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Supplemental Job Aid 

Date: 06/30/2015

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

Purpose: Report No. 2 is the supporting worksheet for Report No. 1, Report of Accruals to Controller's Accounts. Report No. 2 is the first report to be completed.

Year End Report No. 2 – Accrual Worksheet:

Job Aid Overview: This Job Aid is a supplement to the instructions found in the State Administrative Manual (SAM) section 7953 and the SCO Year-End Financial Reports Procedure Manual Budgetary/Legal Basis, for preparing the Accrual Worksheet (Year End Report No. 2).

Data is maintained in FI$Cal using the new Chart of Accounts (COA) ChartField values. The SCO, however, will require the 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.

The following FI$Cal reports, period 998, are used to prepare the Report 2, Accrual Worksheet:

· SCO/Agency Reconciliation Report & Clearing Account Transactions Query (Job Aid FI$Cal.186) 
· Pre-Closing Trial Balance (Job Aid FI$Cal.228)
· Post-Closing Trial Balance (Job Aid FI$Cal.229)
· A-2 Adjust Revolving Fund Cash Account accrual worksheet (Job Aid FI$Cal.245)
· SCO Tab Run
· Subsidiaries on File (Job Aid FI$Cal.256)


The report is organized as follows: 

· Column totals record real account activity
· Line or row totals record nominal account activity



Step 1:

List all the SCO detail accounts (Account Type D, F, and T) for current and prior year appropriations. Also list any current year revenue detail accounts (Account Type R) that have accruals to report. 

NOTE: 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/

Step 2: 

Use the SCO/Agency Reconciliation Report and the Clearing Account Transactions Query (Job Aid FI$Cal.186) for period 998 to identify which appropriation accounts have accruals. Use the following Month end close queries to identify the accruals at a lower level. The additional FI$Cal queries are specifically designed to aid in the reconciliation process. Refer to Using the Reconciliation Accruals Queries (Job Aid FI$Cal.225):

· zz_exp_ap_accrual
· zz_exp_jrnl_accrual
· zz_abatement_accrual
· zz_rev_jrnl_accrual
· zz_rev_item_accrual
· zz_rev_bi_accrual
· zz_reimb_bi_accrual
· zz_reimb_item_accrual
· zz_reimb_jrnl_accrual
· zz_encumbrance_accrual


Step 3: 

For each detail account listed on the Accrual Worksheet, enter the accrual amounts into the proper real account column on the Accrual Worksheet from the accrual amounts. 
Step 4: 

Record accruals using the actual sign (debit for asset accounts and credit for liability accounts, unless an account has a true abnormal balance) except for the Revolving Fund Advance and Prepayment lines. Refer to specific instructions for Revolving Fund, prepayments and deferred items in this section. 

Step 5:

Plan of Financial Adjustment (PFA) GL1410/1420/3114/3115 (Account 124xxxx/201xxxx) - Use the SCO/Agency Reconciliation Report and the Clearing Account Transactions Query (Job Aid FI$Cal.186) for period 998 to identify which appropriation has pending PFA accruals. Verify the PFA accrual amounts against your monthly PFA reconciliation. Enter the accrual items into the proper column on the Accrual Worksheet from the accrual amounts.
 
Step 6:

For any accounts found on the reconciliations but not listed on the Accrual Worksheet, use one of the blank columns, or a pre-printed column that will not otherwise be used, or combine the account with a similar pre-printed account. 

NOTE: Do not show adjustments to SCO accounts on the Accrual Worksheet. Adjustments to SCO accounts are included on Report No. 3. There should be no adjustments to departmental accounting balances on the final reconciliations. If there are, those items must be corrected and reconciliations redone before year-end reports can be completed. 

"GENERAL CASH" Column: The following items are not found on the reconciliations but must be reported on separate lines as debits in the "General Cash" column: 

· Uncleared Collections GL 3730 (Account 2090100) on the Pre Closing Trial Balance Report. Enter Credit amounts in GL 3730 in the “Deferred Credits” column
· The unremitted portion of GL 2050000-Unearned Revenue or 2052000 Unearned Reimbursements from the Subsidiaries on File Report, if any

The "Net Total Accruals per Agency" of each of these lines must be zero. 

“ACCOUNTS RECEIVABLE-OTHER" Column: The following items are not found on the reconciliations but must be reported on the Misc. Accounts-Provision for Deferred Receivables line. Enter any amounts in these accounts from the Pre Closing Trial Balance Report as Debits in the "Account Receivable-Other" column and a Credit amounts in GL 1600 (1290000) the “Deferred Credits” column:

· Accounts Receivable Dishonored Checks GL 1315 (Account 1200150) 
· Accounts Receivable Cash Shortage GL 1316 (Account 1200200) 
· Accounts Receivable Other GL 1319 (Account 12009900) 
· Accounts Receivable Audit Exceptions GL 1340 (Account 1209100) 
· Accounts Receivable Contingent Receivable GL 1380 (Account 1209400) 

The "Net Total Accruals per Agency" of each of these lines must be zero. 

Step 7:

“ACCOUNTS PAYABLE" Column: Using the SCO/Agency Reconciliation Report and the Clearing Account Transactions Query (Job Aid FI$Cal.186) for period 998, enter the accrual amounts into the “Accounts Payable GL3010” (2000000) column for the total of the balance of “EXPENDITURES – Appropriation Expenses” and “ENCUMBRANCES – Appropriation Expenses”. Record the accruals as the opposite sign of the reconciliation Balance column.
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Step 8:

OFFICE REVOLVING FUND (ORF) ADVANCE LINE (Category 97): The total amount of the revolving fund advance is entered on the Revolving Fund Advance line in the "Revolving Fund Cash" column. Enter this amount from the SCO Agency Reconciliation Report (Report No FC-320-01-P) as of 6/30/2015 Ending Balance for Category 97 with the same sign (debit). Do not enter the accruals from the reconciliation on this line. The accrual activity is only entered on the Revolving Fund Adjustment line discussed below. 

NOTE: The amount on the SCO/Agency Reconciliation Report (EY 2014, Program 9990 D) “SCO Adjusted Balance” line represents the total of Category 96, 97 and 98. To validate the amounts in FI$Cal for Category 97, use the FI$Cal Ledger Activity Report for account 1222100. 



Step 9:

REVOLVING FUND ADJUSTMENT LINE: The Revolving Fund Adjustment line is at the bottom of the report, between the Subtotal and Total lines. The line is completed in two steps: 

1. From the ORF (Category 97) period 998 A-2 Adjustment Revolving Fund Cash Account accrual worksheet, enter each accrual item into the proper column

2. Total the accruals entered on the Revolving Fund Adjustments line. Enter this amount into the "Revolving Fund Cash, GL 1130” (1101200) column as a credit. 

NOTE: The “Net Total Accruals per Agency” for the Revolving Fund Adjustment Line must be zero. 

Step 10:

"PREPAYMENTS TO OTHER FUNDS" Column: Enter the Category 96 State Compensation Insurance Fund (SCIF) and Category 98 Service Revolving Fund (SRF) Prepayments into the "GL 1730 - Prepayments to Other Funds" (1309200) column. Enter the amount from the SCO Agency Reconciliation Report (Report No FC-320-01-P) as of 6/30/2015 Ending Balance for each category with the same sign (debit). 

NOTE: The amount on the SCO/Agency Reconciliation Report (EY 2014, Program 9990 D) “SCO Adjusted Balance” line represents the total of Category 96, 97 and 98. To validate the amounts in FI$Cal for Category 96 and 98, use the FI$Cal Ledger Activity Report for account 1309200 or Subsidiaries on File Report, GL 1730 (1309200). These items are entered on the Accrual Worksheet so the final total will agree with GL 3903000 - Fund Balance-Clearing. They are not carried forward to Report No. 1 because the SCO records already contain these prepayment amounts. 

Step 11:

Enter any Prepayments to Architecture Revolving Fund (ARF) from the Subsidiaries on File Report, GL 1730 (1309200), Subsidiary Fund 0602 or the Ledger Activity Report to the Misc. Accounts – Prepayments to ARF line. Enter the amounts as Debits in the "Prepayment to Other Funds GL1730/1740" (1309200) column and a Credit amount in GL 5330 (3500000 – Reserve for Prepaid Items) in the “Deferred Credits” column.

NOTE: The "Net Total Accruals per Agency" of the line must be zero. 


Step 12:

“DEFERRED CREDITS" Column: GL 3730 (2090100)-Unremitted Uncleared Collections, GL 1600 (1290000) - Provision for Deferred Accounts Receivable, GL 2600 (1800000) - Deferred Charges (applicable to ORF), GL 5330 (3500000) - Reserve for Prepaid Items, and GL 3400 Unremitted Advance Collections are entered in this column. 

NOTE: These amounts offset the amounts in the "General Cash", "Accounts Receivable, "and "Prepayments" columns so the line totals net to zero.

Step 13:

FINAL CHECKS - Add all columns down and all rows across. Show column sub-totals and add the Revolving Fund Adjustment row to get the final column total. Each column total must equal the appropriate account(s) balance on the Pre-Closing Trial Balance Report. The Miscellaneous Accounts and Revolving Fund Adjustment lines must each net to zero.

Resources:

SAM Section 7953 can be found online at:
http://www.documents.dgs.ca.gov/sam/SamPrint/new/sam_master/rev427sept14/chap7900/7953.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
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Includes year - end accruals pursuant to State Administrative Manual.       A C C R U A L   W O R K S H E E T     Agency: Department of Air Quality (9990)   Fund:   General Fund (0001)   June 30, 20 15              

       CASH ON  HAND IN  AGENCY     1190  ACCOUNTS RECEIVABLE           

ACCOUNTS REFER TO THE    STATE ADMINISTRATIVE    MANUAL OR SUPPLEMENTAL    INSTRUCTIONS    GENERAL   CASH       1110    REVOLVING   FUND CASH       1130     ABATE - MENTS       1311    REIM -   BURSE - MENTS     1312    OTHER     1315   1380   1319  DUE FROM  OTHER  FUNDS       1400  DUE  FROM  OTHER  GOV'TS     1500    EXPENSE  ADVANCES     1710  PREPAYMENTS   TO OTHER  FUNDS     1730    ACCOUNTS  PAYABLE     3010      CLAIMS  FILED     3020  DUE TO   OTHER  FUNDS/  GOVTS     3110 , 3210,  3220, 3290  DEFERRED  CREDITS     3730,  1600,   5330, 3400    NET TOTAL  ACCRUALS  PER AGENCY  

APPROPRIATION - State Ops   C URRENT YEAR   Item 9990 - 001 - 0001                 

             Program 10, Air Quality Standards            - 1,024,070.53   - 1,628,729.73   - 2,652,800.26  

  Program 20, Air Quality Control            - 88,487.87   - 1,035,198.89   - 1,123,686.76  

  Program 30.01, Administration            - 135,583.00   - 484,337.75   - 619,920.75  

  Program 30.02, Dist. Admin .        484,337.75     135,583.00     619,920.75  

  Program 99, Clearing Account     186.46    3,356,397.79     - 473,422.85  - 239,120.42  - 1,057,386.27   1,586,654.71  

  Category 90 - Reimbursements  65,829.80       2,884,081.01  225.00        2,950,135.81  

            Category 96 - SCIF Deposit           28,126.65      28,126.65  

  Category 97 - ORF Advance   100,000.00              100,000.00  

  Category 98 - Adv to SRF - Other           110,000.00      110,000.00  

                

C URRENT YEAR , Item 9990 - 501 - 0001                 

  Program 10, Air Quality Standards            - 1,000,000.00  - 77,900.00  - 7,226,400.00   - 8,304,300.00  

                

PRIOR YEAR , Item 9990 - 001 - 0001                 

  Program 10, Air Quality Standards            - 13,166.30  - 3,683.82  - 1,928.47   - 18,778.59  

  Program 99, Clearing Account     17.54    1,928.47     - 36,288.36  - 2,250.00    - 36,592.35  

  Category 90 - Reimbursements      880.00   121,949.76  960.00        123,789.76  

                

Revenue   -   CURRENT YEAR                 

  161400  Misc Revenue  1,075.00               1,075.00  

                

Miscellaneous Accounts:                 

             Sales Tax  644.00             - 644.00   0.00  

  Uncleared Collections  193,805.48              - 193,805.48  0.00  

  Provision for Deferred Receivables       920,279.57         - 920,279.57  0.00  

             Prepayments to ARF           28,000.00     - 28,000.00  0.00  

             Advance Collect - Reimbursements  120,436.00              - 120,436.00  0.00  

                

SUBTOTAL  381,790.28  100,000.00  0.00  204.00  880.00  920,279.57  6.848,694.78  1,185.00  0.00  166,126.65  - 2,635,435.91  - 322,954.24  - 11,434,625.11  - 1,262,521.05  - 7,236,376.03  

Revolving Fund Adjustment   - 73,635.97  50.00       7,263.10   54,817.62  11,505.25    0.00  

TOTAL  381,790.28  26,364.03  50.00  204.00  880.00  920,279.57  6,848,694.78  1,185.00  7,263.10  166,126.65  - 2,580,618.29  - 311,448.99  - 11,434,625.11  - 1,262,521.05  - 7,236,376.03  
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