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Introduction from Tom Mertens 
 

We are providing this manual to assist you and your team as you navigate this unprecedented time of 
crisis and provide guidance as it relates to the government programs available to your parish/school 
under the CARES Act and how to account for them.  The manual focuses on three government programs 
available to parishes/schools as well as the Minnesota Catholic Relief Fund initiated by the Catholic 
Community Foundation.  

The SBA is providing two types of loans which are available to parishes and schools with the Paycheck 
Protection Program Loan providing a significant amount of debt forgiveness if cash is spent on specific 
expenses.  I would strongly encourage those entities who receive funding under this program, to set 
aside the cash required to repay the unforgiven portion of the loan and repay the loan as soon as 
possible after the approval has been received related to the forgiven portion.   

The Archdiocese continues to monitor the current situation and the financial impact on parishes and 
schools.  We have provided parishes with a 25% discount on assessment for fourth quarter 2020, as well 
as a 50% discount on general insurance for the same quarter.   

Many are asking how the SBA PPP loan forgiveness will affect the assessment.  At this time we are in the 
process of considering options and have not made any decisions regarding how or if the assessment will 
be impacted as a result of the Paycheck Protection Program.  As the parishes rely on plate and envelope 
income to provide their ministries, the Archdiocese relies on assessments to support our services and 
ministries.  The SBA loans will assist parishes and schools with the financial impact felt from the crisis 
and serve to compensate for the loss of plate and envelope income. 

I hope that you find this manual helpful and useful and thank you for all that you do for this local 
Church. 
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CARES Act 

 
Paycheck Protection Program (PPP) 
The Paycheck Protection Program is a loan program that originated from the Coronavirus Aid, Relief, and 
Economic Security (CARES) Act. This is a nearly $350-billion program intended to provide American small 
businesses and nonprofits with eight weeks of cash-flow assistance through 100 percent federally 
guaranteed loans. The loans are backed by the Small Business Administration (SBA). 

At least 60%1 of the PPP loan is required to be used to fund payroll and employee benefits costs. 

The remaining amount can be spent on mortgage (or other debt) interest payments, rent and lease 
payments, and utilities. 

Payroll costs under the PPP program include: 

• Salary and wages (capped at $100,000 on an annualized basis for each employee) 

• Employee benefits including costs for vacation, parental, family, medical, or sick leave allowance 
for separation or dismissal; payments required for the provisions of group health care benefits 
including insurance premiums; and payment of any retirement benefit 

• State and local taxes assessed on compensation 

Most payroll costs are covered. However, payments made to independent contractors are not covered.  
This includes checks issued from Accounts Payable to Extra Clergy, Musicians, Cantors, etc.   

You’ll need to provide payroll/bookkeeping records to prove your payroll expenses. 

That could include: 

• Payroll processor records 

• Payroll tax filings 

• Payroll tax forms from 2019 (Forms 941, 940 and W-3) 

• Form 1099-MISC records 

In the 8 weeks or 24 weeks2 following your loan 
signing date, all expenses related to the following 
may be forgiven: 

• Payroll—salary, wage, vacation, parental, 
family, medical, or sick leave, health benefits 

                                                           
1 Updated in June 2020 
2 SBA Paycheck Protection Program 

Please keep in mind this 
information is changing rapidly and 
is based on our current 
understanding of the programs. It 
can and likely will change. We will 
be monitoring and updating this as 
new information becomes available. 

 

https://www.sba.gov/funding-programs/loans/coronavirus-relief-options/paycheck-protection-program
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• Mortgage (or other debt) interest—as long as the mortgage was signed before February 15, 
2020 

• Rent—as long as the lease agreement was in effect before February 15, 2020 

• Utilities—as long as service began before February 15, 2020 

Proper records and receipts proving parish/school expenses during the loan period will be required. 
Parishes/Schools will also need to have spent at least 60% of the loan on payroll in order to qualify for 
loan forgiveness. 

The lender must make a decision within 60 days of the forgiveness application submission. 

See Reporting Paycheck Protection Program (PPP) in ParishSOFT Accounting on page Error! Bookmark 
not defined. for instructions on preparing a custom report that may be provided to your lender. 

The amount that may be forgiven will be reduced… 

• In proportion to any reduction in the number of employees  

• If any employee wages were reduced by more than 25% 

If the parish/school rehires employees that were previously laid off at the beginning of the period, or 
restores any decreases in wage or salary that were made at the beginning of the period, there will not 
be a penalty for having a reduction in employees or wages, as long 
as this is completed by December 31, 2020. 

  

The purpose of the 
Paycheck Protection 
Program is to protect 
paychecks. Parishes/Schools 
must commit to 
maintaining an average 
monthly number of full-
time equivalent (FTE) 
employees equal or above 
the average monthly 
number of full-time 
equivalent employees 
during the previous one- 
year period. 
Parishes/Schools must 
spend at least 60% of the 
loan funds on payroll. 



 

06/24/2020  Page 6 
 

Recording Paycheck Protection Program (PPP)  
 

Parishes who receive funds from the Small Business Administration (SBA) under the Paycheck Protection 
Program (PPP) must record the loan and the forgivable portion in the following manner: 

 

The Archdiocesan auditing partners are recommending that parishes/schools wait to file a loan 
forgiveness application with their financial institution until clarifications of the new law are published. 

Additional instructions for recording loan forgiveness will be published upon finalization of SBA rules for 
forgiveness and finalized loan forgiveness application. 

  

                                                           
3 Maximum PPP Loan Amount is $10m. 

Chart of 
Account # 

Description Debit Credit 

 
Loan proceeds are received at the parish under the SBA backed financial institution for the Paycheck 
Protection Program (PPP)3: 
1000 Cash 100,000  
2401.00P or 
2401.00S 

PPP Loan  100,000 

 
The proceeds of the loan are then used for payroll (at least 60%), utilities, rent and mortgage interest 
(no more than 40% combined) over the course of the next eight weeks.   
5000-6999 Expense Accounts 100,000  
1000 Cash  100,000 
 
Each month, the parish books the estimated interest expense on the total loan amount.  All PPP 
Loans, regardless of financial institution, charge a 1% interest rate.  The parish estimates the monthly 
interest expense: 
 
Total loan x 1% ÷ 365 (days) x number of days in period 
 
For example, if the loan was 100,000 and there were 30 days in the period. 
 
$100,000 x 1% ÷ 365  x 30 = $82.19 
6230 Interest Expense 82.19  
2110 Accrued Liabilities (sub-account is optional)  82.19 
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Economic Injury Disaster Loan (EIDL) Program 
 

The Economic Injury Disaster Loan (EIDL) Program can provide up to $2 million of financial assistance 
(actual loan amounts are based on amount of economic injury) to small businesses or private, non-profit 
organizations that suffer substantial economic injury as a result of the declared disaster, regardless of 
whether the applicant sustained physical damage. 
 
An EIDL can help you meet necessary financial obligations that your parish/school could have met had 
the disaster not occurred. It provides relief from economic injury caused directly by the disaster and 
permits you to maintain a reasonable working capital position during the period affected by the disaster. 
EIDLs do not replace lost sales or revenue. 

The SBA can provide up to $2 million in disaster assistance to a business. The $2 million loan cap 
includes both physical disaster loans and EIDLs. There are no upfront fees or early payment penalties 
charged by SBA. The repayment term will be determined by your ability to repay the loan. 

EIDL Emergency Advance/Grant 
An additional $10 billion was allotted through the CARES Act to pay SBA EIDL applicants an advance on 
their loans. With best guesses for the SBA processing time ranging from 90 days to several months, this 
is evidently a response to how slowly the SBA has been able to process these applications. This injection 
aims to help small businesses bridge the critical time spent waiting for a final decision on their loan. 

If you get an SBA loan under the Payment Protection Act and are eligible for loan forgiveness, this grant 
will reduce the amount eligible for forgiveness. 

Recording Economic Injury Disaster Loan (EIDL) Emergency Advance/Grant 

  

                                                           
4 SBA Emergency Grant can be up to $10,000. 

Chart of 
Account # 

Description Debit Credit 

 
The parish applies for the Economic Injury Disaster Loan (EIDL) through the Small Business 
Administration (SBA) directly.  The parish applies for a $40,000 EIDL loan, and requests the Emergency 
Advance/Grant of $10,000.  The parish received the emergency grant. 
 
The parish applied for and received a $10,0004 Emergency Advance/Grant when applying for the SBA 
EIDL loan.  The SBA Emergency Advance/Grant is not included in the loan calculation (below), as it is 
not required to be paid back to the SBA, and is recorded as Income. 
1000 Cash 10,000  
4382.00GO or 
4382.00ES 

SBA EIDL Emergency Advance/Grant  10,000 

https://bench.co/blog/operations/cares-act/
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Recording Economic Injury Disaster Loan (EIDL)  
Parishes who receive funds from the Small Business Administration (SBA) under the Economic Injury 
Disaster Loan (EIDL) must record the (non-forgivable) loan and optional emergency advance/grant of up 
to $10,000 in the following manner: 

  

                                                           
5 Maximum EIDL Loan Amount is $2m. 

Chart of 
Account # 

Description Debit Credit 

 
The parish applies for the Economic Injury Disaster Loan (EIDL) through the Small Business 
Administration (SBA) directly.  The parish applies for a $40,000 EIDL loan, and requests the Emergency 
Advance/Grant of $10,000.  The parish received both the loan and emergency grant. 
 
 
Loan proceeds are received from the Small Business Administration (SBA) at the parish for the  
Economic Injury Disaster Loan (EIDL)5: 
1000 Cash 40,000  
2403.00P or 
2403.00S 

SBA Economic Injury Disaster Loan (EIDL)  40,000 

 
The proceeds of the loan and emergency grant are then used for parish expenses.   
NOTE:  If the parish applies for and receives the Paycheck Protection Program (PPP) loan in addition to 
the EIDL loan, the proceeds of the loan MAY NOT be used for the same purpose (i.e. Payroll). 
5000-6999 Expense Accounts 50,000  
1000 Cash  50,000 
 
The Parish/School issues monthly payments for 30 years to the SBA to repay the remaining $40,000. 
1000 Cash  128.74 
6230.00GO Interest Exp 33.33  
2403.00P or 
2403.00S 

SBA Economic Injury Disaster Loan (EIDL) 95.41  

 
Each year the current portion of the long-term debt should be reclassified for reporting purposes.  
Referring to the loan amortization schedule to determine the breakdown of the principal and interest 
amount for each payment, the parish calculates the next fiscal year’s principal on the loan will be 
$1,160.73  Entry is made on the first day of the fiscal year. 
2403.00P or 
2403.00S 

SBA Economic Injury Disaster Loan (EIDL) 
(Principal) 

1,160.73  

2203.00P or 
2203.00S  

Note Payable – Short Term 
Loan Balance (Short Term Portion of Long 
Term Debt) 

 1,160.73 
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The parish chooses to pay off the loan 10 years early, contacts the SBA to calculate the final principal 
and interest payment.    Four months have already been moved to the Short Term Note Payable 
account. When the loan is paid off, the balance in the loan payable account(s) will be zero. 
6230 Interest Expense 50.31  
2203.00P or 
2203.00S 

Note Payable – Short Term 
Loan Balance (Short Term Portion of Long 
Term Debt) 

464.31  

2403.00P or 
2403.00S 

SBA Economic Injury Disaster Loan (EIDL) 
(Principal) 

14,802.26  

1000 Cash  15,316.88 
 
Activity will close out to 3000 Unrestricted Net Assets automatically at end of fiscal year. 
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Employee Retention Tax Credit 
The Employee Retention Tax Credit provision allows eligible employers a fully refundable tax credit 
equal to 50 percent of qualified wages. 

Note: The program has specific rules for qualified wages and eligibility. The Employee Retention Tax 
Credits are NOT available to employers receiving assistance through the Paycheck Protection Program. 

• Qualified wages are any wages paid after March 12, 2020 and before January 1, 2021. 
• Qualified wages for employers averaging over 100 full time employees in 2019 will only be those 

not providing service; employers averaging 100 or fewer employees in 2019 can apply the credit 
to wages paid to any employee. 

• The maximum amount of qualified wages per employee is $10,000. Therefore, the maximum 
credit at 50 percent per employee is $5,000. 

• Eligible employers are those that either fully or partially suspended operation during any 
calendar quarter in 2020 due to COVID-19 related shut-down order, or who experience a 
significant decline in gross receipts of 50% or more when compared to the same quarter in the 
prior year. 

• For additional IRS information and FAQs please visit the IRS website. 

Paycor’s solution now includes a new tax code (zzERC) that allows parishes/schools the option to opt in 
and monitor the credit amount via the existing Tax Deferrals module (now called the Tax Credits and 
Deferrals module). Parishes/Schools will be responsible for providing information surrounding eligibility 
qualifications that allow them to self-select into the credit. Employers that averaged over 100 
employees in 2019 will be required to indicate from an employee list which employees are not currently 
providing service. Contact Stephanie Jerstad at jerstads@archsmp.org if you wish to take advantage of 
and qualify for this new tax credit. 

  

Chart of 
Account # 

Description Debit Credit 

 
The parish did not apply for and/or did not receive a Paycheck Protection Program (PPP) Loan, and 
the parish meets all of the qualifications for the Employee Retention Tax Credit.   
 
The parish has opted into Paycor’s new tax code zzERC that monitors the credit amount. 
 
The parish files their quarterly 941. The credit is taken against the employer's share of social security 
tax but the excess is refundable under normal procedures. 
 
  
1000 Cash 10,000  
4384.00GO or 
4384.00ES 

Employee Retention Tax Credit  10,000 

https://www.irs.gov/coronavirus/employee-retention-credit
mailto:jerstads@archsmp.org
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Education Stabilization Fund 
The CARES Act provides $30.75B to the Department of Education for the Education Stabilization 
Fund.  Under this stabilization fund, there are two funding streams where funding will be allocated to 
K12 schools through grants to the states.  Those two funding streams are the Governor's Emergency 
Relief Fund and the Elementary and Secondary School Emergency Relief Fund. For all funding distributed 
through these two funding streams, the local educational agency (LEA/school district) must make 
equitable services available to non-public schools in the same manner as provided in the federal 
Elementary and Secondary Education Act (ESEA).  

Minnesota will receive a portion of the $13.5 billion education stabilization fund through a formula 
linked to Title 1 funding. This ensures that states with higher concentrations of low-income students get 
more funding, placing Minnesota in the middle of the pack (28th).   

These funds will flow through the Minnesota Department of Education (MDE), with at least 90% going 
directly to districts and charter schools based on their Title 1 funding. The remaining 10% may be 
reserved for emergency needs as determined by the state. Districts and charter schools can use the 
funds for a broad range of educational purposes, including:  

• Providing K-12 students with internet and technology to help students with distance learning, 
including adaptive equipment for students with special needs;  

• Efforts to help students from low-income families, students with special needs, English learners, 
homeless students, students in foster care, and students of color;  

• Planning and providing in-person or online summer learning programs and after-school 
programs;  

• Providing school meals;  
• Mental health services; and  
• Sanitizing school buildings.  

Congress also makes the funding contingent on states sustaining future school spending. Specifically, 
states must provide an “assurance” that they will fund K-12 and higher education in fiscal years 2020 
and 2021, at or above the average funding levels from the previous three fiscal years. However, 
Secretary DeVos could choose to waive that requirement for states that experience a “precipitous 
decline” in financial resources. 

The Archdiocese has a deep interest in ensuring that our Catholic schools are able to maximize the 
benefit of the funding provided in these funding streams as well as continued federal/state funding and 
services for Catholic schools.  

The Archdiocese is working to develop a form and process for schools to benefit from the Education 
Stabilization Fund.  

While regulatory agencies work to clarify the particular details and timing for the distribution of these 
funds in Minnesota, Catholic schools in the Archdiocese should continue to carefully track expenditures 
related to COVID 19.  

 

   

https://www2.ed.gov/about/overview/budget/statetables/20stbyprogram.pdf
https://www2.ed.gov/about/overview/budget/statetables/20stbyprogram.pdf
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Minnesota Catholic Relief Fund 
The Minnesota Catholic Relief Fund (MCRF) is an emergency relief fund designed to meet the urgent 
needs of our Catholic parishes and schools during the COVID-19 pandemic. The MCRF is entrusted to the 
experienced and faith-consistent stewardship of the Catholic Community Foundation of Minnesota (CCF) 
in close partnership with Most Reverend Bernard Hebda, Archbishop of St. Paul and Minneapolis. 

Grants from the MCRF will provide financial relief for Catholic parishes and schools. The intent of 
funding is to contribute to operational stability for parishes and schools during this time of disruption.  

A grant distribution advisory committee has been formed. It includes religious and lay leaders within 
our Minnesota Catholic community who collectively have material insight into the challenges our 
parishes and schools are facing during the economic downturn caused by the COVID-19 crisis. All 
advisory committee members also hold considerable financial and grant making expertise.  

Grants will generally fall between $5,000 - $15,000.  Please be aware that grant making in any grant 
round depends on MCRF fund development progress and the available grant budget for that round.  It is 
unlikely that the MCRF will have capacity to fund all requests. 

Direct Support Grants 
A portion of the MCRF has been set aside specifically for grants to parishes that have an existing process in 
place to help individuals and families experiencing financial need arising from the economic impact of 
COVID-19.  Distributions can be made for rent, food, transportation, or other emergency expenses.  Or, 
grants can be used to purchase food, emergency supplies, etc. for distribution.  There was $150,000 
available in the fund and 25 parishes were invited to apply.   

QUESTIONS?    

Contact CCF Program Officer Meg Payne Nelson at nelsonm@ccf-mn.org. 

Recording Minnesota Catholic Relief Fund 
Parishes who receive any grant from the Minnesota Catholic Relief Fund must record the grant in the 
4383.00GO MN Catholic Relief Fund Grant. Grants from the Minnesota Catholic Relief Fund are non-
assessable. 

  

Chart of 
Account # 

Description Debit Credit 

 
Grant from MN Catholic Relief Fund is received at the parish. 
1000 Cash 10,000  
4383.00GO MN Catholic Relief Fund Grant  10,000 
 
Activity will close out to 3000 Unrestricted Net Assets automatically at end of fiscal year. 

https://ccf-mn.org/relief/#advisorycommittee
https://ccf-mn.org/relief/#advisorycommittee
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Frequently Asked Questions 
Q. How does the Payroll Protection Program (PPP) Loan differ from the SBA EIDL loan? 

A.  The SBA also offers an Economic Injury Disaster Loan (EIDL). This is a separate, but similar, 
initiative. Here’s how they differ: 

• No personal or business collateral is required. The SBA disaster loan may require collateral for 
loan amounts over $25,000. 

• It’s ok if you also have access to credit elsewhere. To receive a SBA disaster loan you generally 
need to have no other source of credit. 

• The funding covers a more restrictive set of purposes (details below). The SBA disaster loan can 
cover most operating expenses. 

• Your loan can be forgiven if you follow the terms. The SBA disaster loan requires repayment. 

Q. How is Payroll Protection Program (PPP) Loan similar to the SBA EIDL loan? 

A. You need to declare (in good faith) that the uncertainty of current economic conditions makes 
the loan necessary for your business. 

• It’s free to apply. 
• You have an extended deferment period (6-12 months, depending on your lender) before you 

begin repayment. 
• There is no prepayment penalty. 

Q. Can my parish apply for PPP and an SBA EIDL loan? 

A. Yes, you can. However, you can’t apply for an SBA disaster loan for the same purpose as the 
Paycheck Protection Program. That being said, when you apply for the SBA disaster loan, you can also 
request a $10,000 emergency grant, interest-free.  

Q. My parish reduced its workforce. Will this affect the PPP application? 

A. Yes, but only if you do not plan on rehiring them or restoring their pay for their typical work 
hours. If you can prove by June 30th that you’ve maintained the salary and wages of your employees 
and that their pay hasn’t dropped below 25% of the stated monthly average, you will have a strong 
application. 

Q. How much will the parish/school get with the EIDL Advance/Grant? 

A. This is not a flat $10,000 grant to all applicants. $10,000 is simply the maximum the 
parish/school could possibly receive.  

Q. How does the parish/school get the EIDL Advance/Grant? 

A. This grant is not included by default, and must be officially requested by ticking the box in 
your application indicating that the parish/school would like to be considered for the up to $10,000 
advance, and then fill in the parish/school’s banking information for a direct deposit. 

  

https://bench.co/blog/operations/sba-disaster-loan/
https://bench.co/blog/operations/how-to-apply-sba-disaster-loan/
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Q. When will the parish/school get the EIDL Advance/Grant? 

A. According to the SBA, applicants receive the grant “within days” of completing your application. 

Q. Does the parish/school have to pay the EIDL Advance/Grant back? 

A. While the SBA refers to this program as an advance, it was written into law as a grant. This 
means that the amount the parish/school is given through this program does not need to be repaid, 
even if the application is ultimately rejected. There will be no interest charged on this amount. The SBA 
may be referring to this as an advance because it will be subtracted from the total loan amount issued. 
Keep in mind that the final loan issued to the parish/school will require repayment. 

Q. Is the EIDL Advance/Grant given to everyone who applies? 

A. The short answer is yes. If the parish/school is eligible for the SBA EIDL, the parish/school is 
eligible for this grant. 

With that said, keep in mind that the funds assigned to this program are separate from the funds 
allocated to the Disaster Loans, and these funds are finite. Once the SBA has depleted their budget, 
there will be no more advances available unless the government releases more funding. 

https://www.sba.gov/funding-programs/loans/coronavirus-relief-options/economic-injury-disaster-loan-emergency-advance
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