheets, a Box Label has been provided.   A listing of some of the financial documents/records has been provided (see Worksheet # 13 – Financial Records.) 

23. During the month prior to the official closing date, key personnel and the Pastor should meet weekly to ensure that all the required information worksheets have been completed.  

24. Should questions or issues arise regarding information contained in the Parish worksheets, please fill out the contact person worksheet (see Worksheet # 14 – Contact Person Listing.)  Please provide the name of the professional payroll company and the contact person’s name and phone number.  
B.                                      WEEK OF CLOSING

Bank Accounts:

1.
Closed parishes will continue to incur operating expenses for such items as ground maintenance (lawns and snow removal), utilities, security systems, property insurance, etc.  Accordingly, the cash in the Operating Checking account will be needed to pay these ongoing bills until the property is sold or ownership otherwise transferred.  For merged parishes, the pastor of the successor parish will be responsible for paying ongoing bills for the closed parish.   For parishes that are closing outright, the Dean of the deanery will be responsible for determining the method for paying these residual and ongoing bills for the closed properties.  
2. The address for the mailing of the monthly bank account statement must be changed to the successor parish or the Dean.  
Unpaid Bills:

3. Any remaining outstanding bill/invoices that cannot be paid by the Parish due to insufficient funds are to be forwarded to the diocese at the address below.  Each of these bills must contain the approval signature of the pastor verifying that the goods or services have been received in good order and that he authorizes payment.
Forwarding of Mail:

4.
A change of address form must be completed at your local Post Office branch.  All mail should be forwarded to the successor parish or the Dean.
Financial Reporting:

5. The Parish bookkeeper/Business Manager must record all final transactions in QuickBooks and prepare final reports as of the Parish closing date.  

6. A FINAL short period ANNUAL REPORT must be prepared for the period July 1, 2009 through the official closing date.  The diocese will provide Annual Report booklets under separate cover for this purpose.  The completed Parish Annual Reports must be forwarded to Jean Noonan at the diocesesan offices.  This process is to include THREE (3) complete backups of QuickBooks.  One backup copy is to be forwarded to the diocese with the Annual Report and the second copy is to be clearly labeled and stored with the FY 2010 parish records.   Please send the third QuickBooks backup copy to the attention of Steve Perlaky at the diocese. The backup disk label (which most likely would be on an envelope containing the disk) should name the Parish, the bookkeeper/business manager (and their post closing phone number) and indicate the version on QuickBooks used to produce the backup.  N.B. – Please provide the PASSWORD so that the QuickBooks files can be accessed.  Place the password on the label.    
Payment of Employees:

7. All employees must be paid their wages up to the date of closure by the Parish.  In addition, any unpaid vacation must be paid by the Parish on the employee’s final day of work or last day of their contract, whichever is later. The Commonwealth of Massachusetts requires that in the event of termination of employment other than voluntary termination that all wages and earned vacation due are paid on the employee’s last day of work.  Severance pay is considered to be supplemental wages and is subject to applicable withholding taxes (Federal, State, Social Security and Medicare) and will be paid out according to regular payroll cycles and not in a lump sum.  
Tax Filings:

8.
Final Federal 941, Employer’s Quarterly Federal Tax Return and State WR-1, Employer’s Quarterly Report on Wages Paid must be filed by the professional payroll company on behalf of the Parish.  Please be sure that the professional payroll company knows that a final payroll is being paid.  When they payroll company files the Federal 941 and the State WR-1, the “Final Report” box on these forms must be checked of the Federal and State governments will be expecting to see future reports.  
9.
The professional payroll company must prepare a Form W-2 for all Parish employees.  A Form W-3 Transmittal Form must also be prepared and forwarded to the Social Security Administration.  Copies of these final filings must be obtained from the professional payroll company and stored in the financial records box with the current year’s (FY2010) financial data.
10. The Parish bookkeeper/business manager must prepare Form 1099 Misc information (Miscellaneous Income) for all non-incorporated vendors and Independent Contractors where payments meet or exceed the $600 Internal Revenue Service threshold.  This would include all checks issued by the Parish from January 1st to the date of closure.   Through QuickBooks Vendor Center under the Transactions tab, Parishes will be able to retrieve information concerning all checks paid to a vendor since January 1st.  This can be the basis for creating the Form 1099 Misc. for the non-incorporated vendors and Independent Contractors.  The outside payroll service will prepare the 1099 Miscellaneous Forms provided the parish furnishes them with the names, amounts and tax identification numbers of the non-incorporated vendors and Independent Contractors.  Copies of the 1099 Misc forms and the transmittal sheet must be boxed with the FY 2010 financial records.  
Parishes may use the 1099 information received from the professional payroll company or complete Worksheet # 15.

Payments to Religious Orders:
11. All Religious Orders must be paid up to the date of closure by the Parish.  A directive from Human Resources will be forthcoming on this topic.  


Financial Software/Data

12. Please make three (3) complete backup copies of your QuickBooks data as of the date of closure.  The disposition of the three copies is as follows:

· One copy to accompany the short period Annual Report sent to Jean Noonan

· One copy to be packed with they final fiscal year’s data (FY 2010)
· One copy to be sent to the attention of Steve Perlaky, Parish Liaison at the diocese
As a reminder, please label the backup disk (most likely the label will be on an envelope that contains the disk) with the following information:

· Parish Name
· Bookkeeper or Business Manager’s Name and a phone number where they can be reached after the closing
· Dates of the data contained on the backup.  e.g. FY 2000 thru 12/31/2009.
· The version of QuickBooks that you are using.  e.g. QuickBooks Pro 2008
· Place the QuickBooks PASSWORD on the label so that the diocese can access the data.
Fundraising/State Lottery Commission:

13. The parish Bookkeeper/Business Manager must cancel the State Lottery permit(s).  Any State Lottery filings due for fundraising events, including State Lottery Tax owed must be filed and paid prior to the Parish closure date.

14. If the Parish has Bingo/Beano, the State Lottery Commission must be notified of the Parish closing and the termination of the Bingo/Beano.  The State Lottery Commission will assist with the shut down of Bingo/Beano.

Donations/Census Software:

15.
The Parish Bookkeeper/Business Manager should issue (mail) the appropriate tax receipts for Parishioner donations to the Parish up to the date of closing.  A printout of final donation detail and totals should be included in the storage box with the current year’s financial data.   The Parish should indicate the method used (name of outside company or the name of the software program)  to gather donation data and, in addition to the printed report, should place a backup copy on a disk in with the FY 2010 financial records.   
The Parish donation (census system) records will have to be up to date in order to produce complete information for calendar year 2009.   Those parishes that use an outside service should contact their vendor and request that statements be sent to parishioners. 

Primary Diocesan Contact for Financial Matters:

Please contact Steve Perlaky, Parish Liaison for all questions regarding financial matters related to closing or merger.



Send information request items to:


Diocese of Springfield


Attn: Stephen J. Perlaky


65 Elliot Street – P.O. Box 1730


Springfield, MA 01102-1730

Steve may be reached at:


413-452-0692 (Office)


413-478-8330 (Cell Phone)
PAGE  
1

