WORKSHEET FOR CALCULATION OF DIOCESAN ESTIMATE FORM
FOR YEAR 2012
ADOBE FILL-IN PDF FORM INSTRUCTIONS

For 2012, the Finance Office is introducing the assessment estimate form in a new fill-in pdf format.  We are excited about this change and the potential time and postage savings it will make for parishes.  Below you will find instructions and helpful hints about using the form.

General Information 

Data can only be entered in the shaded areas of the form.  These areas include the header area (Parish #, City and Parish name), the 4 lines under Step 1 to compute the NOE (Normal Operating Expenses), Box C, the parish’s annual support commitment (the amount of assessment you estimate for the year 2012), and the footer area (prepared by, contact information and date).  
Calculations are included in the non-shared areas, and cannot be overridden.  
Use of Buttons
The fill-in form includes 3 buttons:  RESET, RECALCULATE, and SUBMIT. Buttons are part of the magic of the Adobe fill-in forms.  

RESET

If you click on the RESET button, all lines in the main body of the form (other than the header and footer areas) are zeroed out.  If you want to test the operation of the form, or want to start entering all the numbers again, use this button.
RECALCULATE

If you click on the recalculate button, the numbers in Steps 2 and 3 will be recalculated. 

 Let’s say you just want to correct the amount of assessment expense in Step 1.  Enter the new number and the amount in Box A will update. However, the assessment amounts in Step 2 will not recalculate, unless you click on the recalculate button.    Once the amounts in lines a. – d. are recalculated, then you can re-enter the corrected amount in Box C.
SUBMIT
Once you have completed entering information in the form, click the SUBMIT button to e-mail the form directly to Brenda Koenig in the Finance Office.  Please print a copy for your records.  

It’s that quick and easy!  Please give the form a try and send us your feedback.  I hope you will like using it as much as I liked putting it together for you!
