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Supplemental Job Aid

Date: 06/30/2015

Target Audience: Year-End Financial Report Preparers (GL Reporter)

Purpose: This Supplemental Job Aid provides instructions for identifying the necessary Adjustments to Controller’s Accounts (Report No. 3) in FI$Cal and converting the FI$Cal account chartfield values to the Uniform Codes Manual (UCM) values.

Adjustments to Controller’s Accounts (Year-End Report No. 3)
Overview: This Job Aid is a supplement to the instructions found in the State Administrative Manual (SAM) section 7955 and the State Controller’s Office (SCO) Year-End Financial Reports Procedure Manual Budgetary/Legal Basis, for preparing the Adjustments to Controller’s Accounts (Report No.3)
Report No. 3 is a SCO Legacy system input document containing the adjusting entries needed to correct any errors on the SCO cash basis accounts as of June 30. 

The adjustments on Report 3 are for year-end reporting purposes only. This report does not correct SCO’s accounts. Departments are also required to submit a transaction request Form CA 504 to the SCO Accounting Section to correct the SCO cash basis records of department accounts. 

Report 3 consists of the following forms:
· Form 576A: Designed to report adjustments to asset and liability accounts. Commonly used account numbers are pre-printed on the form.
· Form 576B: Designed to report adjustments to disbursement, reimbursement, transfer, and receipt accounts. This is a computer-generated form containing pre-printed account numbers and titles.


Resources:

State Administrative Manual (SAM) Section 7955 can be found at:
http://www.documents.dgs.ca.gov/sam/SamPrint/new/sam_master/rev427sept14/chap7900/7955.pdf
The SCO Year-End Financial Reports Procedure Manual and forms can be found at:
http://www.sco.ca.gov/ard_reporting.html

The Department of Finance website includes FI$Cal COA value crosswalk information and other FI$Cal-related documentation on their FI$Cal Resources page located at: http://www.dof.ca.gov/FISCal_Resources/view.php. The COA Crosswalk, Program Crosswalk and the Project Crosswalk can all be found on this page which will assist departments in converting data and completing the Report 3.
	
Crosswalk Information: 

FI$Cal uses a new Chart of Accounts (COA) ChartField values, however, the SCO requires the year-end financial reports use the Uniform Codes Manual (UCM) values. Therefore, before completing Form 576A, it is necessary for departments to use the COA Crosswalk to convert the new COA values to the UCM values. 

Example 1:

 Acct_Final COA value 1240000 Due from Other Funds is cross walked to UCM GL 1410.
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Programs in FI$Cal are new and must also be crosswalked to Legacy Programs before completing Form 576B. Departments can use the Program Crosswalk to assist with this conversion. SCO only maintains records at the Budget Act level and cannot process documents with lower level coding. If unsure of the Budget Act level, please refer to the Budget Act which can be located at: http://leginfo.legislature.ca.gov/.

Eample 2:
 FI$Cal Program 1640010 converts to the UCM Program equivalent 10.10.
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Instructions for Governmental Cost Funds:

Step 1: Complete the FM13 

Complete the FM13 (Period 998) FI$Cal to SCO Reconciliation. Only reconciling items that are adjustments/corrections to SCO’s records, should be listed on the Report 3. 

Step 2: Crosswalk FI$Cal Programs 

Use the crosswalks referenced above to crosswalk the FI$Cal programs to the Legacy programs. 

Step 3: Complete Transaction Request/Letter (Form 504). 

Complete the Transaction Request/Letter (Form 504). This completed form will be submitted to SCO’s Accounting Section and attached for reference to the Report 3. Instructions on how to complete the Form 504 can be found on SCO’s website at: http://www.sco.ca.gov/Files-ARD/transreq_transreq.pdf 

Step 4: Complete the Report 3 Form 576B 

Using the Form 504, complete the Report 3 Form 576B. Form 576B should be used for the detail accounts (revenue, reimbursement, expenditure, transfer accounts to be impacted).  

Step 5: Select the Correct Due To/Due From Account

Depending on the type of adjustment and the parties involved (i.e. other fund or department), departments should select the correct Due To/Due From account for completing the Report 3 Form 576A. Remember the following:

· Crosswalk the FI$Cal COA to the UCM Codes.  
· Include the affiliate fund or agency as the subsidiary for the Due to or Due From accounts. 

Step 6: Verify that the Form 576A and Form 576B debits and credits net to zero.

Instructions for Nongovernmental Cost Funds:

Step 1: Prepare Report No. 3
Report No. 3 for nongovernmental cost funds is prepared when the department's account balances for the accounts below do not agree with the SCO's balances on June 30 due to an error on the SCO's records. Use Form 576A to report adjustments; Form 576B is not required. 

Cash in State Treasury
FI$Cal account 1104000 (GL 1140)  	Must always agree with the June 30 SCO Cash in State Treasury Account. If an error is detected in FI$Cal, it must be corrected in FI$Cal only. If there is an error(s) in the SCO account, GL 1140, must be footnoted on the Report 7 Pre-Closing Trial Balance. The footnote must identify and explain the difference between the SCO balance and department balance. . In addition, a Report No. 3 must be submitted.

 
Deposits in Surplus Money Investment Fund
FI$Cal account 1120000 (GL 1210)     	Must always agree with the June 30 SCO Deposits in Surplus Money Investment Fund Account. If an error is detected in FI$Cal, it must be corrected. If there is an error(s) in the SCO account, GL 1210, must be footnoted on the Report 7 Pre-Closing Trial Balance. The footnote must identify and explain the difference between the SCO balance and FI$Cal. In addition, a Report No. 3 must be submitted.

Prepayments to State Compensation Insurance Fund 
FI$Cal account 1309200 (GL 1730.0512) (Category 96)

Prepayments to Service Revolving Fund 
FI$Cal account 1309200 (GL 1730.0666) (Category 98)

Advances to Other Funds 
FI$Cal account 1222000 (GL 2120) (Category 95)
Step 2: Include Adjustment Explanation
An explanation for each adjustment should be included with the completed form. Although the adjustment is an SCO error, the reported adjustment should be the amount necessary to bring the department’s accounts into agreement with the SCO’s June 30 balances. The total debits must equal total credits. 
The corresponding entry is normally FI$Cal Account 1240000 Due From Other Funds/appropriations (GL 1420.XXXX) or FI$Cal Account 2010000 Due To Other Funds/Appropriations (GL 3115.XXXX)
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