Excel Spreadsheet Instructions
For the July 1, 2007 - June 30, 2008
Parish Annual Financial Report

How to Access the Excel Spreadsheet File

Go to the Diocese of Grand Rapids websitenatv.dioceseofgrandrapids.grglick on Finance &Administration click

on Parish Accounting Servicgslick on Annual Financial Report Formnder theParish 2008 Annual Financial Report
heading. IrFile Downloadprompt, choos&aveand then save it into a file folder of your choice. Enter correct data int
the following worksheetdNOTE: The numbers entered into all but the first and last two workshést' ‘thouldexactly
reflect the numbers in the parish’s revenues and expenses statantebédance sheet for FY 2008):

Overview of Worksheet Tabs
The Excel spreadsheet includes the following worksheet “tabs” at tloerbottthe screen:

- Cover (Includes the representation letter) - Parish Receipts and Expenditures Summary
- Church Receipts - Balance Sheet

- Church Expenditures - Bank Accounts

- Religious Education Receipts - Parish and Parish Organizations

- Religious Education Expenditures - Demographics

- School Receipts - Attachments (NOTE: this is a new page)

- School Expenditures

Cover tab (3 pages)
Enter parish name, city, contact name, contact phone # and e-mail address. Csigplated mail as indicated below.

Worksheet tabs

Click on the appropriate tab (Church Receipts, Church Expenditures net@hter figures in the cells, using decimals;
the figures entered will round to the nearest dollar. Totalscalitiulate automatically and transfer to the Parish Receipts
and Expenditures Summary tab.

Parish Receipts and Expenditures Summary tab
The Excess Receipts (Expenditures) total in cell F25 must exactly aglethe parish’s general ledger.
NOTE: A proof of the change in fund balance has been added this year (see page 1afitial Report).

Balance Sheet tab (2 pages)
Enter figures in the appropriate cells. Totals will calculateraatically. Note — accumulated depreciation account
balances should be entered as negative numbers.

Bank Accounts/Authorized Signers tab
Enter the information requested for all pargstd parish organization accounts at commercial banks. Provide copies of the
June 30, 2008 bank statements and bank reconciliations for all accounts listed.

Demographics tab
Enter figures in the appropriate cells. Definitions are provided at thenibof the page.

Attachments tab
This is a NEW part of the report- copies of documents as listed must bdtsdidmiaccompany the Financial Report.

Printing Instructions
Margins for all worksheet tabs should be set as follows: top .50; bottomft60teright .50. If you want to print the
entire report for your file, go tBile; selectPrint; underPrint What selectEntire Workbook

Report submission (due August 15, 2008)
Send completed report via e-mail to: mgarcia@dioceseofgrandrapids.org

The three signed and completed “Cover” pages and copies as required otidblkmants” page must be submitted in
one of the forms listed on the “Attachments” page, page 21, to the attentioreoMisia Serra Garcia, F.S.E.



