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Year - End Internal Account Procedures
June’s monthly report must be in to Budget/Bookkeeping by July 16th.  When balancing June, you must change the date on the A001 Screen to 06/30/2013, and year to 2013.  
The close-of-business for the last month of the fiscal year (June 30) is the appropriate time for an analysis of all projects. The following must be reviewed prior to June 30:
A. Adjustments: There must not be any adjustments on your bank reconciliation sheet as of June 30.

B. Negative Balances: No project or sub project may have a negative NET balance on June 30 without sufficient documentation.  To cover negative balances, use a Journal Entry moving funds from another project. The Journal Entry must not be reversed in the new fiscal year.  EXCEPTION:  For any account that is reasonably expected to receive revenue in excess of its negative balance during the next year, the coverage entry may be reversed.
C. Outstanding Checks: Review the checks still outstanding on the bank reconciliation (especially those over 180 days old) to determine which should be voided.  To void checks, refer to chapter 5 – Purchases.   If the outstanding check is dated in the prior fiscal year and issued from a purchase order, call one of the Bookkeeping Resource Assistants for assistance.
D. Asset GL Accounts:  These Asset GL accounts must be closed prior to June 30.
a. Petty Cash (GL 1112)
b. Change Fund (1113)

c. Due from Other Funds (1140)
E. Liability GL Accounts: 
These funds must be sent to the District no later than the June date designated in the memo distributed annually by Finance for the following accounts:
a. District Petty Cash/FNS Change Fund (2221)

b. Athletic Participation Fees (2222) – including fees collected for next fiscal year.


c. Band/Chorus Fees (2223)

d. Coca-Cola Payable (2227)
IMT will designate the date to have the following funds submitted to the District’s Central Cashier:
     Textbooks Payable (2224)
Before submitting check(s) to the District’s Central Cashier, review each detailed GL report for accuracy.

The balance for each account must be submitted to the District Central Cashier on a separate check.  On the F204 panel, enter a “Y” in the separate check field on the invoices that require a separate check.
F. Unposted Activity: The following screens should be reviewed for unposted activity.  The entries must be posted or deleted.  Samples in TERMS Section.
a. Journal entries (F611) 

b. Invoices (F201) 

c. Receipts (F631) 

d. Purchase orders (F814) 
G. Purchase orders: All outstanding posted purchase orders should be reviewed and closed if they should not be rolled into the new fiscal year. There must not be any open purchase orders older than 6 months. Sample in TERMS Section. 

H. Secondary Schools:
a. Athletic Director’s Project (9600): Secondary schools must close the subprojects under project 9600 prior to June 30.
    



  Remember:  use 0888 and 0999 objects.  
b. Request for playoff reimbursements (high schools only):  Requests for playoff reimbursements must be submitted on the “Summary for Reimbursement of Athletic Playoff Expenses” to the Athletic Supervisor by June 1st.
c. Due From Other Funds (1140): This GL is used for the payment of athletic officials, (project 7154)   should be zero by June 30th.   The balance in GL 1140 can be cleared by debiting the athletic director’s accounts and crediting the GL.   









Debit

Credit



X  803.XXXX.9600.0390.9800.0000


110.00

G  801.XXXX.0000.   .    .0000.1140




110.00

      All reimbursement requests must be submitted on a Request for Payment MIS
      216, by June 1st, so reimbursements can be processed prior to June 30th.
d. Graduating Class (high schools only): The graduating (senior) class, sub-project 0054, will be renamed Class of 2017 (Freshman).  Any balance in the graduating class’ sub-project must be transferred to the Senior Trust, sub-project, 0050.  Any expenses that might occur after this transfer has been completed should be paid from the Senior Trust sub-project.  (Remember to close any outstanding purchase orders or change the coding strip to the new sub-project).
Balances cannot be rolled into the new fiscal year until all reports have been submitted and reviewed by Budget/Bookkeeping.

TERMS – Year End Panels

      Panel A001

When balancing June, you must change the date on the A001 Screen to the last day of the previous year and change the year to the previous year.
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Remember to change the date back to the new fiscal year after balancing.
Posted Purchase Order Clean Up
All outstanding posted purchase orders will be rolled into the new fiscal year.  It is very important to review all the outstanding purchase orders, and close out any that should not be rolled into the new fiscal year.  No purchase order should be older than 6 months.

Go to Panel F814 Purchase Order Query and enter in the value of .01 in the current field, all of the outstanding purchase orders will be displayed.
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To review purchase order, put the cursor on that line and press <F11>. The F818 panel will appear and provide further details. (The F11 key  displays the next page of the purchase order that gives more detail.)
Unposted Purchase Order Clean Up
All outstanding unposted purchase orders should also be reviewed.  Go to Panel F814 Purchase Order Query and enter a “U” in under the “S,” all of the unposted purchase orders will be displayed.
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To review unposted purchase orders that you want to review, put the cursor on that line and use press <F11>. This will take you to the F818 panel.  (The F11 key  displays the next page of the purchase order that gives more detail.) If the purchase order(s) are not going to be used, put a “D” in the action field to delete it.

Unposted Journal Entry Clean Up
If there are any unposted journal entries, research each one and determine if it should be posted or deleted.  

Go to panel F611 and put “U” under the S (Status) field and enter the user-id in the User field.   This will display any unposted journal entries. Place the cursor on the entry and press <F11> to review.
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Enter a “D” in the Action field to delete any unposted entries.

 Invoice Clean Up
Posted and Unposted
All invoices should be paid by June 30 or canceled.  

Go to Panel F201, Invoice Query and enter ‘U” under the Status field to find any unposted invoices.  To change the status on an invoice, put the cursor on the invoice line, press <F11> and it will display the F204 panel.   Change the status to “P” to post the invoice if it is to be paid., “X” to cancel, or “D” to delete.  Press <F11> and you will return to the F201 panel.  
Remember to press <F5> to refresh the information on that panel.  
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Unused Receipts Clean Up

Receipt numbers that are issued but never used will stay in the system.  On a monthly basis review and void any unused receipt(s).  Go to Panel F631 and put a “U” in the Status (S) field to find any unused receipt(s).  Also check for receipts that have a “P” (posted) and an “R” (received) in the status field.
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To void a receipt:
· Put the cursor on the item, press <F11>, to the F635 panel. 
· Press <F9> to the F634 panel.  

· Receipt Date = date receipt being voided

· Amount = $.01.   
· Received from = Void unused receipt

· Comments = Void unused receipt

· <F2> =   note field, add description, why the receipt is being voided.  
· Action = L 

· <ENTER>

· Action = “V” 

· <ENTER>
Screen print the voided receipt for your records, file in “voided receipts”.
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