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Parish Financial Services 
parishfinancialsvcs@seattlearch.org 

(800) 422-5417 

We will miss you Justin 

 

Oh behalf of the Parish Financial Services De-
partment, we would like to thank Justin 
Schrier for his service to PFS, Parishes and 
the entire Archdiocese.   Justin has worked in 
Parish Financial Services for over 4 years. He 
has been a great employee and a valuable 
asset to the department.  He will be missed. 

Congratulations Justin! on your new job ven-
ture.   We wish you the best in your future en-
deavors and pray that there are many great 
things ahead for you in the future. It has been 
a joy working with you. 

Blessings, 

Loretta Griffin 

Justin’s last day with us will be September 
27th please feel free to call (206-382-4845) or 
email him (Justin.Schrier@seattlearch.org) 
your best wishes. 

 



  

Correction to the Parish Accounting Manual (changes in red) 

Section B (Chart of Accounts), Account no. 5782 is revised as follows: 

 5782  (10)  School Indirect Subsidy Allocation 

     Amount of non-cash subsidy given by the parish to the 
     school (e.g., percentage of parish staff salaries allocated   
     to the school,  school share of common area maintenance 
     paid by the parish).  To use this account, Debit 5782 and  
     Credit the expense accounts (e.g. 5120.10-Lay Salaries)  
     from which the allocations are made. 

Finance Council Quarterly 
Now that we are well into this fiscal year, the Finance Council should take a last look at the previous year’s financial 
statements.  Consider how the actuals compared to the budget.  If there are drastic differences, have those differ-
ences been considered in this year’s budget?  If not, the finance council, together with appropriate parish staff, 
should immediately revise the budget so there aren’t significant differences again next year, and recommend to the 
pastor(al leader) to take appropriate action in response to those revisions.  This would dovetail well into looking at 
the first quarter financial statements. Are the financials matching where it was expected they would be according to 
the parish budget?   

Finally, are there new members of the Finance Council that have come on since last Spring?  (Hopefully!)  Have 
they been given any kind of orientation?  Consider having them watch the training videos on the Parish Financial 
Services website (and handouts at the bottom):         

http://www.seattlearchdiocese.org/Archdiocese/PFS/forms.aspx  

As Your Consultative Bodies Restart Again This Fall 
As we move in this time of year – a time of ‘restarting’ many different activities – it would be a good time 
to have your councils and commissions review Many Gifts One Spirit to make sure they are following the 
guidance given to our parish consultative bodies in this document.  Pass on to your consultative body 
members this link:   

http://www.seattlearchdiocese.org/Archdiocese/Policies/Documents/ConsutativeLeadership.pdf and en-
courage them to take 15 minutes to look it over (and hopefully parish staff will do so as well), and have a 
brief discussion at your next meeting.  Also, is it time for a consultative leadership refresher training at 
your parish?  If so, we have a number of field staff that can come out to your parish (and school) and of-
fer a workshop on councils, commissions and leadership development.  For more information or to set 
up a training, please contact Erica Cohen Moore (Director for the Office of Discipleship) at 206-382-4852 
or ericac@seattlearch.org.   

2016-2017 Parish Annual Report 
 If you have not submitted your PAR, please email Ben Altenhofen at bena@seattlearch.org to let him know  

the status of your report 

 Your parish folder from last year is still active, so you may sign in to Box.com with the same email address and 
password 

 Email bena@seattlearch.org for general questions about the PAR, or for help with uploading your report 

 For questions specific to the financial sections, please call Sarah Diama, Assistant PFS Director, at (206) 382-
4573 or  
(800) 422-5417, or email sarah.diama@seattlearch.org 

 Correction: please note that question 6 of section B in the Dem ographics section (page 3, Parish 
Membership) incorrectly references  
the 2015 tax year.  It should read, “Number of ‘notices of contributions received’ that were sent out at the end of 
the 2016 tax year.” 



  

Real Estate Dept.—Property & Construction 
 

Following review of the lease information provided in the Parish Annual Reports, the real estate staff will 
be following up with individual parishes on missing information or expired leases, and also with inquiries 
about plans for properties with leases expiring before the end of the year.  If your parish wishes to be 
proactive, please send updated leases, information on plans for new leases, and current insurance cer-
tificates (if not already provided to the Archdiocese) to christina.lewis@seattlearch.org with copy to 
sophal.hamaker@seattlearch.org.   

 
We’d like to give a friendly reminder that parishes with leases need to keep those agreements up to date 
at all times.  Avoid expired leases with holdover tenants, tenants in parish property with no lease on rec-
ord, and ensure that there is a current insurance certificate issued in accordance with lease require-
ments.  Please note that the Archdiocese must sign each lease.  Staff in Property & Construction are 
happy to advise on lease matters and assist as needed, but please remember that it is each parish’s re-
sponsibility to ensure their leases are signed no later than the first day of occupation, to renew by the 
expiration date, and to collect current insurance certificates. 

 
Note: all residential lease renewals will be done by new lease agreement rather than by amendment as 
commonly done in the past. 

 

 

 

 

 

SAFETY TRAINING DATES FOR YOUR FALL CALENDAR 

 8:30 a.m. to 12:00 p.m. 

   9/29/17 – St. Rose - Longview (Friday)  

 
   10/4/17 – St. Ann - Tacoma -  (Wednesday)  
  

   10/5/17 – St. Madeleine Sophie - Bellevue (Thursday)  

  

   10/6/17 – Our Lady of Perpetual Help—Everett (Friday) 

  

   10/11/17 - Catholic Archdiocese of Seattle (Wednesday)  

The Office of Property and Construction Services and Human        
Resources team  up to present the Annual Safety Training which is a  
requirement for all  maintenance personnel in the Archdiocese in 
accordance with the Department of Labor and Industries Standards.   

2017 Safety Training 

NEW FORM I-9 MANDATORY EFFECTIVE SEPTEMBER 18, 2017 

The newest version of the Form I-9 was published by U.S. Citizenship and Immigration Services (USCIS) July 17.  

The new form will be mandatory beginning September 18, 2017. Although the changes to the Form I-9 are minimal, failure to 
use the new form after the September 18th deadline can result in significant fines. Immigration and Customs Enforcement an-
nounced increases in fines for Form I-9 violations last year.  

Please use the link below to access the new Form I-9. If you have any questions regarding the completion of this form, please 
contact the Human Resources office at the Chancery at (206) 382-4570 or email HumanResources@SeattleArch.org.  

https://www.uscis.gov/system/files_force/files/form/i-9-paper-version.pdf  

 



All of the materials that you need for preparation are on our website at:               
http://www.seattlearchdiocese.org/Stewardship/PS/Renewals.aspx 

 

Upcoming Event - Save the Date! 

Thursday, October 26, 2017 

The Parish Stewardship Office will present a Workshop on: 

Navigating Your Mission 

An Interactive Workshop with Experts on hand to help you! 

 
 

  4 

The Parish Stewardship of  Talent Commitment Renewal starts next weekend 
(Sept. 23/24) 

 
 
 
 
 
 
 
 
 

2017 Fulfillment Effort 
To further help your Annual Catholic Appeal pledge fulfillment rate, our office will be sending out a     
letter in early October to donors who made a pledge between April and September but have not yet 
made a payment to date. 
 
 
The 2018 Campaign Dates are set - Mark Your Calendar! 
 

Appeal Kickoff Weekend    April 22, 2018  

Presentation/Ask Weekend 1    April 29, 2018 

Presentation/Ask Weekend 2   May 6, 2018 

Follow-Up/Ask Weekend 1    May 13, 2018 

Follow-Up/Ask Weekend 2     May 20, 2018 

The ACA team and our new Executive Director, Deacon Pierce Murphy, look forward to seeing you in 
the spring!  

Free Christmas Wreaths: 
 6—60” Frontgate artificial Christmas wreaths. New in box. Free to any parish which can use them. 

Contact Larry Brouse  

 lbrouse@stjames-cathedral.org  

 



The Chancery has moved to a new mail encryption device.  The first time you receive a message from 
the Chancery, which contains confidential or privileged information, you’ll receive a message similar 
to the below, asking you to create an account  

Confidential Mail Encryption 

Workers’ Compensation Changes to Watch For 
While you will continue to pay your workers’ compensation the same way and be billed the same way (via UltiPro), 
some things are being changed.  Other than covenanted educators, all non-exempt and exempt employees will be 
reported as actual hours worked in the quarter along with all gross wages.  Also, the new fiscal year rates are in ef-
fect.  The updated guidelines for workers compensation will be coming soon via e-mail from Workers Comp. 

Mass Count 
Please remember to take Mass counts at all regularly scheduled Masses on the five weekends of October!  It’s very    
important for all of the diocesan and deanery planning processes!   Be on the lookout for the Mass Count Letter from 
Mary Beth Celio in Pastoral Planning and  Research Services. 



Clicking the link will take you to the registration page, and prompt you through the account 
creation process. 

A pop-up will appear in your web browser, indicating that registration was successful. 

You’ll then receive an email message containing a PDF.  Simply enter the password you just cre-
ated to open the PDF attachment.  Future encrypted messages will simply be sent as a PDF at-
tachment, and you’ll enter this same password. 

Please note that Adobe Reader is required in order to open encrypted PDF files.  This may be 
downloaded at no cost from Adobe’s website, here:  www.adobe.com  Follow the site links to 
download the latest version of Reader. 
If you have any questions or concerns, please contact the Archdiocese of Seattle Help Desk at 
helpdesk@seattlearch.org 







 

 Bulletin Announcements for 2017 Cornerstone Catholic Conference  

 

 

IS CORNERSTONE ON YOUR CALENDAR YET? Don’t miss the 2017 Cornerstone Catholic Conference: “Together 
for Life and Justice,” taking place at the Tacoma Convention Center, October 20-21. The conference is sponsored 
by the Bishops of Washington State (Washington State Catholic Conference – WSCC). To register ($75 per person; 
$65 for young adults; scholarships available) or for more information: www.cornerstonecatholic.org or phone: 206-301-
0556.  

The 2017 Cornerstone will feature three exciting keynote speakers: Bishop Robert Barron, Professor Helen Alvaré, 
and CCHD Director Ralph McCloud. The conference also includes workshops on life and justice challenges facing our 
world today. If you are frustrated with some of these challenges and filled with the desire to make a difference, don’t 
miss the opportunity to learn more and hear from people that can share concrete ideas that effect all of our lives. Reg-
ister today!  

Bishop Barron to speak at Cornerstone Catholic Conference! Keynote presenter Bishop Robert Barron is the 
founder of the WORD ON FIRE Catholic Ministries and host of the popular Catholicism video series. Bishop Barron will 
talk about his belief that for the Church to succeed at her evangelization mission, she must deepen the faithful’s em-
brace of the Church’s social teaching as an essential part of discipleship.  

Don’t miss the 2017 Cornerstone Catholic Conference taking place at the Tacoma Convention Center, October 20-21. 
The conference is sponsored by the Bishops of Washington State (Washington State Catholic Conference – WSCC). 
To register or for more information: www.cornerstonecatholic.org or phone: 206-301-0556 ($75 per person; $65 for 
young adults; scholarships available). PLEASE JOIN US FOR THIS SPIRITUAL AND UPLIFTING GATHERING!  

ARE YOU ON FIRE FOR LIFE AND JUSTICE? Join over 1,000 Catholics from around Washington State for the 
2017 Cornerstone Catholic Conference, taking place at the Tacoma Convention Center, October 20-21. The 
conference, sponsored by the Bishops of Washington State, features fantastic keynote speakers including Bishop Rob-
ert Barron of Catholicism fame, Professor Helen Alvaré (former USCCB pro-life staff), and CCHD’s Ralph McCloud, as 
well as multiple workshops dealing with life and justice issues from the Catholic perspective. This will be a spiritually 
invigorating and uplifting gathering, and you are invited! $75 per person; $65 for young adults; scholarships available. 
Information: www.cornerstonecatholic.org or 206-301-0556.  

TOGETHER FOR LIFE AND JUSTICE! Is it possible to see other people as Jesus sees them? How can we truly 
reach out to the least of our brothers and sisters and uphold the dignity of human life? Explore these issues at the 
2017 Cornerstone Catholic Conference, taking place at the Tacoma Convention Center, October 20-21. The 
conference, sponsored by the Bishops of Washington State, features fantastic presentations by Bishop Robert Barron 
– “The Eucharist: Spiritual Food to Sustain Our Witness,” Helen Alvaré – “New Ways of Seeing the Other,” Ralph 
McCloud – “Liberating our Neighbors from Poverty,” and Bishop Daniel Flores – “Seeing Immigrants as our Neigh-
bors.” This will be a spiritually invigorating and uplifting gathering, and you are invited! $75 per person; $65 for young 
adults; scholarships available. Information, www.cornerstonecatholic.org or 206-301-0556.  

DEEPEN YOUR COMMITMENT TO THE GOSPEL OF LIFE! Would stopping the labeling of people allow us to 
marvel at their beautiful complexity? How can we truly reach out to the least of our brothers and sisters and uphold the 
dignity of human life? Explore these issues at the 2017 Cornerstone Catholic Conference, taking place at the Tacoma 
Convention Center, October 20-21. The Cornerstone Conference, sponsored by the Bishops of Washington 
State, features fantastic presentations by Bishop Robert Barron – “The Eucharist: Spiritual Food to Sustain Our Wit-
ness,” Richard Doerflinger – “Standing Up for Life,” and Katie Lodjic – “Effective Dialogue on Abortion.” This will be a 
spiritually invigorating and uplifting gathering, and you are invited! $75 per person; $65 for young adults; scholarships 
available. Information, www.cornerstonecatholic.org or 206-301-0556  










