Diocese of Ohio

POLICY REGARDING PAYMENTS TO THE DIOCESE 

Effective September 1, 2009
(Revised May 1, 2010)

We currently use an electronic scanner to process checks, which is more timely and cost effective in processing receipts.

General Rules

· We don’t accept CASH.  Please do not send cash to the Diocese office.  If you take a special collection, please deposit the proceeds and send a check to our office.  Handling of cash increases the opportunity for mishandling, loss or theft. 
· Although we will continue to accept registration fees at events, we would prefer to receive these payments in advance.  Please ensure that fees are sent directly to us, or paid by credit card or PayPal, in advance of the event, if at all possible.

· Parishes collect certain amounts as fiscal agents.  These types of payments include Good Friday offerings, Episcopal Relief and Development donations, United Thank Offerings, etc.  Refer to the section – Fiscal Agent receipts for more information on where to send these payments.

· In general, all checks should be sent directly to our office at the address shown below.  
· Please do not give checks to Diocese staff visiting the parish, including bishops.  Good business practices limit the access to and handling of cash (including checks).
· All checks should be made payable to The Diocese of Ohio.  Use the memo area to describe the reason for the payment, such as Bishop’s Annual Appeal, Bishop’s Discretionary Fund, name of event, etc.  See also the section –Exceptions.
· Attach all appropriate documentation to your payment, such as top section of an invoice, pledge card, reminder notice, 2 cents a meal remittance, etc.  The correct documentation will allow us to process your payment correctly and timely.

· Do not make checks payable to an employee of the Diocese, name of a designated donee (such as World Hunger Fund) or the name of a particular fund of the Diocese, such as the Bishop’s Discretionary Fund.  Fund names, including Bishop’s Discretionary Fund, ECSF,  etc. should be noted on the memo line on the check.
Address:



The Diocese of Ohio-Finance Office

2230 Euclid Avenue


Cleveland, OH 44115
 

Types of payments to be sent to the Diocesan office
· Assessments, including current year, prior year, reconciliations
· Gifts toward fund-raising appeals or general donations

· ECSF

· Bishop’s Discretionary Fund

· Bishop’s Annual Appeal
· Two cents a meal (paid to the Hunger Network of Ohio)

· Accounts Receivable (payments billed to parish from Diocese)
· Loan payments

· Parish audit fees

· Background check fees

· Event registrations (examples listed below)

· Winter Convocation
· Diocesan Convention

· Bishop’s Winter Gathering

· Clergy Advent Retreat

· BACAM

· Youth events

· Lay Professional Day

· Clergy Conference

· Peace and Justice workshops

· All diocesan-sponsored workshops (stewardship, congregational development, etc.)

Exceptions

Please take note of the following exceptions to the general policies: 

· Joint Investment Fund additions

Send these checks to the following address:


The Diocese of Ohio


Attention: Susan M. Leishman, Chief Financial Officer 

2230 Euclid Avenue


Cleveland, OH 44115



Please make check payable to the Joint Investment Fund.
If you have multiple funds in the Joint Investment Fund, please include the account number or fund name for the addition.

· Trinity Commons Books & Gifts payments on account 
Send these checks to the following address:

Trinity Commons Books & Gifts
2230 Euclid Avenue

Cleveland, OH 44115

Fiscal Agent receipts
Please send any of the following amounts you have received to the listed agency:

· United Thank Offering

Send check to your ECW deanery representative or directly to:


Mrs. Susan Lau, UTO Coordinator

585 King Beach Road

Howard, OH 43028-9255



Please make the check payable to United Thank Offering.

· Episcopal Relief and Development (designated and undesignated gifts)
Send check directly to the following address:


Episcopal Relief and Development


PO Box 7058

Merrifield, VA 22116-2058

Include any gift designation, such as Tsunami Relief, on the memo line.

Please make the check payable to Episcopal Relief and Development.

Donations can also be made by phone at (800) 334-7626, ext. 5129 or by credit card online at http://www.er-d.org.  Episcopal Relief and Development accepts stock gifts and participates in a matching gift program.  Please contact ER&D directly for more details.  The web site contains more information about current programs and areas in urgent need.
· Good Friday Offerings

Good Friday offerings support the work of the Diocese of Jerusalem.  Gifts for this ongoing and important work should be sent to:


Make your check payable to Domestic and Foreign Missionary Society, write Good Friday Offering on the "Memo" line of the check, and send it to:
Domestic and Foreign Missionary Society
Good Friday Offering
P.O. Box 12095
Newark, NJ 07101
Good Friday Offering resources can be found at:

 http://www.episcopalchurch.org/110049_ENG_HTM.htm
