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FISCAL YEAR BUDGET
Internal Audit Contact Parishes are required to develop a budget for the fiscal year. A
. properly developed budget will provide the Pastor, Finance Council,
Information and Business Office of the parish a framework that guides the proper

stewardship of parish financials, and ensure parishes have proper

Visit the Internal Audit webpage cash flow for ministerial needs.

for more Newsletters and other = Budget process requires multi-person involvement.

useful items/tools: = Pastors, parochial vicars, Business Managers, Principals, Department Heads,

Ministry Leaders, Trustees, and parish Finance Councils should be consulted in the

formation of a parish wide budget.

Internal Audit Website L . - . L
- = A properly maintained budget allows parishes to remain financially disciplined and

in control of the parish finances, allows for the parish to establish short- and long-
term goals, develop actionable plans, focus on growth, and performance evaluation

Please contact the DOB Audit of personnel and business processes for areas of improvement.

team if you have any questions.

(716) 847-5572

Budget Preparation Timeline

= Current Fiscal Year Budget must be reviewed monthly against actual revenue and
income by the Pastor, Business Manager, Trustee, and Finance Council members
to ensure the parish is within established spending limits.

= Parish leaders must update the annual budget as required throughout the year to
ensure the parish is not relying on parish savings to manage operations due to a
deficit budget.

= Budget updates must only be done to update for the inclusion of added fundraisers,
unexpected large donations or bequests, less or more profit than projected,
unexpected repairs etc.

= Budget updates should be discussed at quarterly finance meetings, and any
changes are directed by the Pastor as advised by the Finance Council. Any
changes to the budget must be documented and be signed by the Finance Council
Chair and the Pastor.

= Parish leadership teams must develop a plan for any surplus as the fiscal year draws to a close. The plan for the surplus
must be communicated to the parishioners through the bulletin. Example uses of a surplus include:

Reinvestment in the ministry of the parish by expanding in-reach and outreach programs.

Reduce financial obligations and reduce debt.

Build an operating reserve to protect against funding gaps, downturns in the economy or unexpected costs/repairs.
Invest in marketing and communications to strengthen and improve donor engagement and fundraising effectiveness.
Upgrade technology and other infrastructure.

Provide Staff Incentives within DOB guidelines.

= Budget preparation for the next fiscal year should ideally start in March, as the parish will have six months of actual data to
start the process. Budgets can then be refined at nine-, and 11-month points of the year, so the Finance Council, Pastor, and
Trustees can approve the fiscal year budget.

= Parish and school budgeting guides are available on the Internal Audit page of the Diocesan website — next to the annual
report downloads.

Parish Financial Report (One or Multiple Cemeteries) Parish Budget Preparation Instructions
Elementary School Financial Report School Budget Preparation Instructions
Regional School Financial Report Salaries & Benefits Worksheet

Parish and School Attestation Letter Tuition Worksheet

Regional School Attestation Letter Fundraising Worksheet
Parish/School Internal Control Self Assessment
Regional School Internal Control Self Assessment


https://www.buffalodiocese.org/internal-audit/
https://www.buffalodiocese.org/internal-audit/

PDS Ledger Budget Tools, continued

Road to Renewal Resources

Additional budgeting resources and presentations have been provided by the Road to Renewal Team. These resources can
be found on the Road to Renewal Resource Page. For more information regarding these resources contact a member of
the Renewal Team.

o Efficiency is Stewardship

Budget Processes — PDS Ledger

There are multiple ways to complete a budget within PDS Ledger. Parishes may use one or any combination of tools to
complete their budget entry into PDS Ledger.

Properly entering your budget into PDS Ledger will allow reports to be printed with budget comparison. This comparison
must be provided to the Finance Council in their reporting. The entered budget will also appear in the far-right column in the
annual report worksheet; which is used for completing the Parish Annual Financial Report.

Computer Services has developed several helpful videos on the PDS Ledger Budget Process. Links to those videos are
provided (below) under the descriptions of each type of budget process. These videos can also be found directly on the
Computer Services page of the Buffalo Diocesan website.

Manual Entry
o Navigation to the Manual entry is through the Chart of Accounts within PDS Ledger.

o Allows for full year, quarterly or monthly input of budget numbers. Quarterly and annual entries will be evenly allocated
to subordinate fields.

o Can only add/modify one GL code at a time.
o Individual Account Budget Entry Process Help Video
Budget Wizard

o Use budget or actual for current or prior year to calculate future year budget numbers.

o Can keep the budget the same, or increase/decrease based on a percentage basis.
o Has the ability to update all accounts, a select number of accounts, only revenue, or only expense accounts.

o Budget Wizard Process Help Video

Simple Import/Export Budget Report
o Exports Chart of Accounts as an Excel Workbook, with all general ledger accounts listed on one worksheet.
o Shows two years of actual and budget values.
o Allows for updating one or several accounts at the same time.
o Can use Excel formulas to calculate final budget numbers.
o Can only be used to update annual values, amounts will be allocated evenly across quarters and months.

o Simple Budget Report Help Video

Detailed Import/Export Budget Report
o Exports Chart of Accounts as an Excel Workbook, with each general ledger account listed on separate worksheets.

o Two years of actuals and budgets are broken down on a monthly basis, and a proposed budget can be entered on a
month-by-month basis. You may also enter a total value for a particular GL code, and it will allocate evenly across the
twelve months of the fiscal year period.

o Provides a section on each worksheet for justification. This section may be used by business manager to reflect
changes in the approved budget, department or ministry head to substantiation budget request.

o Provides lines for prepared by and approved by fields for internal controls and approved budget changes.

o Detailed Import/Export Budget Report Hep Video

**Please note, parishes that use multiple budget tools must be careful that they do not override values already entered into PDS
Ledger for a budget. Always create a backup before making any major alterations to PDS Ledger in the event the outcome of the
change is not desirable. For more information or assistance on the budget options with PDS Ledger, please feel free to contact a
member of the Internal Audit or Computer Services department.
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https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Froadtorenewal.org%2Fwp-content%2Fuploads%2F2026%2F07%2FEfficiency-Is-Stewardship-Priest-Training-June-24-2026.pptx&wdOrigin=BROWSELINK
https://www.buffalodiocese.org/wp-content/uploads/2023/03/Using-Budget-Screen-for-Individual-Accounts-in-Chart-of-Accounts-area-Recorded-06-23-2023.mp4
https://www.buffalodiocese.org/wp-content/uploads/2023/03/Bulk-Updating-using-Budget-Wizard-Enter-Budgets-Recorded-05-30-2023.mp4
https://www.buffalodiocese.org/wp-content/uploads/2023/03/Using-Simple-Budget-Reports-with-Excel-File-Editing-Recorded-06-02-2023.mp4
https://www.buffalodiocese.org/wp-content/uploads/2023/03/Using-Spreadsheet-Budget-Reports-with-Excel-File-Editing-Recorded-06-14-2023.mp4

