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1) Why a Budget Template?

2) Navigating through the Budget Template

3) Assumptions

4) Schools Participating in School Choice

5) Administrative & School Budgets

6) Reports

7) Budget Submission & Due Date

8) Optional: Monthly Budgeting
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Why Use a Budget Template? 
Optional for FY 2025-26 Budget

Benefits:
a) Includes Archdiocesan chart of accounts and departments as used in the CFS, 

making it easier to compare actual year end performance to submitted budgets.
b) Similar formatting makes it easier for pastors overseeing multiple parishes to 

review budgets and to rollup budgets for a “territory” view.
c) Dollar & percent variances are calculated and lines requiring variance explanations 

will be highlighted, making it easier for budget reviewers to identify areas to focus 
on (Finance Council, Trustees, & Pastor).

d) For those parishes with schools participating in WI School Choice, additional 
prompts will allow for documenting compulsory budget items that are required for 
the Fiscal & Internal Controls Practices Report (FICPR).
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Navigating through the Budget Template

The Table of Contents (TOC) has links to all the 
tabs.  It is a good place to go to find what you 
are looking for.
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On each of the other tabs, there is a link in the 
upper left-hand corner that will bring you back 
to the TOC:



Navigating through the Budget Template
Assumption tabs (yellow)

The assumptions tabs are a place to summarize the assumptions used in the budget.

Some assumptions are not finalized yet, such as for priest compensation.  The 
assumptions pre-populated in the assumptions tab may need to be updated in the 
future.  Once updated in this tab, the assumptions will carry forward in the budget 
calculations.

Note: Wisconsin School Choice tuition amounts will not be finalized until July 2025.  The 
assumptions include the 2024-25 amounts.
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Navigating through the Budget Template
School Choice tabs (green)

• The School Choice tabs include links to the Department of Public Instruction’s 
(DPI’s) website where one may find up-to-date guidance on budget 
requirements.  It is the school’s responsibility to ensure that it is following 
DPI’s latest guidelines.

• Most of these tabs DO NOT link to the budget files.  They are intended to 
guide parish schools participating in WI School Choice through the budget 
requirements.  

• Exception: The “School Choice-Sch 2-2 SNSP” tab DOES link into the “School” budget, 
feeding the number of budgeted SNSP pupils into the tuition revenue calculation.
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Navigating through the Budget Template
Cost Center/Department tabs (red)

The red tabs match the cost centers used on the Confidential Financial Statement (CFS).  
All parishes would use the “Administrative” tab.  The other tabs may or may not be used, 
depending on how the parish handles its budget.
All parishes with a school should break out the school budget on the “School” tab.
The Budget tabs for Cost Centers/Departments also include links to return to the 
assumptions tabs:
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Navigating through the Budget Template
Reports tabs (blue)

• The blue reports tabs include summary views that may be helpful to your 
finance council, trustees, and pastor when they are reviewing the budget 
package.  

• The cover sheet should be printed and signed off by the Pastor, Trustee- 
Treasurer, Trustee – Secretary, and the Finance Council Chair, scanned as a PDF, 
and returned with the budget file to parishfinance@archmil.org 
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Assumptions

1) Assumptions – Archdiocese
2) Assumptions – Parish
3) Assumptions – School Enrollment



Assumptions - Archdiocese
• Assumptions are preliminary at 

this point.  The table is unlocked, 
so budget preparers may make 
updates directly to this tab as 
new information becomes 
available.

• The SRHP plans renew January 
1st; those budgeting by month 
will need to consider how to 
spread out the premium changes 
throughout the year.

10



Assumptions – Parish
General Estimate for Inflation

• The default inflation rate for expenses is 3.00%; however, the parish may 
select the inflation rate it would like to use.  

• This rate will be used in the budget worksheets for the cost centers / 
departments.  The current annualized run rate for most expenses would be 
increased by this inflation amount for a default budget amount.  Note: The 
budget preparer will have the option to change this for individual budget line 
items.
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Assumptions – Parish
Staffing

Fill in the yellow boxes.  Include comments to explain any variances. 12

1

2

3
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Assumptions – School Enrollment
Type of School
All Schools

• From the drop-down box (highlighted in yellow), select “Yes” or “No” to 
indicate whether or not the budget includes an elementary school or a 
secondary school.

• This will calculate the Professional Development fee to be included in the 
budget.
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Assumptions – School Enrollment
Pupil Anticipated Enrollments
All Schools

• Fill in the “B Preliminary Enrollment” counts of pupils.  The values in this column will 
copy over the “C 3rd Friday September Count” and the “D 2nd Friday Jan Count” columns.  
The budget preparer has the option to overwrite these columns if he or she feels the values 
should be different.

• Fill in the “Actual FY 2024-25” pupil counts.
• Include any comments that would help to explain pupil count variances.
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Assumptions – School Enrollment
Pupil Anticipated Enrollments
WI School Choice Only
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Administrative & School Budget tabs

1) FY 2025-26 Budget Summary

2) Administrative Tab - Filling out the budget template

3) Administrative Tab – Budget Assumptions

4) Administrative Tab – Percent & Dollar changes

5) Administrative Tab – Zero Based Budgeting

6) Administrative Tab – Budget & Variance Columns

7) Administrative Tab – Variance Explanation

8) School Tab – School Choice Tuition calculation



FY 2025-26 Budget Summary
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• On the FY 2025-26 Budget Summary tab, please fill out all the yellow cells. By entering your parish 
code, the following will auto-populate: your parish name, city, county and deanery.

• Enter in your name, title, email, phone number and pastor name on the left side.
• Finally, change the “Month of Financial Data” cell to whatever month your data is through. i.e. If you 

have year to date financials through December 2024, make sure the drop down says 12 Dec.  Note 
that you might change this during the budget process.  If you are starting in January, you might only 
have data through December 2024.  However, if you do a refresh in March, you may have February 
2025 data.



Administrative tab – filling out the budget template
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When you first come to the Administrative Tab you will find several columns.  
1. The first column is for the previous years data. You can copy this data from the “Data 

Entry” tab of the 2024 CFS.
2. The second column is for your year-to-date financial data. The column header says 

through January and can be changed by changing the month in cell G-9 of the FY 2025-
26 Budget Summary tab.

3. The third column is the annualized amount based on your year-to-date month entered. 
For example, if you had $100,000 through January 2025 for envelope income your 
annualized amount would be $100,000/7 months * 12 months = $171,429
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Administrative tab – Budget Assumptions
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4. The fourth column is the standard budget assumption percentage. For all income 
accounts it is presumed to be 0% while for expenses its 3% for inflation. For expenses, the 
amount of 3% can be changed in cell C-6 on the “Assumptions – Parish” tab.
5. The fifth column is a drop down so the assumption calculation can be changed depending 
on the circumstance. You can change it to calculate the 2025-26 budget amount based on a 
change of percentage or amount.
6. The three columns to the right of the assumption drop down are so you can enter 
different assumptions percentages or amounts to adjust the 2025-26 budget amount. 
Examples are shown on the next slide.
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Administrative tab – Percent & Dollar Changes
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When changing the budget assumption to “Enter Manual % Change”, it will now take your 
annualized amount and add 3% to it for your FY 2025-26 budget amount. You will also notice 
that when changing the budget assumption, it will highlight the cell based on the drop-down 
selection as well as the notes column for context as to why the amount was chosen.

If entering a dollar value is easier than a percent all you need to do is change the budget 
assumption to “Enter Manual $ Change” and enter in a dollar value in the “$ Change, if not 
Standard” column. Again, the notes column will highlight for context regarding the change.



Administrative tab – Zero Based Budgeting
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If you want to disregard prior year data and enter your own amount that is another option. 
Change the budget assumption cell to “Enter $ Amt – Zero Based” and then you can enter 
whatever amount you want in the column “$ Amt for Zero Based Budget”. In our example St. 
Adelina entered $176,000 which became the amount for the FY 2025-26 Budget.



Administrative tab – Budget & Variance Columns
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7. The FY 2025-26 Budget Column will show the calculated amount based on the assumption 
chosen.

8. The next column is the calculation of the change between the annualized amount and the 
2025-26 budget amount. 

9. The last column is the total percent change between the annualized amount and the 2025-
26 budget amount. 

The various change calculations help give context for how much of a change is being made.
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Administrative tab – Variance Explanation
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Variance Explanation – Whenever there is a variance more than $7,500 and 5% in the 2025-26 budget 
compared to the 2024-25 annualized amount the column “Is a Variance Explanation Required” will light up 
red and the column “Variance Explanation” will highlight yellow. This is because the change is greater than 
the set threshold. Whenever this is highlighted the parish or school will need to enter in additional 
context for why there was a drastic change.

For example: St Adelina will be adding an extra full-time employee in the 2025-26 fiscal year. Due to this 
there will be $50,000 extra added to the budget. Since this was a $50,000 and 29.2% change there will be 
a variance explanation required. The comment to explain the variance was “Added 1 extra FTE at Parish”



School tab – Tuition Calculation (School Choice)
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• When calculating an amount for PSCP students on the budget you will want to start on the 
“Assumptions – School Enrollment” tab and enter in the Preliminary Enrollment in column B. 
This number is what will be used to calculate the PSCP amount on the School Tab of the 2025-
26 budget template.



School tab – Tuition Calculation (School Choice)
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• In this example, The $758,562 was calculated on the 
“School Choice tuition Calc” tab based on the number 
of students entered on the “Assumptions – School 
Enrollment” tab. The voucher amounts come from the 
“Assumptions – Arch” tab.

• Please Note: The 2025-26 school choice voucher 
amounts won't be released until summer 2025. Using 
last years voucher amount is recommended.



Budget Template - Reporting

1) FY 2025-26 Budget Summary

2) Consolidated Parish Report
3) Consolidated Budget Report

4) Finance Council Summary

5) Budget Cover Sheet



FY 2025-26 Budget Summary - Reporting

• After filling out the budget, the FY 2025-26 
Budget Summary tab will summarize the 
key parts of your budget. This includes all 
the parish departments, school and 
restricted funds. 

• The amount that will be submitted as the 
FY 2025-26 budgeted amount is the 
consolidated parish net operating income - 
capital expenditures + school net 
operating income - school capital 
expenditures.

• Please Note: if your parish or school 
depreciates, capital expenditures should 
be zero dollars.
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Budget Template Reporting – Consolidated Parish
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• After filing out the budget tabs for the parish (this includes the Sacred Life & Worship, Christian 
Formation, Social Ministry, Administrative, Buildings & Grounds and Other classes/departments), 
they will sum on the Consolidated Parish tab.

• This tab will allow you to have a summary of all the parish classes/departments without the school 
and restricted funds.



Budget Template Reporting – Consolidated Budget
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• After filing out every budget tab the consolidated budget tab will be fully populated. (this includes 
the consolidated parish, school and restricted budget tabs)

• This tab can be used to see the overall impact of the budget for the parish & school.



Budget Template Reporting – Finance Council Summary
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• Once you have entered your 
data on any of the budget 
tabs the finance council 
summary tab will summarize 
it by tab.

• Here is the summary of the 
Administrative Tab. It has a 
column for the previous 
fiscal year, year to date 
amount, annualized amount, 
FY 2025-26 budget amount 
as well as the dollar and 
percent change.



Budget Template Reporting – Finance Council Summary
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• The summaries provided are 
recommended to be given to 
the Finance Council at the 
parish.

• There is a summary for every 
tab.



Budget Template Reporting – Cover Sheet
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• After completing the 2025-26 Budget 
and Finance Council has approved it, 
please print out the FY 2025-26 Budget 
Cover Sheet and have the Pastor, 
Trustees and Finance Council Chair sign 
off on it.

• It is important to not print off the Cover 
Sheet before it has been completed 
because the amounts on it come from 
the 2025-26 Budget Summary Tab and its 
important that the signed cover sheet 
agrees to this tab.



Budget Submission & Due Date
Budgets are due June 1st and may be emailed to parishfinance@archmil.org 
In the subject line, include the three-digit parish code, parish name, parish city, 
and ‘FY 2025-26 Budget.  
For example: A99 St Adelina Milwaukee – FY 2025-26 Budget
Include these four attachments:
1) PDF of signed cover letter
2) Budget template file in Excel format
3) Copy of the most recent Income Statement, preferably tying to the date of 

financial data selected on the “FY 2025-26 Budget Summary” tab
4) Copy of the most recent Balance Sheet, preferably tying to the date of 

financial data selected on the “FY 2025-26 Budget Summary” tab
33
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Deficit Budget Submission
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• If your parish is reporting a 
deficit budget the three deficit 
budget questions will highlight 
yellow on the “FY 2025-26 
Budget Summary” tab.

• These questions are supposed 
to help the parish resolve the 
deficit situation in the future.

• Please provide concrete steps 
the parish / school will take to 
recover from the deficit 
situation.



Optional – Monthly Budgeting
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Optional – Monthly Budget Allocations
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• The 2025-26 budget template also includes an option to budget month to month once you 
have the yearly amount set based on monthly allocation options set by the parish.

• To access the monthly budget allocation section, scroll to the right to column T on every 
budget input tab.

• In the example above all the options are currently dividing the entire years amount by 12. In 
the Monthly Allocation column there is a drop-down list that will allow you to select either 
preset allocations or custom allocation you can create on the “Optional – Monthly Allocation” 
Tab



Optional – Monthly Budget Allocations
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• There are three preset 
options: Even over 12 
months, Quarterly, and 
School Choice. 

• You may add additional 
allocation options on the 
“Optional – Monthly 
Allocations” tab



Optional – Monthly Allocations

38

• On the “”Optional – Monthly Allocations” tab you can create custom allocations for monthly 
budgeting. The example above is for Envelope & Offertory Income. Since we know that December is 
the highest month for Envelope & Offertory collections we have a higher collection percentage for 
that month over the rest. We also know summer months have lower collections so the percentages 
for those months are the lowest.

• Since every parish is different you will be able to create scenarios based off your collection history 
and have different monthly allocation options for various income and expense accounts.



Optional – Monthly Budget Allocations

39

• Once your monthly budget allocation is set up, you can change the drop down to the monthly 
allocation that was created. 

• This customization will allow the parish to better understand when funds will be coming in and 
going out. For example: since School Choice funds come in 4 installments in September, 
November, February and May there is a special allocation for those funds. This will be helpful 
when you view a YTD budget vs actual throughout the year. The budgeted amount will then 
show what you would have expected to collect so far rather than just 1/12 of the amount 
every month.



Optional – Monthly Allocations - Total
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• When creating monthly allocations, it is important to ensure the total between all the months is 
100%. Column P on the “Optional – Monthly Allocations” tab has a message that says 
“Percentages Correct” if the total is 100% and “Check % to have Total = 100%” if it does not equal 
100%.

• Please note: If a monthly allocation does not total 100% it will not show up as a monthly 
allocation option on any of the budget tabs.



Questions and Comments 
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Parish & School Financial Consulting Team Contact Information
General Inquiries: ParishFinance@archmil.org

Christopher Brown, Treasurer/Chief Financial Officer                                                                         
Email: brownc@archmil.org                                                                                                         
Phone Number: 414-769-3325

Rob Kratoska, CPA, CMA – Director of Parish & School Financial Consulting
Email: kratoskar@archmil.org
Phone Number: 414-769-3377

Michael Waddell – Parish & School Finance Consultant
Email: waddellm@archmil.org
Phone Number: 414-769-3335

Dawn Thiele - Parish & School Finance Consultant
Email: thieled@archmil.org
Phone Number: 414-769-3336 42
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