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OHIO
MINIMUM WAGE 2024

On January 1, 2024,
Minimum Wage for
employees goes from
$10.10 per hour to $10.45
per hour.

Please update any
affected employees for
this change.

NEW ELECTRONIC FILING REQUIREMENT

JANUARY 2024— FOR 2022 REPORTING
The Internal Revenue Service has mandated that information returns and Form
W-2G must be filed electronically if an entity files 10 or more returns. This would
include W-2 forms that are used to report employee wages. Paycor will continue to
file the W-2 forms for all employees, however, the number of W-2 forms filed by
Paycor must be included in the total of information returns filed. The information
returns included are Form 1099 series, W-2, and W-2G

Example:

The parish has 7 employees being paid by Paycor. After reviewing the
vendor payment record, the bookkeeper determines the parish/school will
have 5 Form 1099-NEC to file. The total number of forms is 12 and
electronic filing is required.
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Electronic filing can be accomplished by registration with the Internal Revenue Service (after an identity verification
process), using the IRS system called IRIS. Log on the IRS website, and enter 1099 electronic filing in the search box
to see additional resources and requirements. The Finance Office sent a mailing to all Business Managers regarding
electronic filing through the Diocesan business manager e-mail system. Please make sure to check your Diocesan
business manager e-mail account regularly. You may also accomplish electronic filing by utilizing a third party such as
an accounting firm; tax preparer; or purchasing a commercially available product used to produce tax forms and 1099’s
at many office supply stores, warehouse clubs, or online.

MINOR EMPLOYEES UNDER THE AGE OF 18 AND LOCAL TAX FOR 2024

The Ohio Biennial Budget Bill (H.B.33) exempts individuals under the age of 18 from Ohio municipal tax. Please update
Paycor to stop taking local city tax from all employees under the age of 18 beginning January 1, 2024. Please
remember to begin assessing the local tax upon the individual turning 18 years of age.

GIFT GIVING

i%i? S i m - During the holiday season, we are often asked if it is permissible to
L M el ) H give a gift to an employee. The answer is YES, you can give a gift to
’ an employee. Here are some guidelines:

e All gifts, using funds from any parish, school, or organization account, must have the written permission of the
pastor or administrator of the parish/school.

e All cash gifts to employees MUST be processed through the payroll system, including gifts to the pastor, parochial
vicar, and deacon. The rule of thumb is to look at the payroll register, and if the intended recipients’ name appears
on the payroll register, then the gift must be processed through payroll. The entire amount of the gift must be
processed through payroll.

e The value of gift cards given, again, must be processed through payroll and then removed as an advance. Gift
cards are considered cash equivalents and are included no matter the value.

e |tis permissible to “gross up” the gift in the payroll system, so that after taxes, the desired mount of the gift goes to
the employee. Keep in mind, the parish must pay matching employer taxes on gifts.

e Physical gifts of a nominal value to employees may be excluded from the tax reporting, as long as the gift is
reasonable. Example of a physical gift would be a box of candy, a coffee mug, a calendar, a turkey, etc. If you give
an employee a turkey, it is not taxable; however, if you give an employee a gift certificate to purchase a turkey, then
it is taxable.




PAYROLL INFORMATION

The end of the calendar year is coming to a close, and there are many payroll items that MUST be reviewed to ensure
the payroll reported is accurate:

Employees having the benefit of group term life in excess of $50,000 must have the imputed premium reported on

It is very expensive to request W-2 forms be re-run to correct
It is much easier to make corrections before the last pay run is processed rather than reviewing the

.
their W-2 form. Be sure to use the Paycor code for group term life over $50,000 that is NON-CALCULATING. The
Employee Benefits Office sent out information in May of 2023 with all of the needed information necessary to
process this tax. If you need the information, please contact the employee benefits office at extension 5040. If your
location does not offer the life insurance benefit to employees, this will not apply to you.

+ If your parish had any employees on short term disability, the sick pay paid to an employee directly must also be
processed through payroll and reported on the employee W-2 form.

¢ Please be sure to review all employee personal information, paying special attention to the following: correct
address; spelling of the name of the employee; and the social security number in the payroll system agrees to the
social security number on the 1-9 and W-4.
information.
information after the last pay run has processed and discovering an error.

.

After signing into Paycor, you will see information at the top of the screen with year-end resources.

The W-2 forms will automatically run for your employees after the LAST pay run in December. You do have the
option of holding your books open, so that the W-2 forms do not run after the last pay run. You may only want to
utilize this feature if there is some particular transaction that you need to ensure processed correctly. There is a
deadline to notify Paycor if you would need to choose this option (December 8th).

It is highly

recommended that you read through the resources in their entirety, just to make sure you do not miss anything.

FRAUD TIPS

CONTRIBUTION STATEMENTS
WITHOUT GOODS OR SERVICES EXCHANGED

= When employees separate service from the parish, it is

2024-2025 BUDGET

It

current fiscal year has
just begun, but it is not
too early
preparing the parish
and school budget for
the 2024-2025 fiscal
year.

Year end is just around the corner, and many parishioners
all electronic door locks, alarms, and camera systems. will request contribution statements from the parish. There

Access to parish systems, such as bank accounts, area couple of reminders that are appropriate:
census programs, payroll systems, digital school
records, and computers and networks must also be
revoked. If possible, the combination or key access to
the office or sacristy safe should also be changed.

essential to make sure that their access is cut-off from

The contribution statement must list the date and
amount of EACH contribution made during the year. It
is not permissible to aggregate contributions as one
total. You may send out an acknowledgement with
the total amount contributed, however, the letter must
state that the acknowledgement is not sufficient for tax
purposes, and should not be used to substantiate a
charitable contribution.

There has been an increase in parish or school
checking accounts being compromised. One of the
recommended ways to reduce the risk of this
happening to you would be the use of ACH Positive
Pay AND check positive pay. There is a cost involved
in utilizing these services, but the cost far outweighs
the potential costs of being compromised.

Statements for non-cash contributions should contain
the date the item is donated and a detailed description
of the item(s) donated, but not the value of the item. It
is up to the donor to establish the value of the item.

*  Each statement (both cash and noncash) must contain
the proper IRS wording that no goods or services were
exchanged for the contribution. The parish name and
address should be included.

seems like the

*  The contribution of labor and any contribution that is
directed for the benefit of an individual are NOT
deductible contributions.

to begin

*  Be very careful when stating that contributions are tax

We recommend deductible. It is a best practice to state that

the process of zero-based budgeting. Zero based
budgeting is the process of examining and evaluating
every line item in the budget, not simply adding a
percentage or amount to the amount spent in a
particular category in the previous period. After the
budget had been prepared, it requires review by the
parish finance council. The budget must be set by the
beginning of the fiscal year, which is July 1, 2024.

contributions are deductible to the fullest extent of the
law. Since we do not know an individual’s tax
situation, we do not have knowledge to what extent
their contributions are deductible (if at all).

For information on acknowledgments for contributions
WITH an exchange of goods and services in excess of
$75, see IRS pub.1771.



DISBURSEMENT INFORMATION

EXPENSE DOCUMENTATION

This is a reminder, that ALL expenses must have correct
and complete documentation. This includes credit card
expenses. The credit card statement alone is NOT
sufficient documentation to support payment to the credit
card company. All entries on the credit card statement
from the card issuer MUST have a receipt. The receipt is
required to be attached to the statement. For the receipt
to be acceptable documentation, the date of the
transaction must be shown, and the item(s) purchased.
Summary receipts are not sufficient documentation, the
best practice is to require the detail receipt. If there is an
item on the credit card invoice that does not have a receipt
available (such as an on-going subscription), written
documentation should be attached showing a receipt is
not available, and it should be signed by the person who
authorized the charge. When possible, ongoing and/or
recurring transactions should be downloaded from the
vendor each month.

ELECTRONIC PAYMENT SYSTEMS

It is advised to be extremely careful when selecting and
using electronic payment systems and pay applications.
Many of the apps do not have very many controls
supporting their use and this could lead to a breach of
purchaser information and perhaps attempted attacks on
your system at the parish or school. It is advised you
contact the Diocesan Legal Office before using the
payment systems and pay apps. There are often some
legal documents that must be reviewed. As a reminder
when using payment apps and electronic payment
systems, you have to be compliant with PCI standards
(written proof required), and all payments received MUST
go directly into a parish or school bank account using the
federal tax identification number of the parish or school. It
is NEVER permissible for any parish funds to be
deposited into ANY individual’s bank account. Only the
pastor may set up payment accounts, and he must sign
any agreements. Volunteers are NOT permitted to sign
any agreements or set up any payment account or pay
application without the permission of the pastor.

DESIGNATED
COLLECTIONS

The recording and
disbursement of designated
collections is a fairly
straightforward process if the
i collections coming in and the
disbursement of the funds
are RECONCILED in a
timely manner.

We recommend that
designated collections be reconciled and remitted on at
least a quarterly basis. At the end of a fiscal year, any
collection funds in your bank account that have not
been sent to the appropriate agency MUST be accrued,
and shown as a liability on your balance sheet at year
end.

As part of the end of year procedures, the amount of
collections received MUST EQUAL the collections
forwarded. If an error is made in forwarding collections,
it should be rectified promptly. It is important to review
the designated collection calendar to make sure all
collections are offered, and to follow the instructions on
where to remit the collections. Please be sure to
indicate on the check or clearly in the remittance the
amount to be applied to each collection.

PARISH FINANCE COUNCIL

Each parish finance council is required to meet on at
least a QUARTERLY basis. At the meetings of finance
council, a detailed review of the balance sheet and
income statement should take place, as well as
comparison of the actual amounts to the budgeted
amounts. Significant variances should be investigated.
Cash flow should be examined to make sure cash flow
is sufficient to meet future expenses, and a review of
any significant projects should be undertaken. The role
of the Finance Council is to advise the pastor on
business matters and make recommendations to him.
Membership on the Finance Council is determined by
the pastor, and terms of service should be rotated.

(Before & During ) *
December 2023

Determine which method of electronic filing the parish will utilize and establish parameters.

December 15, 2023

*  Verify all employee information in Paycor is correct so that W-2 forms will be accurate. Carefully
review all Group Term Life reports to ensure the correct amount will be on the W-2 form. Make
sure to enter any 3 party sick pay if applicable.

December 31, 2023

*  Review designated collections received and forwarded, ensure that there is a reconciliation
prepared and the appropriate amount remitted.

January 1, 2024 *

Review employee’s for appropriate minimum wage

January 15, 2024

Dates to Remember

*  Unemployment Compensation and Workers’ Compensation reports due to Minutemen HR, and
payments due to the Diocese of Cleveland.

January 31, 2024

*  Interim financial report for the period July 1, 2023 through December 31, 2023 is due in the
Finance Office on or before January 31, 2024.

*  Filing deadline Form 1099 NEC & MISC; W-2G and Form W-2




