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n Office of People Support Administrative Contact
Archdiocese of Denver Management Corporation
1300 South Steele Street, Denver, CO 80210

Edwin Rey
Pension Plan Analyst
Phone: 303 715 3240
Fax: 303 715 2049
Edwin.Rey@archden.org

n Advisory Committee
Ms. Beth Link Mr. Keith Parsons
Ms. Teri Vasicek Ms. Susan Benke
Rev. James Crisman Ms. Barbara Anglada
Ms. Kathleen Marvin
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n Trustee, Custodian, and Record keeper
Principal Financial Group
711 High St.
Des Moines, IA 50392

n Relationship Manager

Michelle Hallett, Relationship Manager

Account Administration Nicole Watters
Client Account Manager
Phone:651 205 7743 
watters.nicole@principal.com

n Plan Consultant

Mercer - Sherry Larsen
1225 17th Street, Suite 1300
Denver, CO 80202
Phone: 303 376 0800
Fax: 303 376 008

n Auditor
Kundinger, Corder & Engle, P.C.
475 Lincoln St. Suite 200
Denver, CO 80203
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• The Lay Plan is a defined contribution plan covering all full-
time lay employees of the Plan’s participating eligible 
employers, including members of the permanent diaconate 
and non-canonical religious employees.

n The Archdiocese of Denver and its related ecclesiastical 
organizations (parishes/schools/entities) sponsor a money 
purchase pension plan for full-time lay employees.

• Such employees regularly work thirty hours or more a week 
or, if a teacher or school employee, regularly works thirty or 
more hours per week for the academic year. Participation 
begins on the first day of full-time employment. 

• The Plan is intended to qualify as a “church plan” as defined 
in Internal Revenue Code Section 414(e).
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n This Administrative Guide outlines responsibilities and 
procedures for plan administration.

n The Office of People Support (HR) at the Archdiocese of 
Denver Management Corporation (AODMC), the trustee, the 
record keeper, the consultant, and you, the Business 
Manager, have specific tasks in the operation of the plan.

n New situations arise constantly, so the procedures outlined 
here will not accommodate every situation that may come 
up.

n As new procedures emerge, the Guide will be revised.
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Plan Basics: 
• Full-time lay employees automatically participate. 
• Employees regularly scheduled to work 30 hours or 

more per week are considered full-time employees. 
Neither the parish nor the employee can waive this 
program if the requirement is met.

• The Archdiocese and its related ecclesiastical 
organizations pay the administrative costs of the Plan.

• Investments. The participants choose how to invest 
the contributions from their employer. The participants 
select what percentage and in which funds to invest.

• The default fund for those participants who do not 
make formal elections is the Vanguard Target 
Retirement Funds based on the participant’s year of 
retirement at age 65. The Vanguard Target Retirement 
Funds are automatically rebalanced.

• Tax-deferred growth. The participant does not pay 
taxes on these contributions or earnings until they take 
their vested balance from the plan.
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• Statements are prepared quarterly and are available 
by logging in to your account at principal.com. You  
have the right to receive paper statements, free of 
charge, which you an elect that preference under your 
account, or by calling 800.547.7754.

• Contributions, terminations, and distributions are 
handled and reported to the trustee every quarter (one 
quarter in arrears).

n Effective date: July 1, 1989 (plan year July 1 through June 
30), with amendments and restatements on July 1, 1993; July 
1, 1998; July 1, 2000; July 1, 2008; July 1, 2013; and June 29, 
2017.

n Valuation Dates: Each business day of the plan year.
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Eligibility:
• Lay employees regularly scheduled to work 30 hours or 

more per week are eligible to participate.  
• Full-time lay employees participate immediately at hire

Lay employees include:
• non-religious employees;
• teachers under contract or letter agreement, or other 

school employees, regularly scheduled to work at least 
30 hours or more per week during the academic year;

• Such members of the permanent diaconate and non-
canonical religious employees (for example, Brothers 
who belong to an order that is not recognized by the 
Holy See).

• Eligible employees may not waive participation in the plan.
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Excluded Employees: Generally, employees who 
are not eligible to participate in the Plan include:
• part-time employees (regularly scheduled to work 

less than 30 hours per week);
• religious employees (except as described on the 

previous page);
• Alternate employees, temporary, substitute, 

seasonal, event workers, as needed, and on call 
employees;

• non-contracted teachers and alternate/substitute 
teachers;

• project workers with specific hire and termination 
dates. For example: If contracted for a capital 
campaign project that will last under three years, 
the employee can be excluded.

• In addition, leased employees and independent 
contractors (or employees of independent 
contractors) are not eligible to participate in the Lay 
Plan.

Paycom timesheets are required to keep track of employee 
hours and to verify the status of employees as part-time or 
full-time.
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n Compensation:
— Total cash remuneration paid in a Plan Year, including overtime, 

commissions paid to salesmen, commissions on insurance 
premiums, tips, elective contributions under IRS 125 (before-tax 
premiums and spending account contributions), 403(b) (tax-
deferred contributions), 132(f) (transportation fringe benefits) and 
bonuses paid on or after 7/1/2009, but still excluding bonuses paid 
prior to 7/1/2009, payments made on the Form 1099-MISC, and 
disability or other payments made by a third party administrator 
(such as workers’ compensation payments.)
h Compensation includes compensation paid by the related 

entity to an employee through another person under the IRC 
common paymaster provisions, but excludes amounts which 
receive special tax benefits, such as non-taxable premiums 
for group term life insurance and non-elective 403(b) 
employer contributions.

h Plan compensation is generally tested every 3 years.
h Top heavy and Section 415 limits are also monitored.
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Stipends paid to lay employees should be paid through payroll, 
unless there is proof that the person has liability and workers’ 
compensation insurance and meets the IRS definition of an 
independent contractor.

Severance pay that is paid within the current plan year is eligible for 
a contribution. If the severance pay crosses plan years, only the 
severance paid within the plan year is eligible for a contribution; the 
crossover severance pay is not eligible. 
Plan Year – July 1 through June 30
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Contributions: 
Employer Contributions only. Employee contributions 
are not permitted.
Only pre-tax rollover contributions are permitted.
Rollovers are always 100% vested.

Employer contributions: 
For full-time employees, 6% of each participant’s 
eligible quarterly compensation.
Employees who are on paid leave of absence will 
continue to receive contributions for up to 14 months 
after the leave of absence starts.
Employees who change from full-time to part-time will 
not receive contributions for pay received for the 
period of part-time employment. 
Special rules apply for participants who leave 
employment to serve in the U.S. armed forces and  
later return to employment. 
Contact Edwin if a participant goes on Military leave.
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Vesting for the employer contribution account:

Years of Service: Vesting Percentage:
Less than 3 0%
3 years 33%
4 years 67%
5 or more years 100%

• 100% vesting will be applied for death, total disability, 
and age 65 while employed at an entity.

• Vesting service is calculated on an elapsed time basis 
from the employee’s date of full-time employment, 
adjusted for breaks in service – partial years are 
excluded.

• A year of service is a 365-day period of employment as 
an Eligible Employee, beginning with the first day of full-
time employment and ending on severance from service 
date.

• Teachers under contract or school employee who works 
the full academic year, will receive credit for one year of 
service for the academic year.

• The Office of People Support (HR) will maintain vesting 
service based on payroll data in Paycom and Personnel 
Action Forms (PAF).
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n Years of service for vesting (no partial years are used in 
this calculation):
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Non-school employees: One year of service for each 365-day 
period beginning on the participant’s hire date (no partial years).
• Example: A parish employee works from May 1, 2017 to July 

1, 2021. He will receive 4 years of vesting service and will be 
67% vested.

Contracted Teachers:
If a teacher completes the academic year, he will receive one 
year of vesting service, even if he does not renew his contract at 
the end of the school year. A teacher who does not complete the 
academic year will not receive a full year of vesting service.

• Example #1: A teacher works the full academic year from 
August 15, 2020, through June 11, 2021. He completes the 
academic year and will receive one year of vesting service.

• Example #2: A teacher works part of the academic year, from 
August 15, 2020, through May 1, 2021. He does not 
complete the academic year and will not receive a year of 
vesting service.
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Please notify Edwin if the last day of the academic year at your 
school is different from the other schools in the Archdiocese.

h The employee must work through that date to receive a year 
of service.

h If the employee leaves prior to that date, he does not receive 
a year of services.

h Paycom allows for the designation of “School” or “Non-
School” in the Employee Type field in Labor Allocation to help 
maintain accurate vesting calculations. Please use the codes 
appropriately.
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Non-Contracted School Employees:

h If non-contracted school employees (maintenance, 
secretaries, etc.) complete the academic year, they will 
receive one year of vesting service. A non-contracted 
school employee who does not complete an academic 
year will not receive a year of vesting service.

h You will be responsible for informing the Plan if a non-
contracted school employee works a 365-day period or 
just for the academic year to assist us with vesting 
service calculations since partial academic years will 
not count toward their vesting service.
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Leaves of absence:
h Employees who are on a leave of absence (with or 

without pay) continue to earn vesting service for up to 14 
months after the leave of absence starts.

- Those on a paid leave of absence will continue to receive 
contributions.

h Employees who are on military leave continue to earn 
vesting service to the extent required by federal law.
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Status Changes for Excluded employees:
• If a participant becomes an excluded employee by switching 

from full-time status to part-time status (under 30 hours per 
week), the part-time employment will count for vesting service.

However, for ALTERNATE employees (substitutes, temporary, 
seasonal, or event employees), the service does not 
count. Remember to update Paycom on status changes to 
ALTERNATE employees using the Paycom PAFs.

• If an excluded employee becomes eligible, vesting service will 
begin on the day the employee is a full-time employee.

Example #1: An employee works on a full-time basis from July 1, 
2016 through June 30, 2018. On July 1, 2018, the employee 
begins part-time employment. On July 1, 2020, the employee 
returns to full-time employment. On July 1, 2021, the employee has 
5 years of service.

Example #2: An employee works on a part-time basis from July 1, 
2017 through June 30, 2018. On July 1, 2018, the employee 
begins full-time employment. On July 1, 2020, the employee 
returns to part-time employment. On July 1, 2021, the employee 
has 3 years of service.
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Example #1: An employee terminates on June 30, 2015, with 
3 years of vesting service. The employee is rehired on July 1, 
2020. As of July 1, 2021,  the employee has 4 years of 
vesting service and forfeiture restoration.

Example #2: An employee terminates on June 30, 2015, with 
3 years of vesting service. The employee is rehired as part-
time on July 1, 2019. As of July 1, 2021, the employee has 5  
years of vesting service and forfeiture restoration.

If a participant is rehired full-time or regular part-
time within 7 years of his last severance from 
service and remains employed for at least 6 months, 
his prior service will count, and any forfeited, non-
vested account balance will be restored. 
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• Each related entity is responsible for determining newly 
eligible employees by submitting a completed Paycom 
PAF – New Hire

• Each related entity is responsible for notifying the 
Office of People Support (HR) of rehired employees by 
submitting a completed Paycom PAF – Re-hire.

• If an employee changed job status from part-time to 
full-time or full-time to part-time,  remember to submit a 
Paycom PAF – DOL Status Change.

If an employee’s situation is not clear, the related entity 
should confirm the employee’s eligibility with the Office of 
People (HR).
Employees on military leave remain eligible and are not 
terminated.



Eligibility and Entering the Plan

• Principal will input all participant data into their recordkeeping  
system and establish an account.

• To help participant make informed investment choices and for more 
information about the investment options available, including investment 
objectives, performance and fees, please visit principal.com.

• To access the account by phone, call 1-800-547-7754. The Participant 
Contact Center is available Monday through Friday from 7 a.m. to 9 
p.m. CT (Central  Time), except major U.S. holidays
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Once the account is established, the new 
participant will need to go online to 
Principal.com/welcome and set up online 
access to their lay plan account and set up 
beneficiary designation, and review/change 
investment allocation if necessary.

•Each new full-time employee should receive an employment 
package from the Business Manager (BM) that includes a 
Summary Plan Description (SPD) and the Principal Enrollment 
materials.
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• New hire full-time employees must set up their login 
access to the Principal participant website and set up their 
beneficiary designation and contribution investment 
allocation.
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Principal Enrollment kit
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Accessing Your Lay Plan Account
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Paycom Personnel Action Form (PAF)

n Please do not make manual changes in Paycom. To 
streamline the employee change process and ensure all 
necessary payroll changes occur, including benefits, you 
should submit PAFs in Paycom. These will be commonly 
used for new hires, terminations, rehires, department 
changes, leave of absence, DOL status, and full-time/part-
time status change.

1. To submit a PAF in Paycom go to the Talent Management 
Section and click on Personnel Action Forms.

2. To create a new form, click on Create Personnel Action Form 
Transactions.
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Paycom Personnel Action Form (PAF)

3. Next, click on the employee’s name you wish to submit a 
transaction for.

4. Next, choose the type of form that you are going to submit. In 
the first dropdown you will choose Parish Change Form. Then 
the PAF Reason field will give you a variety of choices to pick 
from depending on what you need to select. I will choose 
termination in this example.

27



Paycom Personnel Action Form (PAF)

5. You will fill in an effective date, and then enter in any required 
information on the screen. Everything on the left in the “From” 
column is showing the employee’s current information. 
Everything on the right in the “To” column is showing what you 
would be changing the information to when completing this PAF. 
You would just fill in the necessary information that needs 
updating based the termination in this example.
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Paycom Personnel Action Form (PAF)

6. Once you have reached the end of the PAF and provided all 
required information you can click on Submit and Approve. As a 
business manager this will actually submit the PAF to yourself 
for review. You can enter notes in the comment boxes or attach 
any supporting documentation to indicate that your Pastor has 
approved the form as well if needed.

7. Once you have submitted the form, the screen will take you 
back to the list of your employees and give you the option to 
submit another form if you need to. If not, you can go back to 
the PAF menu and go to the PAF dashboard to review and 
approve the form.
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Paycom Personnel Action Form (PAF)

8. You can click on Actions > View to review the form.

9. When viewing the form, you will see the effective date listed 
on the left-hand side. Once you approve the form, all changes 
(listed on the right) will automatically update the employee's 
profile on the effective date.
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Paycom Personnel Action Form (PAF)

10. To approve the form, just scroll down on the page a bit more 
and click on Final Approve and Send to Payroll. This will update 
the employee’s record on the effective date with all changes 
submitted through the PAF. It will also send an email notification 
out to the business manager and pastor letting them know of the 
changes that have been finalized in Paycom.
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Accounts and Investment Funds

n Investment funds:
— Wells Fargo Treasury Plus Money Market Fund (Instl)/Allspring Treasury Plus 

Money Market Instl. Fund. 
— Wells Fargo Stable Return N Fund 
— PIMCO Total Return ESG Fund (Instl)
— Wells Fargo/Black Rock Bond Index CIT (N)
— Vanguard Target Retirement Income Instl
— Vanguard Target Retirement 2015 Instl
— Vanguard Target Retirement 2020 Instl
— Vanguard Target Retirement 2025 Instl
— Vanguard Target Retirement 2030 Instl
— Vanguard Target Retirement 2035 Instl
— Vanguard Target Retirement 2040 Instl
— Vanguard Target Retirement 2045 Instl
— Vanguard Target Retirement 2050 Instl
— Vanguard Target Retirement 2055 Instl
— Vanguard Target Retirement 2060 Instl
— Vanguard Target Retirement 2065 Instl
— Dodge & Cox Stock Fund
— Wells Fargo/Black Rock S&P 500 Index Fund CIT (N)
— Loomis Sayles Growth N Fund 
— Fidelity Low Priced Stock K Fund
— DFA US Social Core Equity 2 Fund
— Wells Fargo/Black Rock Russell 2000 Index CIT (N)
— Boston Trust Walden Small Cap Fund
— DFA International Social Core Equity Inst
— Wells Fargo/Black Rock International Equity Index CIT Fund (N)
— American Funds EuroPacific Growth Fund (R6)

The Default fund for those participants who do not make formal elections is the 
Vanguard Target Retirement Funds based on the participant’s year of retirement at 
age 65.
The Vanguard Target Retirement Funds are automatically rebalanced.

32



Accounts and Investment Funds

n Separate administrative accounts are also maintained for 
forfeitures/expenses and loans.

n Participant accounts maintained:
— One account per participant

hTwo money sources within that account:
Rollover – Only pre-tax contributions can be rolled 
into the plan. The plan will not accept rollover 
contributions of after-tax employee contributions. 
(always 100% vested)
Employer Contribution Account – current 
account contributions (the ongoing 6% contributions 
– vested per the current vesting schedule)

n All funds use daily accounting.
— The values are determined daily by multiplying the units in 

each account by the daily price (NAV) of the mutual fund 
as determined each day by the account manager.
hNAV means “net asset value.”

— All investments are mutual funds.
— Earnings and losses are determined daily using the price 

of the mutual fund as determined each day by the fund 
manager

— Dividends will be applied as received from fund managers 
and will be reinvested on a pro-rata basis.
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Accounts and Investment Funds

n Elections apply to current balances, future contributions, or 
both.

— Elections must be made in 1% increments if percentages 
are used.

— Fund transfers and investment changes may be made any 
day by calling the Retirement Service Center at 800 547 
7754 or by accessing the web page at  www.principal.com

n Investment transfers received before 2:00 p.m. Denver time 
each day are posted to each participant’s account that day.

n Confirmation statements for investment election changes to a 
fund that is new to the participant’s investment array triggers a 
prospectus mailing to the participant’s address of record.

— Upon participant request, prospectuses can be emailed.

n Please do not give out investment advice! Have your 
participant call the Retirement Service Center for 
assistance with the new Retirement Investment Advice 
through Principal.

34
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Accounts and Investment Funds

n Investments Fund Redemption Fees
— Fee information will appear in the fund prospectuses.
— Many mutual fund companies have implemented 

redemption fees to curb market timing and frequent 
trading abuses. A current list of affected funds is 
posted on the Principal Retirement Plan website. The 
fund prospectuses also disclose any applicable 
redemption fees.

n Additionally, some mutual fund companies have 
implemented purchase-blocking policies that restrict 
transfers for a specified period of time following previously 
executed transfers out of the fund. For example, the 
American Funds Euro Pacific Growth Fund has imposed 
such a policy. If a transfer out of $5,000 or more is 
initiated, transfers back in can be blocked for 30 days.

h Below is a sample of a fund transfer warning a 
participant may receive when changing investment 
elections.
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Current Fund Overview
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DFA US Social Core Equity 2 Portfolio (USD)
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Participant Account Access

n Plan participants have several ways to access their 
accounts, to make requests, or to change their 
investment elections.

— The Retirement Service Center is available 
at 800 547 7754, Monday-Friday from 5 a.m. to 9 p.m.            
Denver Time.
— The website is available at www.principal.com

n Through the Retirement Service Center, the 
participant can:

— request a loan, check a loan balance or payoff loan;
— request a distribution/withdrawal
— change investment elections;
— check his account balance and obtain investment 

information;
— request a fund transfer (realign balances) by 

percentage or by dollar amount; or
— request printed forms and information.

38
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Participant Website www. Principal.com
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n Overview tab

http://www.wellsfargo.com/retirementplan
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Participant Website www. Principal.com
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n Overview

http://www.wellsfargo.com/retirementplan
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n Contribution Tab

Participant Website www. Principal.com
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http://www.wellsfargo.com/retirementplan
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n Investment Tab

Participant Website www. Principal.com
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n Investment Allocation 

Participant Website www. Principal.com
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n Loans & Withdrawals

Participant Website www. Principal.com
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Loans

n The plan permits loans from participant accounts.
— Terminated participants cannot get loans.

n Loans can be requested by calling the Retirement Service Center at 
800 877-475-3436 or through the website at www.principal.com

— Only one outstanding loan can exist at any time. Each loan 
must be paid off before another loan can be taken.

— Loan amounts will be taken from rollover accounts first and then 
from the employer contribution account.

— Requests made by 2:00 p.m. Denver time are processed that 
night with the check mailed on the next business day. Requests 
made after 2:00 p.m. Denver time are processed the next 
business night. Allow for standard U.S. Postal Service delivery 
of 3-4 days for receipt of the check.

n The maximum loan amount is 50% of the vested balance at the time 
of request, up to $50,000 – less the highest outstanding loan balance 
over the most recent 12 months.

— The minimum loan amount is $1,000.
n Loan payments MUST be made through payroll deduction.

— Personal checks are not accepted.
n Loans have a maximum 5-year repayment schedule.
n The interest rate will be the prime rate on the date of request, plus 

1% and is locked in for the duration of the loan.
n Participants repay their own account with after-tax dollars.

— If the loan repayments will provide a smaller return than the 
average return provided through the investment funds, the 
participant should consider whether it makes sense to take a 
loan.
h Upon final distribution, the replaced amount will be 

considered before-tax money and will be taxed.
— Non-vested participants can take loans from rollover accounts.

45
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Loans

General Procedures:
n The participant calls the Retirement Service Center at 

at 800 877-475-3436 or goes to the participant 
website at www.principal.com

h Participants can model loans for the dollar amount and time 
period (restricted to five years maximum length) desired.

h The system automatically populates the interest rate and bi-
weekly payment frequency, and the participant confirms the 
request.

h If the payroll frequency is not populated properly, the 
participant must contact the Business Manager.

— Principal sells the necessary investments and sends a check to 
the participant at the address on record.
h When the participant endorses the loan check, he agrees to 

the terms of the loan.
— Principal prepares a weekly extract with loan information and 

sends it to Office of People Support (HR).
h The extract includes name, SSN, loan amount, repayment 

amount, number of payments, and location code.
h The Office of People Support receives and reviews the 

extract and notifies the Business Manager of the number of 
payments and the amount of each payment to deduct from 
payroll.

n Loans must be paid off before the maturity date listed 
in the terms of the loan and your notification from 
AODMC Office of People Support (HR).

46
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Loans

n Each bi-weekly pay period, the Business Manager will 
prepare a Loan Repayment Transmittal Form to submit with 
the loan repayments.

— The detail must include participant name, social security 
number, payment amount by participant, and the total 
payment amount for all participants for that pay period.
hThe total should match the check and the total on the 

transmittal.
hLoan Repayment Transmittal Form with 

participant detail must be included with the 
check or the check will be returned.

— Loan payments cannot be submitted with contribution 
payments since there is a separate lockbox for 
contributions and loans.

— If the P.O. Box printed on the check is the 
contribution lockbox P.O. Box number but mailed to 
the P.O. Box for the loan lockbox, it will be deposited 
in the contribution lockbox as listed on the 
check. You must set up two vendors for the Plan 
with separate lockbox numbers. Be sure to pay extra 
attention to the vendor selection process in your 
payable system.

n Sending loan payments to the contribution lockbox instead of 
the loan lockbox delays the application of these payments to 
the participant’s loan.
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Loans

n The Loan Repayment Transmittal Form and repayment check should 
be sent to:

Loan Payment Lockbox for the Archdiocese of Denver
Lay Employees’ Money Purchase Pension Plan
P.O. Box 911502
Denver, CO 80291-1502

— The Loan Repayment Transmittal Form must be included with 
the check, or the check will be returned.

— Please note that deposits received in the lockbox are 
transmitted on a weekly basis to the Retirement Service Center 
to be applied to the loans and invested in the options selected 
by the participant. A two-week turnaround time is typical for 
processing loan payments.

n Loan payoffs can be paid in full; partial payments are not accepted.
— The participant must call the Retirement Service Center and 

speak with a Retirement Service Representative to get a payoff 
balance or through the website at www.principal.com

— The participant can payoff an outstanding loan balance via 
Automated Clearing House (ACH). The participant can submit 
his/her bank account information and authorize payment via the 
Principal participant website or by phone with a Retirement 
Service Center representative at 1-877-475-3436.

OR
— The participant should send the payoff check to the parish and 

the parish will then send the funds to Wells Fargo Bank on a 
parish check via the lockbox transmittal process.
h Alternatively, loan payoffs can be sent directly to:

Wells Fargo Institutional Retirement Trust
DSR-D1118-026
1525 West W.T. Harris Boulevard
Charlotte, NC 28262-8522
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Loans

h The participant MUST notify the Business Manager so that 
future deductions can be stopped.

— Only cashier’s checks and money orders are accepted. NO 
personal checks are permitted.

— The payoff will be posted within 3 business days from the date 
of receipt.

— An employee can accelerate payments by making multiple 
payments via payroll, but odd amounts are not permitted.

n If a participant wants to payoff an existing loan and take out a new 
one quickly, running the payoff through the lockbox is discouraged 
due to the timing noted on the next page. Instead, the participant can 
payoff the outstanding loan balance via Automated Clearing House 
(ACH). The participant can submit his/her bank account information 
and authorize payment via the Principal participant website or by 
phone with a Retirement Service Center representative at 1-877-475-
3436.

n If a participant has repaid a loan within 12 months preceding his or 
her request for a new loan, the highest outstanding loan balance for 
the prior 12-month period is taken into consideration when calculating 
a new loan request for the maximum amount available.
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Loan Transmittal Timing Examples and 
Items to Note
n Non-payment of loans:

— When a loan payment is not made for 90 days, the loan is 
considered “in default” and becomes taxable to the participant.

n Example of timing:
— The loan payment is deducted from participant paycheck Friday 

9/11/20 and mailed to the lockbox Monday 9/14/20.
— The lockbox receives the check Wednesday 9/16/20.
— The weekly transmission of that payment is sent on Friday 

9/18/20 credited to the participant’s account on Monday 9/21/20.
— The participant can view the loan payment transaction on 

Tuesday 9/22/20.
— Delays in mailing between the parish and the lockbox and the 

lockbox and the local plan reps can add an extra week to the 
posting date.

n Payments received by the lockbox on Friday typically are not 
transmitted until the following Friday.

50



Loans

n Loans at termination:
— A terminated participant has 60 days to repay the 

unpaid loan and interest.
— Loans in default or unpaid after termination will result in 

a taxable distribution from the plan.
n When one loan goes into default, the whole plan can be 

disqualified.
n If a participant dies with an unpaid loan, the amount of the 

unpaid loan will be considered in default and the unpaid 
amount, plus interest, may become taxable to the decedent’s 
estate.

n If a loan goes into default, the unpaid amount, plus earnings, 
will be taxable at the time of the default; Principal will keep 
track of the loan, so it is not taxed again upon final 
distribution.

n When an employee has no pay, the employee is still 
responsible for the payment.

— Participants on leaves of absence or not receiving pay 
must make special arrangements for their repayments.
hThe participant should submit a personal check to 

the parish for each payment due.
hThe parish will deposit this check to their general 

account and submit this amount with the next 
transmittal on a parish check.
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How To Set Up A Payroll Loan Deduction In Paycom
1. The Business Manager will receive a copy of the loan 
amortization schedule and the Pension Plan Loan Repayment 
Detail. Go to Paycom Click “Employees” and select “Make 
Employee Changes”.

2. Click inside the Quick Search Box and type the employee last 
name. Click on the employee name to go to the Employee 
Menu.
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Loans

3. Click on Scheduled Earnings and Deductions.

4. Scheduled Expense Reimbursements, click the Add button.
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Loans

5. Click inside the Search box, and type – Lay Pension Plan 
Loan 1. Then click inside the small box to select the Lay Pension 
Loan 1 deduction. Click Add.

6. Click Confirm.
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Loans

7. Amount: Enter the amount that should be deducted per 
the Memo - Pension Plan Loan Repayment 
Detail.
Deduction Start Date: Enter the date provided on the 
repayment detail.
Deduction Stop Date: Enter the Payoff Date.

8. Click Update.
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Loans

9. Important: Every bi-weekly payday, issue the loan repayment 
check through the Accounts Payable. Mail the check along with 
the Wells Fargo Loan Repayment Transmittal Form to:

Loan Payment Lockbox for the Archdiocese of Denver
Lay Employees’ Money Purchase Pension Plan #WF440637
P.O. Box 911502
Denver, CO 80291-1502
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Effective 2/22/2022, the new address for the Wells Fargo 
Loan Lockbox is:
ARCHDIOCESE OF DENVER                                                
LOAN PAYMENT LBX                                                            
PO  BOX 209502                                                           
DALLAS, TX 75320-9502



Loans
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Terminations and Distributions

n Eligibility for a distribution is triggered by a severance from 
service such as:

h termination (resignation);
h status changes to an ineligible category (ALTERNATE –

(substitute, temporary, seasonal or event worker))
h lay off (reduction in force);
h discharge;
h retirement (age 65);
h total disability; or
h death.
h Transfers and some Status Changes ARE NOT a severance 

from service, so please watch for these transactions!
n Terminations are processed on a quarterly basis

— Each location will notify Human Resources of a termination by 
completing the PAF in Paycom.

n Eligible terminated participants:
— Each quarter, Human Resources determine the list of eligible 

terminated participants.
h Human Resources will verify that the participant is eligible to 

receive a distribution by verifying vesting and other 
termination data.

h If post-termination compensation and related contributions 
are expected in a subsequent quarter due to final pay, 
severance pay, contracted pay, etc., the termination is held 
until the quarter when the final contributions are complete.

h Based on the approved list, Principal will receive termination 
data information from Human Resources in an electronic 
format after the end of each calendar quarter.
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Terminations and Distributions

n Distribution process:
— Principal will prepare and mail distribution information. 

The participant can call Principal at 877-475-3436 to 
discuss with a Retirement Service Representative the 
best option to take a distribution.

— After the participant speaks with a Retirement Service 
Representative or financial specialist, the distribution is 
processed based on the recorded conversation.
hNo forms or paper are required.
hDistribution checks will be mailed to the 

participant’s home address of record or to the 
rollover institution if instructions are provided.

hPrincipal will post payments to accounts 
immediately upon distribution.

hPrincipal will prepare the Form 1099-R and mail 
directly to recipients.
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Terminations and Distributions

n Reductions in Force/Lay-offs: Employees should be 
considered laid off only due to a reduction in force.

— A lay-off is not the proper method to terminate employees who do not 
perform up to standards.

n Taxes:
— Mandatory federal income tax of 20% is automatically withheld if the 

distribution is not rolled over.
— If the participant is younger than age 59 1/2 at the time of distribution, 

a 10% penalty may also apply.
h Participants can avoid the 20% federal income tax withholding and the 10% 

penalty by making a direct transfer/rollover to a qualified retirement plan or 
rollover IRA.

n Distribution payouts will be based on the value of the 
employee’s account balance on the date the fund units 
are sold, not on the value of the employee’s account on 
the date the request is made.

n Distribution dates occur as soon as practical after 
Principal receives all required distribution request forms 
or the paperless distribution request has been completed.

— Payments are usually mailed within 3 business days of request.
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Terminations and Distributions

n Severance from service:
— General: The date the employee quits, retires (normal 

retirement is age 65), is discharged, dies, or is laid off, or 
the first day of the 15th consecutive month that the 
employee is absent from service (with or without pay).
Non-Severance from Service:

— Transfers: An employee transferring from one entity to 
another entity within the Archdiocese of Denver does not 
have a severance from service.
h In order for service years and non-vested account 

balances to transfer from one entity to another, the 
transfer must be completed through Paycom PAF 
process prior to the transfer date.

— Status changes: An employee changing from full-time to 
part-time status does not have a severance from service.
h If a full-time employee changes to an ALTERNATE 

employee (substitute, seasonal, temporary or event 
status), they will have a severance from service 
event. Contact Edwin to discuss vesting and service 
issues.

— Leaves of absence: If an employee is absent from work, 
his severance from service date is the later of
h the date required under federal law for a military leave; 

or
h the date the employee quits, retires, is discharged, or 

dies, or the first day of the 15th consecutive month that 
the employee is absent from service (with or without 
pay).

Regardless of whether the leave is paid or non-paid.
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Terminations and Distributions

n Disability:
— A physical or mental condition which prohibits the participant from 

performing the duties of his customary position of employment for an 
indefinite period, and which the Advisory Committee considers will be of 
long duration.
h The Advisory Committee makes disability determinations usually 

based on acceptance to long-term disability.
h The Advisory Committee may require a participant to submit to a 

physical examination in order to confirm the disability.
— Distributions for disabled participants will be available during the 15th 

month of the disability leave.
h Contact HR for guidelines for FMLA, sick leave, short-term 

disability, and long-term disability.
n Death:

— Payments will be made to the beneficiary according to the Beneficiary 
Designation Form or the beneficiary designation online at Wells Fargo.
h If you do not designate a beneficiary (or a contingent beneficiary in 

case your primary beneficiary predeceases you) to receive your 
account balance, or if your designated beneficiary(ies) dies before 
you or before all plan benefits are paid, payments will be made in 
the following order:

surviving spouse;
surviving children (in equal amounts);
surviving parents (in equal amounts); or
the estate of the person last to die (the participant or 
beneficiary).

— Death benefits will be made in a lump sum payment.
— All beneficiaries may elect a direct rollover for a death benefit.
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Terminations and Distributions

n Forms of Payment:
— Vested balance of $1,000 or less:

h If a participant with a vested balance of $1,000 or 
less does not submit a distribution request within a 
prescribed period, Principal will automatically 
distribute the vested account balance, less 20% 
withholding tax.

— Vested balance of more than $1,000:
hPayments will be made in a lump sum or, if elected, 

installment payments (annual, semi-annual, or 
quarterly) starting in the plan year following the plan 
year when the participant attains age 59 ½.

h Installment payments will be made on 7/1, 10/1, 
1/1, and 4/1.

Principal is responsible for monitoring installment 
payments.

hParticipants may also elect to defer payment (lump 
sum or installments).

hParticipants can defer until age 72 (70½ if you 
turned 70½ before Jan 1, 2020) but can elect to 
take the distribution earlier.
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Terminations and Distributions

— If a participant is under investigation for theft, fraud, 
embezzlement, or dishonesty with respect to the 
employer, the participant’s distribution may be delayed for 
up to one year.
hThe Advisory Committee could decide to return the 

account contributions back to the related 
ecclesiastical organization of the participant 
(parish/school/entity).
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Terminations and Distributions

n In-service withdrawals:
— A participant of retirement age (65) regularly working on a part-

time basis may withdraw all or a portion of his account balance.
— Payments will be made in a lump sum as soon as 

administratively feasible following the receipt of the Lump Sum 
Distribution Request Form or via a phone call.

n Qualified Domestic Relations Orders (QDROs):
— QDROs are permitted at any time, even if the participant has not 

attained retirement age.
— The Plan Administrator will verify that a QDRO is qualified.

n Minimum Required Distributions:
— When a participant reach age 72 (70½ if you turned 70½ before 

Jan 1, 2020), and has terminated, he is required to take annual 
Required Minimum Distributions (RMDs) by December 31 of 
that year and all future years.
h However, the first year’s distribution is not due until April 1 

of the following year – a one-time “grace period”.
During that first year, the participant will be taking two 
distributions by December 31.

h After the first distribution, the participant must take 
minimum distributions by December 31 of that year and all 
future years.

h Principal will monitor the list of terminated employees who 
are 72 (70½ if you turned 70½ before Jan 1, 2020) and will 
calculate the minimum amount due.

— If a participant turns age 72 (70½ if you turned 70½ before Jan 
1, 2020) and is still an active employee, he cannot take a 
minimum distribution until he has retired.
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Terminations and Distributions

n Forfeitures:
— General: A participant’s non-vested account balance will be 

forfeited following his severance from service date.
h Forfeitures for non-vested participants will be transferred from 

each fund to the forfeiture account upon receipt of the 
forfeiture list from HR.

— Forfeiture due to misconduct (“bad person”) clause: If a participant 
is determined by the Advisory Committee to be guilty of committing 
theft, fraud, embezzlement, or dishonesty with respect to the 
employer, the participant will forfeit his employer account and any 
rollover account attributed to an AOD prior plan.

— Forfeitures are used:
h first, to restore an eligible rehired participant’s non-vested 

account balance;
Rehired to full-time or regular part-time status; excluding rehires as 
ALTERNATE - substitute, temporary, seasonal or event status

h second, to pay or reimburse the employer for the plan’s 
reasonable expenses; and

h third, to reduce the employer contribution..

n Forfeitures will be used as soon as administratively possible, 
but no later than the end of the plan year following the plan 
year in which the forfeitures occurred.

n Lost participants:
— Human Resources will track, and research all lost participants in 

the Plan with the assistance of Principal and internet search 
websites.

— Account balances of terminated participants who have been “lost” 
for 5 years will escheat to the State of Colorado, provided that the 
participants would have been required to take a distribution from 
the plan during that time.
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Lay Pension Quarterly Report and 
Contributions

THE AoD LAY PENSION QUARTERLY REPORT
n The Paycom system will automatically prepare the Lay 

Pension Quarterly Report in an Excel spreadsheet, pull the 
quarterly wages, calculate the 6% employer contribution, and 
identify Full/Part Time job status changes.

n The Business Manager is responsible for all data and the final 
review of the Lay Pension Quarterly Report. Input from the 
pastor, principal, or daycare director is gratefully accepted, but 
the Business Manager must make the final review.

n Each location is responsible for the following tasks:
ü Reviewing data on the report for accuracy on or before the set 

due date;
ü Making sure all eligible employees are captured on the report;
ü Confirming each eligible employee’s contribution and the total 

contribution amount for the location;
ü Listing any changes or additions to the report;
ü Making sure that Paycom has been updated for all changes 

and additions;
ü Verifying shared employees meet the eligibility and receive 

employer contributions;
ü Requesting a contribution check for the quarter’s contribution 

amount;
ü Mailing the contribution check and remittance form to the 

Wells Fargo Contribution Lockbox.
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Lay Pension Quarterly Report and 
Contributions

68

Pension Eligible = YES

Pension Eligible = NO
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Contributions
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SHARED EMPLOYEES MAY BE ELIGIBLE TO RECEIVE THE 
EMPLOYER 6% CONTRIBUTION
n When you hire an employee, ask if he is working at another 

location. If he is, confirm the total hours a week the 
employee will work. If he will work 30 hours or more a 
week between the locations, notify Edwin in HR by email. 
Each location may pay the 6% lay pension contribution on 
his eligible pay.

n Full-Time Shared Employee - is a Full-Time Employee who 
also works regularly EVERY WEEK at another location within 
the Archdiocese of Denver as a regular part-time employee. 
Each location pays the 6% contribution.

Example: Alexa is a full-time employee at St. John who also 
works regularly EVERY WEEK at St. Joseph as a regular part-
time employee. Each location pays the 6% contribution.

As always, contact Edwin if you need guidance on determining a lay employee’s eligibility in 
the Plan or wages to include for contributions.



Lay Pension Quarterly Report and 
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n Part-Time Shared Employee - is a Regular Part-Time 
employee also working regularly EVERY WEEK at another 
location within the Archdiocese of Denver as a regular-part-
time employee resulting in a combined worked hour of 30 or 
more EVERY WEEK.

The employee is now considered a full-time employee eligible 
for full-time time benefits including pension contributions. The 
Business Managers should determine which location will pay for 
the benefits and bill the other location for their portion. For the 
lay pension plan, each location pays the 6% employer 
contribution.

Example: Alexa is a regular part-time employee at Most 
Precious Blood working 20 hours EVERY WEEK. She is also a 
regular part-time employee at St. Anthony working 10 hours 
EVERY WEEK. Her total hours worked every week is 30 
hours. Alexa is now considered a full-time employee eligible for 
full-time benefits. Each location pays the 6% employer 
contribution.
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n FULL-TIME TO PART-TIME AND PART-TIME TO FULL-
TIME JOB STATUS CHANGES

If an eligible participant changes job status during the quarter, 
the participant’s pay must be split into the full-time and part-time 
pay components, so they get a contribution on the full-time pay 
component only. Please send the updated quarterly wages to 
Edwin and update your copy of the Lay Pension Quarterly 
Report.

Example of Full-Time to Part-Time Status Change (FT to PT) 
during the quarter
Alexa changed job status from FT to PT on 8/20. Calculate 
Alexa’s quarterly pay from pay period 7/1 through 8/19. The 
result is the full-time pay component. The pay period from 8/20 
through 9/30 is the part-time pay component, and that amount 
should be excluded from the Lay Pension Quarterly Report.

Example of Part-time to Full-Time Status Change (PT to FT) 
during the quarter
n Alexa changed from PT to FT on 8/20. Calculate Alexa’s 

quarterly pay from 8/20 through 9/30. The result is the full-
time pay component. The pay period from 7/1 through 8/19 
is the part-time pay component and that amount should be 
excluded from the Lay Pension Quarterly Report.

As always, contact Edwin if you need guidance on determining a lay employee’s eligibility in 
the Plan or wages to include for contributions.
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Paycom Lay Pension Quarterly Report Instructions

1. Edwin will run the report at the end of each quarter. Business 
Managers will be notified by email that the Lay Pension 
Quarterly Report for the quarter ended mm/dd/yyyy is now 
available for review and approval.

Note: The Parishes/Schools that don't have regular full-time 
employees and shared employees on their payroll won't receive 
the Lay Pension Quarterly Report. There will be no contributions 
due from these locations.

2. To retrieve your Lay Pension Quarterly Report. Go to Paycom 
Report Center. 
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n Click on "Saved Reports". Type on the “Search Box” the 
date for the applicable quarter and click "Load".
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n Click on "Generate Report" and click Download to open the 
report.

n Click "Download" and open the file.
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3. The next step is to generate your Paycom Payroll Register 
report for the applicable quarter.

Paycom Payroll Register Report Instructions

ü Compare the Payroll Register Report to the Lay Pension 
Quarterly Report.

ü You need to make sure that all regular full-time and shared 
employees on the Payroll Register Report are captured on 
the Lay Pension Quarterly Report.

ü The participants quarterly wages should match both reports.
ü Job Status codes and Employee Types are critical for 

plan operation. In Paycom, the participants 
DOL Status and Employee Type should be the same.
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Paycom Payroll Register Report
n To generate the Paycom Payroll Register Report, go to 

"Reports" and click on "Report Center."

n Click on "Saved Reports”. Click inside the search box and 
type in the date for the applicable quarter. Find the Payroll 
Register Report for the applicable quarter and click 
on "Load".
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n Click "Generate Report".

n Click "Download".
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Lay Pension Quarterly Report and 
Contributions

4. On the Lay Pension Quarterly Report “fulltoPartTime” (FT 
to PT) column 

If you see an effective date, please calculate the full-time pay 
component. Enter that amount on the participant quarterly wages 
column. Email Edwin the calculated full-time amount so he can 
update his copy of the report that will be sent to Wells Fargo. See 
example on page 59.

5. On the Lay Pension Quarterly Report “parttoFullTime” (PT 
to FT) column

If you see an effective date, please calculate the full-time pay 
component. Enter that amount on the participant quarterly wages 
column. Email Edwin the calculated full-time amount so he can 
update his copy of the report that will be sent to Wells Fargo. See 
example on page 59.

6. On the Severance Pay Column – If a severance pay is paid 
out, enter the severance pay. Severance paid for the same plan 
year 7/1/2020 – 6/30/2021 is eligible for a contribution.

Example of severance paid in the same plan year 7/1/2020 – 6/30/2021

Alexa is offered four weeks of severance to start on 
8/10/2020. The severance pay for the whole four weeks is 
eligible for a contribution. It was paid out in the same plan 
year.

Severance pay outside of the plan year 7/1/2020 - 6/30/2021 is 
not eligible for a contribution.
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7. Moving Expenses Reimbursement Column– Changes to the 
IRS code, effective January 1, 2018, the moving expenses 
reimbursement is EXCLUDED from the report. Please let Edwin 
know if you have employees who receive moving expenses 
reimbursement.

8. If you have changes to report, please send an email to 
edwin.rey@archden.org. You will need to provide the employee's 
name, last 4 digits of the social security number, and your 
instructions. Edwin will update the report and send it back to you 
for approval.

9. Please email Edwin when you have reviewed and approved the 
lay pension quarterly report. Edwin will email you the contribution 
memo with the total contribution amount.
ü Complete the form by filling in the date the contribution check 

is mailed out to the Wells Fargo Contribution Lockbox, type or 
sign your name, and email the form back to Edwin. The 
contribution memo is for internal use only. Do not mail to 
Wells Fargo.
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10. Please issue a check for the contribution amount made out to 
the “Archdiocese of Denver Lay Pension Plan". Mail the check 
along with the Wells Fargo contribution remittance form to:

Contribution Lockbox for the Archdiocese of Denver
Lay Employees’ Money Purchase Pension Plan

Box 911496
Denver, CO 80291-1496
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Effective 2/22/2022, the new address for the Wells Fargo 
Contribution Loan Lockbox is:
ARCHDIOCESE OF DENVER                                                
CONTRIBUTION LKBK                                                            
PO  BOX 209496                                                           
DALLAS, TX 75320-9496



Lay Pension Quarterly Report and 
Contributions

n Edwin will prepare transmittals and send to Principal via 
secure file transfer.

— Transmittals will include contributions for locations that 
have submitted the correct deposit amount for its 
employees.

— Transmittals may be delayed for locations with 
discrepancies in their deposit amounts, missing data, 
or other questions. Until these questions are resolved, 
contributions will not be submitted.

— Transmittals can't be made for locations that haven't 
submitted deposit checks. Until Wells Fargo Bank 
receives a deposit check, it can't post contributions 
and participants will not share in the daily allocation of 
earnings.

n Principal will receive the contribution totals form and data 
files.

— Principal will upload the data into the recordkeeping 
system.

— Principal will purchase mutual funds according to each 
participant’s direction.
hContributions for participants without investment 

elections will purchase shares in the Vanguard 
Target Fund (based on the participant’s year of 
retirement at age 65.)

h Principal will pull funding from the contribution lockbox 
for the appropriate amounts.
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Rollover Contributions
— If a participant has retirement savings in other 

retirement plans and wants to consolidate into the lay 
pension retirement plan, the participant can initiate 
direct rollovers by calling the Principal Retirement 
Service Center at 1-877-475-3436 or accessing it 
directly at the participant website at www.principal.com

— The plan accepts rollovers from the following:
hqualified plans, such as money purchase pension 

plans or 401(k) plans;
hnon-qualified plans, such as tax-sheltered annuity 

plans (403(b) plans);
hSection 457 plans (maintained by state or 

government agency); or
h rollover distributions from a surviving spouse or an 

alternate payee.
— The plan continues to exclude rollovers from the 

following:
hnon-rollovers (IRAs);
heducation IRAs;
hRoth IRAs; or
hother rollovers containing after-tax amounts.
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Rollover Instructions:

Download and print the Rollover Declaration (PDF) or Formulario de 
Traspaso (PDF) form

2. The participant should complete and return the form to The Principal®.

3. The participant should notify their former employer and financial 
institution currently holding the retirement funds that they intend to roll 
over into another qualified plan.

Helpful hint: The participant should ask if they require any special forms in 
order to process the rollover request. (This can prevent delays with the 
rollover request.)

4. The participant should complete and return forms required by their 
former employer and/or financial institution.

5. The form and the supporting documentation plus the rollover check, 
should be submitted to:

Principal Financial Group
FBO: Your Name
Plan ID 317476
P.O. Box 9394
Des Moines, IA 50306-9394

h Principal will review and verify rollovers.
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Corrections

n If a location discovers an error, the Business Manager 
should contact Edwin in Human Resources about 
making a correction.

— Corrections should go back as far as needed, even to the plan’s 
beginning date on July 1, 1989.

— Corrections should never be co-mingled with the regular self-
billing process.

n Each location is responsible for paying for 
corrections.

— The contribution and related earnings must be funded by the 
parish.

— Corrections will be made as quickly as possible once the 
information is submitted and the deposit is made.
h Sending correction data more quickly may mean less 

related income payable from your parish.

n Negative corrections
— A participant’s negative correction can be assessed immediately 

from the participant’s account.
h The negative correction can offset the quarterly 

contribution for that account.

n Credits and debits:
— If a contribution or correction payment is due (debit), that amount should 

be ADDED to the next quarter’s contribution payment. It will be shown as 
a positive amount and calculate automatically in the total.

— If a contribution or correction credit is available (credit), that amount 
REDUCES the next quarter’s contribution payment. It will be shown as a 
negative amount and calculate automatically in the total.

— Credits and debits will be tracked and reported on the Self-Billing Reports.
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Corrections 

n In 1997, the Plan submitted a request to the IRS for a 
Compliance Statement under the Voluntary Compliance 
Resolution program (VCR).

— Each parish conducted a “self-audit” of plan operations and 
notified Mercer of any errors that were discovered.
h The Plan disclosed over 1,500 operational errors.

— The Plan spent over $300,000 calculating corrections and fixing 
the errors.

— The Plan received the Compliance Statement from the IRS in 
July 1997.

n As part of the VCR Compliance Statement, the Archdiocese 
was required to:

— conduct annual pension conferences for Business Managers 
about plan operations, legal updates, and procedures; and

— conduct on-site reviews at 5 locations each year.

n To the extent possible, errors that occurred or were 
discovered after the VCR are reported under the Self-
Correction Program (SCP).

— Currently, the SCP report shows over 1,200 errors that have 
been processed after the VCR process.

— In addition, the SCP report includes:
h several new unprocessed corrections
h over 100 unprocessed corrections from the VCR, and
h other pending corrections due to eligibility status that 

continue to be unresolved.
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Part-Time Employees

n We track all employees, including, part-time and 
ALTERNATE (seasonal, temporary, substitute and 
event) employees:

— to verify employment within the Archdiocese of Denver;
— to provide compensation information and medical assistance for 

workers’ compensation;
— to verify that part-time employees have not received contributions 

in error;
— to verify that part-time employees working at multiple locations are 

being treated correctly for eligibility purposes; and
— to gather data for coverage testing.

n Paycom should be updated for all employees.
n Alternate employees working full-time (30 or more hours per 

week) are not the same as regular full-time employees.
— Alternate employees working 30 or more hours per week should 

have an established ending date – no more than 5 months after 
hire.
h Business Manager (or the appropriate contact) needs to 

monitor their hours.
h If you have employed an alternate employee working 30 or 

more hours per week, make sure that after 5 months you:
reduce their hours;
terminate the employment; or
make the employee a regular full-time eligible employee.
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The Archdiocese of Denver 403(b) 
Voluntary Program

n The Archdiocese of Denver and its related 
ecclesiastical organizations provide a Tax-Sheltered 
Annuity/Voluntary 403(b) Plan Program as a second 
retirement vehicle for ALL employees.

n Every entity must offer the Voluntary 403(b) Plan 
Program to its employees – once during the new hire 
process and an additional time each year.

— Religious employees and part-time employees –
including alternate employees – are eligible to 
participate.

— There is no eligibility requirement to participate.
hThe employee may join the program at any time.
hOnce the employee joins the program, contributions 

are deducted automatically from his paycheck upon 
completion of the required forms.

hThe contributions are pre-tax for federal and state 
taxes only. Social Security and Medicare taxes must 
be calculated on the election amount.

Payroll deductions must be sent to the vendor 
after every bi-weekly payroll.
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Tax-Sheltered Annuity Program 403(b)

n The Archdiocese asked the mutual fund vendors to sign 
agreements accepting liability for contribution calculations, 
maximum exclusion allowances, and catch-up contributions.

h If a vendor refused to sign the agreement, the vendor was 
taken off the approved list.

— The TSA offers a specific list of vendors (see Pages 88-92).
h All vendors must be offered; the entity cannot pick and 

choose.
h If a vendor is removed, existing balances will remain, but 

future contributions can no longer be sent to that vendor.

n The participant can choose a vendor from the approved 
vendor list to invest his contributions.

h The Salary Reduction Agreement has a section for the 
employee to list his elected vendors, including the salary 
deferral elections..

n The employee must complete a Salary Reduction 
Agreement and submit it to Roxanne Powell in HR to set up 
the deduction process.

n We know that the salary reduction procedures may create 
additional work from payroll, but each employee must have 
the opportunity to participate in the program.

— The entity processes salary reductions during payroll 
processing.
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Tax-Sheltered Annuity Program 403(b)
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Tax-Sheltered Annuity Program 403(b)
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Approved Vendor List 
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Salary Reduction Agreement 
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Salary Reduction Agreement
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Guidelines for Employee Issues

n The Archbishop and the Presbyteral Council have agreed to 
band together to purchase benefits and insurance and share 
the risk across all the related ecclesiastical organizations in the 
Archdiocese of Denver.

n No variations are allowed.
n This includes, but is not limited to:

— health care benefits (medical/dental/vision/life, etc.);
— pension plans;
— voluntary benefit programs (TSA, FSA);
— general liability and property insurance;
— workers' compensation insurance; and
— the use of ParishSoft/ConnectNow Accounting, Paycom, 

etc.
hThe associated Trusts and departments are 

responsible for the application and administration of 
each program.

n Some entities have modified these programs or procedures or 
have created their own programs and procedures.

— These entities may have created non-qualified benefit 
plans, resulting in coverage issues, unpaid tax issues, the 
possibility of fraud, inconsistency with the benefit 
programs, and unfair practices.

n PLEASE refer to the Pastoral Handbook for correct 
procedures in daily duties/responsibilities.
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Guidelines for Employee Issues

n A discussion of these non-qualified programs 
and issues follows:

— Determining Independent Contractors
— Tuition program issues
— Free or discounted daycare and scholarship programs
— Handling moving expense and mileage reimbursements
— Use of Timesheets
— Conclusion
— Appendix Items
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Guidelines for Employee Issues
– Determining Independent Contractors

n Independent contractors are not employees and therefore 
they are not eligible for any benefit programs.

n It is the responsibility of the parish as payer to properly 
classify their workers. The IRS expects payers to make 
proper determination based on facts and circumstances of 
each individual. Classification of an individual as employee or 
contractor is not a choice (for the parish or individual) but 
must be determined based on the facts and circumstances of 
each case based on IRS guidance. Failure to properly 
classify individuals can result in expensive and time-
consuming corrections.

n The IRS offers guidelines on determining if a worker is an 
independent contractor rather than a common law employee.

— The IRS “Factors for Identifying Common Law Employees” is 
included in the Appendix on pages 107.

n If it is unclear as to an individual’s status or there is a 
disagreement, the parish should consider the individual as an 
employee and the individual should complete the IRS Form 
SS-8 to obtain IRS determination of contractor vs. employee 
status.

h Get a Form W-9 completed by the contractor before 
work is begun (Request for Taxpayer Identification Number and 
Certification);

Backup withholding at 28% is required to be withheld from 
payments if a W-9 is not provided/completed;

h complete an agreement regarding the work performed, their 
non-employee status and ineligibility for benefits;

h get proof of liability insurance and workers’ compensation 
insurance (PH 7.1.17.5); and,

h process payments from invoices through accounts payable.
A 1099 is required for payments totaling more than $600 
in a calendar year.
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Guidelines for Employee Issues
– Determining Independent Contractors

n Parishes/schools cannot classify workers as 
independent contractors just to save money on taxes, 
benefits, or workers’ compensation premiums.

n Parishes/schools cannot allow a worker to demand 
independent contractor status to avoid having taxes 
withheld from compensation or to write-off expenses 
against taxable income/compensation.
— This includes alternate employees, musicians, 

cantors, etc.
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Sample Independent Contractor Agreement
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Guidelines for Employee Issues
– Determining Independent Contractors

n The liability for unpaid taxes, any related 
penalties/interest, missing plan contributions and 
other benefits that should have been provided 
(vacation/sick leave, life insurance premiums) 
will fall on the entity if the worker category is 
questioned.

— The IRS could potentially determine that there was fraud 
if it is found that the rules were intentionally ignored.

— There are fines and penalties for misclassified workers 
from both the IRS and the State of Colorado.

— An incorrectly classified employee could sue the parish 
for back benefits that were denied.

n If any entity considers a worker as an employee 
for one purpose, then it considers that worker as 
an employee for all purposes – in the same 
location or across entities.

n Remember to check with Human Resources if you 
have any questions about a worker’s status.

— Be consistent in determining employees vs. independent 
contractors.
h A class of workers, e.g., teachers, musicians, maintenance, 

office, should be treated similarly
— It is safer to assume that a worker is an employee first 

and then see if they could be an independent contractor, 
instead of the other way around.
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Guidelines for Employee Issues 
– Tuition Program Issues

n The treatment of free or discounted tuition was updated 
in August 2002.

n For parish employees (such as parish secretary, 
Director of Religious Education, or choir member):

— Free or discounted tuition is taxable to these employees, 
as well as parish independent contractors or parish 
volunteer workers.
hThese amounts are eligible for the 6% contribution to 

the plan if the worker is otherwise eligible for a 
contribution.

hThese amounts should be reported on the Form W-2 
for parish employees and on the Form 1099-MISC 
for independent contractors and volunteers.

n For school employees (for example, teacher, principal, 
cafeteria worker, or teacher’s aide):

— Free or discounted tuition is not taxable to these 
employees.
hThese amounts are not eligible for the 6% 

contribution to the plan.
n The school is not required to offer free or discounted tuition.
n If the parish decides to offer free or discounted tuition, it must 

develop a written program that is consistently offered to all 
employees in the same class, (school, non-school, full-time 
employees), the parish cannot offer additional compensation 
to employees that don’t accept this benefit. Parishes must 
appropriately differentiate school vs. non-school employees 
(those that report to the Principal and those that do not) in 
order to determine the taxability of free or discounted school 
tuition.

100



Guidelines for Employee Issues
– Free or Discounted Day/Child Care and 
Scholarship Programs

n Free or discounted daycare care has a $5,000 
maximum for a tax-free benefit; any amount over 
$5,000 is taxable.

n Under a true and legitimate scholarship program, 
tuition can be awarded to the child for tuition 
purposes as long as the program is:

— documented in writing;
— offered on a nondiscriminatory basis.

n If you have further questions about offering a 
scholarship or reduced tuition program, please 
contact the Office of Parish Finance to ensure 
taxation compliance.
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Guidelines for Employee Issues
– Handling Moving Expenses and 
Mileage Reimbursements

n Moving expenses should be handled as an 
accountable plan per the Pastoral Handbook

n Moving expenses and mileage reimbursements will 
be handled in one of two ways:

— If the employee receives an equal reimbursement for 
eligible moving or mileage expenses, then the 
reimbursement is taxable to the employee and is not 
eligible for a 6% contribution to the Plan. This is the 
accountable plan per the Pastoral Handbook.

OR
— If the employee receives an amount in excess of 

substantiated expenses as actual moving or mileage 
expenses or an amount for non-eligible expenses, the 
excess amount or amount for non-eligible expenses 
should be returned to the parish. If it is not returned, 
then the excess amount or amount for non-eligible 
expenses is taxable to the employee and is not eligible 
for a 6% contribution to the Plan.
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Guidelines for Employee Issues
– Use of Timesheets

n Each entity must use Paycom timesheets to record actual time 
worked for non-exempt employees and time-off for exempt 
employees.

— All hourly full-time employees and part-time employees –
whether paid on an hourly, stipend or salaried basis -
must complete timesheets to make sure that the 
employee is paid for (or credited with) the correct amount 
of time worked.
hEven if the employee is salaried part-time, you must 

use timesheets to make sure that the employee is not 
working 30 or more hours per week for benefits 
eligibility and over 40 hours per week for overtime 
pay.

hFull-time employees paid on an hourly basis should 
complete timesheets to ensure that the employee is 
paid for the correct amount of time worked and to 
ensure that the employee continues to work 30 or 
more hours per week for benefits eligibility.

h If you have employees who work off-site or at home, 
make sure that those employees – whether part-time, 
full-time, hourly, or salaried - submit a timesheet to 
verify benefits eligibility or in-eligibility and to track 
overtime pay. For business purposes, you can 
request that they provide a written description of the 
tasks worked.

n There were several instances when a part-time employee 
terminated employment and subsequently claimed that they 
had actually been working 30 or more hours a week and were 
therefore entitled to Plan benefits.

— When there was no clear documentation as to the number 
of hours an employee worked, some parishes have had to 
make retroactive contributions to the Plan for an 
employee that they believed, but could not prove, worked 
part-time.

n See sample of timesheet in the Appendix.
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Guidelines for Employee Issues
– Conclusion

n Be Consistent! If your location offers any other 
benefits, the benefits must be offered to ALL 
employees.

— Inconsistent treatment can cause tax ramifications, 
compliance problems, and the possibility of fraud, as 
well as ill will to the employees not “eligible” for these 
additional benefits.

n When in doubt about an employee’s status – Call us!
n Unsure about benefits eligibility – Call us!
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Appendix

Common Law Factors
W-2 Memo Sample
Timesheet samples

Websites:
IRS – www.irs.gov

- Form SS-8, Determining Worker Status
- Publication 15A (Circular E) employee or         
independent contractor?
- W-2 form and rules

Colorado – www.coworkforce.com
- Child labor laws
- Fair Labor Standard Act (FLSA)
- link to Department of Labor

Federal – www.dol.gov
- Child labor laws

105

http://www.irs.gov/
http://www.coworkforce.com/
http://www.dol.gov/


Common Law

Appendix
Factors for Identifying Common Law Employees

Historically, the IRS has used a 20-factor test as a guide in assessing how workers should be 
classified under the common law test in specific situations. How the factors are applied, and the 
relative weight to be accorded for each factor, depends on the particular occupation in question 
and the factual context in which the issues has arisen. In 1996, the IRS published new auditor 
training materials that suggest that some of the 20 factors are no longer as relevant as they once 
were. These questionable factors are noted with an asterisk (*).

1. Whether the worker is required to comply with instructions about when, where and how to 
perform the work.

2. Whether the service recipient trains the worker.
3. Whether the worker’s services are integrated into the business operations of the service recipient.
4. Whether the services must be rendered personally.
5. Whether the service recipient supervises the worker.
6. Whether there is an expectation that the relationship between the worker and the service recipient 

will continue indefinitely.
7. Whether the service recipient sets the hours of work of the worker.*
8. Whether the worker is required to devote substantially full time to the business of the service 

recipient.”
9. Whether the work is done on the premises of the service recipient.*
10. Whether the worker must perform services in the order set by the service recipient.
11. Whether reports by the worker to the service recipient are required.
12. Whether payment is by the hour, week or month (as opposed to a flat fee.)
13. Whether the service recipient pays the worker’s business and/or traveling expenses (I.e., whether 

the worker incurs any Unreimbursed expenses.)
14. Whether the worker is required to furnish his or her own tools.
15. Whether the worker invests in facilities used to perform the work.
16. Whether the worker can realize a profit or loss as a result of the performance of services.
17. Whether the worker performs the services for more than one service recipient.
18. Whether the worker makes his or her services available to the general public.
19. Whether the service recipient has the right to discharge the worker at will.*
20. Whether the worker has the right to terminate the relationship without incurring liability.*
In its 1996 training manual, the IRS acknowledges that some factors not listed above may also be 

relevant, including:
• The intent of the parties, as reflected in written contracts.
Providing a worker with employee benefits traditionally associated with employee status.
__________________________
Grist Document from Washington Group of Mercer Human Resources Consulting 1997

106



Common Law
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Timesheet Samples
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References

n Pastoral Handbook available at 
www.archden.org - Offices

Background Checks –
Refer to Code of Conduct/standard application form
Pastoral Handbook, Chapter 3, Section 3.2.3 and 
Exhibit IV

Records Retention –
Pastoral Handbook, Chapter 10, Section 10.11.0
and Exhibit III
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Reference, (continued)

Gifts and Bonuses –
Pastoral Handbook, Chapter 10, Section 10.20.0

Priest Mass and Stole Fees –
Pastoral Handbook, Chapter 2, Section 2.2.11

Items of Interest –
Pastoral Handbook, Chapter 10

Section 10.18.0/19.0 – Employment, paychecks
Section 10.21.0 – Expenses, handling
Section 10.22.0 – Timely payroll tax remittance
Section 10.22.2 – 1099-Misc. Reporting
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THANK YOU

Please visit for more
denverparish.org/people-support/


