Accounting Duties and Functions (Fiscal year July 1-June 30)

Weekly:
· Have invoices approved by appropriate staff
· Once approved, enter bills into AP paying attention to due dates and any discount dates
· Print checks and attach check stub to invoices/support and submit for signatures
· Enter any eft transactions and include payment receipt with invoice for filing
· Prepare Payroll when appropriate based on location’s schedule.  Record any sick, vacation or PTO used by employees; the system may be set up to automatically accrue earned sick, vacation and/or PTO.
· Remit tax payments at EFTPS site and MN Department of Revenue Site according to the type of depositor the location has been assigned (monthly, semi-weekly)
· Record financial transactions into the general ledger.  For deposits, there is the option of linking ParishSOFT Family Suite with accounting so that the deposits are posted automatically.

Monthly
· Issue checks for any monthly installment payment for Diocesan bills
· Reconcile bank statements and submit bank statements with all attachments and complete bank reconciliation report to the pastor for approval.
· Verify balances in receivables and any liabilities for accuracy.  If billing is needed to other clustered parishes, complete billing and forward to individuals handling the accounting for these organizations.
· Enter bills for monthly second collections, Employee benefits and any other payments to the Diocese.  Pay the Employee Benefit invoices by the 10th of the month. (Note: DOW-R bills should be entered using the invoice date on the invoice.  This ensures that the expense is recorded in the correct month.)
· If operating a school, preschool or day care, verify the accuracy of the billing and the receivable balances.
· Complete monthly financial statements by mid-month and review with pastor/finance council as appropriate.
· File MN Sales and Use tax return (if on monthly schedule)

Quarterly
· File payroll tax returns (941, MN State Withholding Return (if not on annual basis), MN Unemployment Return/MN Paid Leave Return.  Make sure that your tax deposits match the totals on the returns.

Calendar Year End (by January 31)
· After completing the quarterly tax returns, prepare a spreadsheet tying out each month’s tax payments to the quarterly returns and to an annual amount to compare with the W-3.
· File any annual tax returns (944 Federal form, MN Withholding and MN Sales & Use Tax may be on an annual basis-this is determined by the taxing authorities).
· Recalculate the W-2s for the current calendar year.
· Compare the W-3 to your tax summary to make sure that everything matches.
· Resolve any discrepancies before issuing any W-2s.
· Issue W-2s (e-filing through ParishSOFT is available) and distribute to employees.
· Recalculate Vendor payments to pull in current year information for 1099-NEC.
· Verify that all tax identification numbers are in the system for Vendors receiving a 1099.
· Issue 1099s/1096 and send 1099s to vendors (e-filing is available through ParishSOFT).
· Begin work on Workers’ Compensation audit report which will be due in February.

Fiscal Year End
· Leave fiscal year open until all bank statements, investment statements and other bills/statements have been received for the fiscal year.
· Enter all bills and any collection amounts due to the diocese with a June 30 date.
· Verify all receivable and liability balances.
· Make sure all net asset entries have been made and that the net asset amounts are correct.
· Review income and expense items for accuracy in coding the bills and income.
· [bookmark: _GoBack]Close the fiscal year and prepare the Annual Reports for the Diocese using Ledger Report Writer and the Internal Control/Statement of Parish Property and Historical Data worksheets.
