


HR MANAGER’S TOOLKIT  

We know from the questions we are receiving that many PAAs and Administrators are planning for 

the cash flow impact of the new Payroll System.  Although the gross amounts of payroll in the two 

paycheck months will be a little less than either monthly or semimonthly payroll amounts, they will 

occur earlier for former monthly payers.  In addition, the three paycheck months will require more 

cash.  If you haven’t already modeled the impacts, it is important that you do so to be sure that you 

have adequate amounts of cash on hand to fund your Parish’s and/or School’s obligations.  If you 

need assistance, please contact us.  

Please take a moment to visit the HR      

Manager’s Toolkit                                         

(http://www.seattlearchdiocese.org/

Archdiocese/HR/llposters.aspx) to be sure 

you have the most current labor law posters 

up on your bulletin board(s), many have been 

updated in the past year.  If you have any 

questions please email HR@seattlearch.org 

or call (206) 382-4570. 

PLAN FOR CASH FLOW IMPACTS FROM THE NEW PAYROLL SYSTEM 

ANNUAL LAY PENSION  B ILL 

The Annual Lay Pension bill will be mailed on 

January 13, 2014. Please review the billing     

report thoroughly to make sure that all the     

information on it is accurate.  If you find any 

information that is inaccurate, please make the 

necessary changes on the report to correct it.  

Mail a copy of the billing report along with your 

check to the Benefits Services Office in the     

envelope provided by January 31, 2014.  Please 

note: if you are late with your payment, your 

employees may lose investment earnings on the 

amount that should be contributed to their     

account. A late contribution is a serious         

violation of the Lay Pension Plan document and 

significantly increases the liability of the parish 

or school as well as the Archdiocese.  To        

reimburse employees for lost earnings we will 

bill a late charge to locations whose pension 

contributions are postmarked after January 31, 

2014.  The late charge is a per-day percentage of 

the total amount due.   

NOTICE :  The Chancery will be closed December 24th, 25th, 26th and January 1st. Please 

remind Parishioners that to qualify as a 2013 donation, all funds must be postmarked or received 

in the office by December 31st. This includes Donations of Stocks and Mutual Funds which must 

be received into our Brokerage account on or before the 31st.  
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NOTE from PRF: All parishes that 

have adjustments and or corrections          

included in the Quarter end statements  

for 12/31/13; please e-mail or fax the  

information to us no later than the 

27th of December . We cannot assure 

that your adjustments or corrections 

will be processed  before quarter end if 

we received the information after 

12/27/13.  

http://www.seattlearchdiocese.org/Archdiocese/HR/llposters.aspx
http://www.seattlearchdiocese.org/Archdiocese/HR/llposters.aspx
mailto:HR@seattlearch.org


TAX EXEMPTION  RENEWAL AND 

REAL PROPERTY  TAXES-  REMINDER   

ATTENTION ALL PAAs – NEW AND EXPERIENCED! 

DID YOU KNOW?DID YOU KNOW?  
* Our parishes have the potential to receive nearly $3,000,000 

in ACA rebates this year. Did you get your share? 
 

*  The Strengthened Church movement has caught fire in and 

beyond our archdiocese! Come learn how this powerful   
stewardship movement can help your parish become full of 

actively engaged parishioners - and how our archdiocese is 
leading a national movement with our new and exciting   

pilot program. 
 

* Our parishes received over $4,000,000 in planned bequests last year! Did you get your share? 
 

* Many of your parishioners support Archbishop and our Seminarians through the Crozier Society.  

Would you like to learn how? 
 

* The world of digital communication is evolving quickly. Do you have the tools you need to properly 

position your parish? 
 

* Come spend time with us to speak one-on-one with the Directors from each of the Stewardship &  
Development Offices.  Come with your questions and leave with a greater understanding of the many 
ways we can serve you! 

Now that you know Now that you know ––  can we count on seeing you?can we count on seeing you?  

REGISTER NOW!  

JANUARY  PAA 

TRAINING  
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Don’t forget to sign up for  the fourth PAA Training Session on 

January 15, 2014. The topics will  be: Stewardship & Development 

and Budget & Finances. Fill  out the form attached and return by 

Tuesday January 7, 2014.  

The Directors of the Office for  

Stewardship & Development  

invite you to attend our  

PAA TRAINING SESSION 

JANUARY 15, 2014 

Archdiocese Chancery,  

Isaac Orr Conference Room 

Our Session: 10:00 AM – 12:30 PM 

* Tax Exemption Renewal Paperwork will be mailed out to parishes and schools around the first week 

of January with a request to return the paperwork to the Property & Construction Office by February 

1, 2014.   

* Real Property Taxes are due April 30th and October 31st.  Tax Statements will be mailed out to       

parishes around the Middle of March.  Note that even though a property parcel is exempt, there may 
still be fees & special assessments associated with the property.     

         If you have any questions, please call Property and Construction Services at (800) 809-4923 or                   

(206) 382-4283.   



2014 Campaign Material Order Site is open –  

An email was sent to all parishes on Dec. 12th 

with instructions. If you did not receive this 

email, please contact us at aca@seattlearch.org to 

request instructions. 
 

ACA Payments Bulletin Article - 

Still need to make your Annual Catholic Appeal payment by 

year-end for tax purposes?  

Any new gifts or payments you want credited to the 2013 calen-

dar year for tax purposes needs to be in the Annual Catholic 

Appeal office by December 31st. 

Payments online -  www.seattlearchdiocese.org/pp 

Stock gifts, call 206-382-7316 or 800-422-5417 

New gifts – www.seattlearchdiocese.org/donate 

If mailing in the payment, the postmark must be stamped by Dec 

31, 2013 in order to be applied in the calendar year. Please do 

not put ACA payments in the parish collection basket. Mailing 

directly to:  

 Annual Catholic Appeal, PO Box 14964, Seattle 98114 

Your generous support is greatly appreciated – thank you! 

 

2014 Leadership Sessions – Registration coming soon (January)! 

Mark your calendar! 12:00-3:00pm. (Lunch will be included) 

February 21 Friday  St. Charles Borromeo, Tac 

February 26 Wednesday Sacred Heart, Lacey 

February 27 Thursday St. Thomas, Tukwila 

February 28 Friday  Isaac Orr, Seattle 

March 6 Thursday St. Pius X, MLT 

March 7 Friday  St. Joseph, Vancouver 

March 12 Wednesday St. Charles, Burlington 

March 13 Thursday St. Madeleine Sophie,      

      Bellevue 

March 14 Friday  Isaac Orr, Seattle 

 

Annual Catholic Appeal 2014 Campaign Dates 

 Appeal Kick-Off Weekend - April 26/27, 2014 

Presentation/Ask Weekend1 – May 3/4 2014 

  Presentation/Ask Weekend2- May 10/11 2014 

Follow-up/Ask Weekend1 - May 17/18, 2014 

Follow-up/Ask Weekend2 - May 24/25, 2014 

 

Ed Williams: Director of PFS 

(206) 382-4585 

edw@seattlearch.org 

 

Sarah Diama: Assistant Director of PFS 

(206) 382-4573 

sarah.diama@seattlearch.org 

 

Loretta Griffin: Savings & Loan Manager 

(206) 382-4501 

lorrettag@seattlearch.org 

 

Justin Schrier: Savings & Loan Accountant 

(206) 382-4845 

Justin.schrier@seattlearch.org 

 

Emily Lee: Administrative Assistant 

(206) 382-7316 

emily.lee@seattlearch.org 

ARCHDIOCESE OF SEATTLE 
 

PARISH FINANCIAL SERVICES 
 

710 9th Ave  

Seattle, WA 98104 
 

Phone: (800) 422-5417 

Fax: (206) 382-4279 

parishfinancialsvcs@seattlearch.org 

A very Merry        

Christmas to you and 

yours, from all of the 

staff at the  

Archbishop Brunett 

Retreat Center at the 

Palisades!   

May God bless you with joy and peace 

this season. 

We now offer gift certificates!  Gift certifi-

cates allow easy payment for the giver and 

flexibility for the recipient.  We invite staff 

and parishioners to give ones a spiritual gift 

this Christmas: the gift of a retreat.  We will 

mail you a beautiful certificate to stuff in 

their stocking.  Gift certificates will also be 

available throughout the year. 

Purchase a gift certificate by clicking HERE.  

The retreat fee is $199 per person and in-

cludes all presentations, six meals, and a 

single room with a private bath. 

Questions?  Contact us at (206) 748-7991 or 

email palisades@seattlearch.org. 

mailto:aca@seattlearch.org
http://www.seattlearchdiocese.org/pp
http://www.seattlearchdiocese.org/donate
https://events.r20.constantcontact.com/register/eventReg?oeidk=a07e8lnn7aaa4cb6e99&oseq=&c=&ch=


 
 

paa training session  
Registration form 

 
 wEdNEsday, january 15, 2014 

 
10:00am-3:00pm 

Isaac Orr Conference Room 10:00am-3:00pm 
910 Marion St, Seattle 98104 

 
 
Name: _______________________________________________________________________ 
 
Parish:_______________________________________________________________________ 
 
E-Mail Address:______________________________________________________________ 
 
Phone:_______________________________________________________________________ 
 

The agenda for this meeting will be Stewardship & Development and 
Budget and Finances.   
 
Register by: tuesday january 7, 2014 

 
Please return this form to: Emily Lee 
     Parish Financial Services 
        710 – 9th Avenue 
        Seattle, WA  98104     
 
 
Questions, Concerns and Cancellations (please notify us of cancellations 24 
hours prior to the session)  
Phone:  (206) 382-7316  
Email: emily.lee@seattlearch.org 

 
 
 



 
 

 

Memo 
To: PAAs, Bookkeepers and Payroll Administrators 

From: Payroll Services Office 

Date: December 5, 2013 

Re: Action Needed: Paying for the Services of Vowed Religious Members 

During the transition to our new payroll system we realized that a few parishes and agencies 
currently use the ADP Payroll system to pay vowed religious orders for the services of their 
members.  Beginning in January, 2014 you will need to pay them through accounts payable 
instead; they will not be paid through UltiPro.    

There were a couple of reasons for this decision.  First of all, the payroll system will try to issue IRS 
W2 forms to everyone paid via the system, but vowed religious members should not receive W2s.  
The other reason is that the locations that are currently paying their Vowed Religious order 
members via payroll actually enter the name of the religious organization into ADP and use 
another field for the person’s name.   This would not transmit correctly from UltiPro to HRInTouch 
because only the name of the organization would be transmitted and not the name of the vowed 
religious member, so the benefit enrollment and eligibility system would not be able to identify 
the member. 

Vowed religious members will still be tracked in the UltiPro system, but for benefit enrollment and 
demographic information only.  They will be reported with zero hours and zero rates, and so 
vacation and sick leave will not accrue and cannot be tracked in UltiPro.   This means that 
locations who have vowed religious members who earn vacation, sick and personal leave time 
will need to track the time manually and not through the payroll system.   

Thank you for your attention to this. 
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