Final Reconciliation of Controller’s Accounts 
with Final Budget Report/Agency Records (Year-End Report 5)
Supplemental Job Aid

Date:  06/30/2015

Target Audience: Year-end Financial Reports Preparers (GL Reporter)

Purpose: This Supplemental Job Aid provides instructions to assist in the completion of the Report 5 using FI$Cal resources and other year-end financial reports.  This report must be submitted for all governmental cost funds.

Overview:  This Job Aid is a supplement to the instructions found in the State Administrative Manual (SAM) and the State Controller’s Office (SCO) Year-End Financial Reports Procedure Manual Budgetary/Legal Basis, for preparing the Final Reconciliation of Controller’s Accounts with Final Budget Report/Agency Records (Year End Report No. 5).

Report 5 provides departments with a method of reconciling the department’s appropriation balances with the SCO balances as of June 30.

Resources:

SAM Section 7957 can be found online at:
http://www.documents.dgs.ca.gov/sam/SamPrint/new/sam_master/rev427sept14/chap7900/7957.pdf

The SCO Procedure Manual can be found online at:
http://www.sco.ca.gov/ard_reporting.html
The COA Crosswalk spreadsheet can be found on DOF’s website at:
http://www.dof.ca.gov/FISCal_Resources/view.php

Data is maintained in FI$Cal using the new Chart of Accounts (COA) ChartField values. The SCO, however, will require departments to submit year-end financial reports using the Legacy Uniform Code Manual (UCM) values. Therefore, when submitting year-end reports to the SCO, it is necessary for departments to convert the new COA ChartField values to the legacy UCM values. 

It is important to remember that 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/. 

Report 5 Form 573 is available as a computer-generated form, available on the SCO website http://www.sco.ca.gov/ard_reporting.html for each appropriation that exists on the SCO records as of June 30. Departments may create their own Report 5 for items that were effective prior to July 1, but were not set up on the SCO records by June 30.  Prepare Report 5 for all fiscal years. 
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Instructions for Completing Report 5:

To complete the report, you will need to complete Report 1 – Report of Accruals to Controller’s Accounts, Report 3 – Adjustments to Controller’s Accounts and Report 6 – Final Budget Report.  You will also need a copy of any pending Budget Revisions, Allocation Orders, Executive Orders, and/or any other pending items, as applicable, not reflected in the Controller’s amounts.  

The numbered steps below are followed by an illustration of a completed Report 5 to assist you in understanding how to fill out the report.  Each numbered step in the following instructions references a corresponding numbered field in the illustration.  

For steps 1 – 5, do not change the pre-printed amounts as these represent data from SCO’s accounting system. All amounts entered must be in dollars and cents.  Do not use dollar signs, or enter zeros if there is no value to report.

Step 1: Agency, Fund, FY, and Item: A separate Report 5 page must be used for each Fund’s Reference item maintained by the SCO.

Step 2: June 30 Account Balance per State Controller’s Records: The total expenditure amount and the item balance per SCO Control ‘C’ account as of June 30 are pre-printed on this line.  The item balance per SCO for the reverting year should be zero, reflecting the reversion on or prior to June 30.

Step 3: Reverse Prior Year Adjustments to Controller’s Account: The reversal of the adjustments reported on the previous year’s Adjustments to Controller’s Accounts (Report 3) is pre-printed in the Expenditure column. If the department does not agree with the preprinted amount, provide a footnote to indicate the amount per the department’s records.  Verify that the preprinted amounts agree with last year’s Report 3 Adjustments to State Controller’s Accounts. 

Step 4: Reverse Prior Year Expenditures/Reimbursements Accrued: The reversal of accruals reported on the previous year’s Report of Accruals to Controller’s Accounts (Report 1) is pre-printed in the Expenditure column.  A Prior Year Accrual Summary Report is also available on SCO website.  If the department does not agree with the preprinted amount, provide a footnote to indicate the amount per the department’s records.  Verify that the amounts agree with last year’s Report 5 by adding all the accruals reported in the ‘Expenditures’ column and comparing to the preprinted amount.

Step 5: Reverse Prior Year Corrections Made by Controller’s Office: The reversal of the corrections made by SCO to the previous year’s Report 1 and/or Report 3 is pre-printed in the Expenditure column.  If the department does not agree with the preprinted amount, provide a footnote to indicate the amount per the department’s records.  Verify that this amount is correct by reviewing notes made on last year’s financial reports per contacts from the SCO.

Step 6: Apply Current Year Adjustments to Controller’s Accounts: Enter the total current year adjustments to the item as reported on the Adjustments to Controller’s Account (Report 3), Form 576B.  Enter the amount in both the Expenditure and Appropriation Balance columns.

Step 7: Apply Accruals per Report of Accruals to Controller’s Accounts: Enter the current year accruals for each Category or Program as reported on the Report of Accruals to Controller’s Accounts (Report 1), Form 571C and 571D.  Enter these amounts in both the Expenditure and Appropriation Balance columns, with the exception of the Revolving Fund Advance (Category 97) accrual, which must be reported in the Appropriation Balance column only – see reference number 9.

Step 8: Pending Budget Revisions, Allocation Orders, and Executive Orders: Enter an increase or decrease to the item balance in the Appropriation Balance column for the following:

i. Executive Orders dated June 30 or earlier that were issued  by the DOF but not recorded by the SCO as of June 30 (per section 7957 of the SAM).

ii. Budget Revisions that were approved by Department of Finance on or before June 30 but not recorded by the SCO.

iii. Allocation Orders not recorded by the SCO as of June 30.

iv. If you are posting accruals against reverted items with pending vouchers, include the following as a footnote on the Final Reconciliation of Controller’s Accounts with Final Budget Report/Agency Records, Report 5.

“The amount on the Pending Budget Revisions/Allocation Orders/Executive Orders line in the Appropriation Balance column is there to cover an accrual posted for a pending voucher.”

Note: Documents should be included to support amounts reported on the Pending Budget Revision, Allocation Order and Executive Order line.  Copies of the allocation orders, budget revisions, and executive orders are considered appropriate and substantial support documentation.	 Multiple pending items should be combined and the total entered.

Step 9: Advances to Other Funds and Prepayments to Service Revolving Fund:

Category 96 - Advances to Other Funds and Category 98 - Prepayments to Service Revolving Fund - The balance on the SCO records for Categories 96 and/or 98, is preprinted in the Appropriation Balance column.  Do not alter this amount, as there are never accruals to these Categories. 

Category 97 – Revolving Fund Advance and Category 99: Enter the current year accruals for each Category or Program as reported on the Report of Accruals to Controller’s Accounts (Report 1), Form 571C and 571D.  Enter these amounts in the Appropriation Balance columns. 

Step 10: Total: Enter the net total for each column.  The total of the Appropriation Balance column must be zero or have a credit balance.

FINAL CHECKS-Total each column, including the preprinted amounts. Compare the Report No. 5 column totals with the Report 6 - Final Budget Report. The Expenditure column total on each Report 5 should equal the Total Reference line of the Report 6 Budgetary Expenditure column for that item.
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