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RECONCILIATIONS—GENERAL
7900

(Revised 1/88)

The accuracy of a number of the accounting records of an agency may be proved partially by making certain reconciliations and verifications. Regular reconciliations of an agency's accounts and verifications of certain agency accounts with like accounts maintained in the State Controller's Office disclose some types of errors both in the agency accounts and in the central accounts maintained by the State Controller's Office as they occur. The accounts then can be corrected before financial reports are prepared. This partially insures the accuracy of the reports. Properly prepared reconciliations are often of aid in auditing the books of an agency.

All reconciliations will be prepared monthly within 30 days of the preceding month.

All reconciliations will be retained at least two years. Thereafter, destroy after audit or four years, whichever occurs first.

DEPARTMENTS USING CALSTARS
7904

(New 5/85)

Departments that use the California Statewide Accounting and Reporting System (CALSTARS) should refer to the CALSTARS Procedures Manuals together with the guidelines and instructions presented within the SAM. Instructions and illustrations of year-end reports and reconciliations required by departments using CALSTARS can be found in the CALSTARS Procedures Manual.

SIGNATURES REQUIRED ON RECONCILIATION
7908

(Renumbered from 7900.1 5/85)

All reconciliations will show the name of the preparer and the reviewer. In addition, the date prepared and reviewed will be shown on the reconciliations.

VERIFICATION OF FUND BALANCES
7910

(Revised 2/65)

The cash in State Treasury account balances in both the operating agencies and the State Controller's Office are affected only by documents issued by the State Controller's Office. Except for a possible exception explained in SAM Sections 8590 and 10505, these documents always will be recorded as of the month indicated by the date of the documents. Therefore, barring clerical errors and this possible exception, fund accounts kept by operating agencies accounting a fund in its entirety will agree at all times with like accounts kept by the State Controller's Office.

At least at the end of each quarter, agencies accounting a fund in its entirety will verify the balances of their cash in State Treasury accounts with the like accounts in the State Controller's Office. If agencies have numerous transactions affecting these accounts, verification should be made monthly.

TYPES OF RECONCILIATIONS
7920

(Revised 2/65)

Agencies normally make two types of reconciliations: (1) reconciliation of agency accounts with records other than those prepared by the agency (such as reconciliation of account balances as shown in the agency books with related accounts in the centralized State Treasury System); and (2) reconciliation of two or more accounts or other records kept by an agency (such as reconciliation of revolving fund assets to the amount withdrawn).

REPORTS—GENERAL
7950

(Revised 5/85)

Information relating to the finances of the various state agencies is disseminated through periodic reports—both standard and special.

A list of standard recurring reports and the required distribution of these reports is shown in SAM Section 7951 Illustration. Operating agencies should plan for the additional distribution of all standard reports so as to meet their internal management needs.

Special reports are discussed in SAM Section 7980. Special reports are normally compiled for distribution within the reporting agency—for example, interim monthly reports during the final quarter of a fiscal year.

(Continued)

(Continued)

REPORTS—GENERAL
7950

(Revised 5/85)

Separate sets of statements will normally be prepared for each fund. Accounts of two or more funds will not be commingled in agency statements except in a few rare instances (usually in public service enterprises) and then only upon written permission from Fiscal Systems and Consulting Unit, Department of Finance.

Agencies will prepare final statements as soon after June 30 as they can estimate accruals with reasonable accuracy and in no event later than the dates established annually by the State Controller's Office for each fund/fund type. Refer to SAM Section 7990 for the established dates.

In order that agencies may plan to meet their deadlines successfully, the following suggestions and information is offered:

1.
Keep accounting staff trained in the procedure prescribed.

2.
Keep all phases of accounting current during the fiscal year, including the reconciliations to the Controller's balances.

3.
Do as much work as possible on year-end statements before June 30.

4.
Schedule vacations so they will interfere as little as possible with the preparation of year-end financial statements.

5.
Anticipate as many statement preparation problems as possible. Agencies experiencing or expecting serious difficulty in completing the required statements on time should contact Financial Performance and Accountability, Department of Finance.

6.
Agencies with more than one fund should endeavor to complete the required reports for Governmental Funds before working on funds of other classifications, unless the funds are interrelated in such a manner that reports for the Governmental Funds cannot be completed until the other funds' reports are completed.

7.
The State Controller's Office will transmit various transaction documents necessary for year-end closing, including appropriation balances, amounts to be transferred for income from the Surplus Money Investment Fund, and Journal Entries to accrue interest on investments in securities, as early as possible in July. Agencies will be notified by letter of the exact dates on which they may expect these documents.

8.
All of the above documents released by the State Controller's Office related to year-end accounting will be delivered in envelopes identified as follows:

YEAR-END REPORTING DATA

From State Controller's Office

DELIVER IMMEDIATELY

To dept'l accounting office

This identification will permit prompt routing of these documents to the agency accounting office. Agency accounting officers should instruct their agency mailroom to provide immediate messenger delivery of such documents to the accounting office.

9.
Agencies will submit statements and reports to the State Controller's Office as soon as completed rather than hold them until the final reporting date.

10.
In order to ensure the earliest possible receipt of reports by the State Controller's Office, institutions, colleges, and special schools will submit the State Controller's Office copy of statements and reports directly to that office. Other copies may be routed through headquarters accounting offices, if considered necessary, for review and subsequent rerouting.

(Continued)
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REPORTS—GENERAL
7950

(Revised 5/85)

11.
As soon after June 1 as possible, all agencies will review the condition of their cash, appropriation, and category balances to determine if sufficient funds will be available to meet June expenditures.  If balances will be insufficient, agencies will immediately begin negotiations (a) with other agencies for prompt payment of reimbursements receivable, or (b) with the Department of Finance budget staff to obtain approval for additional funding.  Processing of Budget Revisions, Executive Orders, or Public Works Project Requests must be completed so that necessary documents may be considered and, if approved, transmitted by the Department of Finance budget staff to reach the State Controller's Office by June 15.


The support appropriation balance available for June expenditures may be increased by requesting the State Controller's Office to return to that appropriation a part of the revolving fund withdrawn therefrom and, if necessary, to withdraw a like amount or an appropriate amount from any other appropriation available to the agency.  This should be discussed with the State Controller's Office, Division of Accounting, early in June.

12.
Plan of Financial Adjustment transfer requests should be completed for prior months and submitted to the State Controller's Office well before June 30.

13.
Where it is not possible to obtain actual documents to accrue receivables and payables, agencies will estimate accruals.  Lists of all accrual documents and amounts accrued on the basis of estimates will be retained as permanent accounting records for audit purposes.

14.
Agencies will instruct their field offices and field employees to complete and submit all documents related to year-end accounting, such as travel vouchers and attendance reports, promptly on June 30.

15.
Report of Accruals to Controller's Accounts, Std.  Form 571; Accrual Worksheet, Std. Form 572; and other standard forms are available from Department of General Services, Material Services Section (Customer Services, phone (916) 920–2990), Sacramento.

LIST OF STANDARD REPORTS (INCLUDING RECONCILIATIONS) AND 

THEIR DISTRIBUTION 
7951
(Revised 4/92)

The following is a list of standard reports and their required distribution:

Standard Quarterly Reports
1.
Trial Balance

2.
Budget Report (if there is a budget)

3.
Reconciliation of Appropriation and Executive Order Balances with Unexpended Allotments (if there is a budget)

4.
Statement of Revenue (for Governmental Funds only) (this will be reported on the basis of cash received by the agency)

The above reports will be:

(
Prepared by each State agency for each quarter except the quarter ending June 30.

(
Submitted upon request to the appropriate Department of Finance budget analyst.

(
Completed by the 15th of the month following the quarter.

(Continued)
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LIST OF STANDARD REPORTS (INCLUDING RECONCILIATIONS) AND 

THEIR DISTRIBUTION 
7951
(Revised 4/92)

Standard Year-End Reports
The chart shown in 7951 ILLUSTRATION lists the required year-end reports and identifies:

1.
The reports requiring certification of compliance with Government Code;

2.
The reports requiring a statement regarding accruals;

3.
The required distribution;

4.
The standardized form/format to be used in the preparation of the reports; and

5.
References to the SAM section numbers relating to each report.

Depending on the nature of each agency's activities and/or its funding source/classification, some reports will not be required at year-end.  In such instances, agencies should prepare a list of the reports not applicable to them and submit it along with the required reports.

All agencies will retain in their offices detail to support General Ledger Account balances as of June 30 for use by the auditors of the Department of Finance and the Auditor General.  This detail will be identified by invoice number, claim schedule number, name of debtor or creditor, etc.  An adding machine tape or other machine listing may be used provided the detail is adequately identified.

The certification statement illustrated below must be included in the following standard reports:

(
Reconciliation of Appropriation and Executive Order Balances with Unexpended Allotments (Quarterly Report No. 3)

(
All year-end reports

I certify (or declare) under penalty of perjury that the foregoing is true and correct and that I have not violated any of the provisions of Article 4, Chapter 1, Division 4, Title 1, Government Code (commencing with Section 1090).

Subscribed   and   executed   this ______  day   of   ____________________  ,l9 _____
at ___________________________________ ,California.


____________________________________

Signature of officer


____________________________________

Type or print name of officer


____________________________________

Title of officer

(Continued)
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LIST OF STANDARD REPORTS (INCLUDING RECONCILIATIONS) AND 

THEIR DISTRIBUTION 
7951
(Revised 4/92)

This certification has been printed on standard forms that require it.  The signature should be that of the officer responsible for fiscal administration and need appear only on the last page of each report.

All agencies have the option to sign each report or submit a certification letter certifying all reports.  This certification letter will accompany the reports, in lieu of individually signing each report.

The certification letter will include:

(
date

(
agency name

(
agency number

(
a list of funds

(
a list of reports for each fund

(
contact person and phone number for each report

(
a signed certification statement previously illustrated

"Report as of June 30 includes year-end accruals pursuant to State Administrative Manual instructions" has been printed on some standard year-end reports.  If an agency includes estimated accruals on any year-end reports where such estimates are not covered by a printed footnote, it should so footnote such reports.

State Administrative Manual Sections which relate to year-end reports are shown in the following list:

YEAR-END REPORT

SECTION NUMBER
Accruals
—Standard Entries
10581 to 10594

Accruals to Trust Accounts
—Trust and Agency Funds
19305

Accrual Worksheet
—Governmental Funds
7953

Allotment-Expenditure Accounting
—Year-End Accruals
8380


—One-Year Appropriations
8381


—Continuing Appropriations
8382

Analysis of Change in Fund Balance
—Governmental Funds
7963


—Proprietary Funds
7963


—Trust and Agency Funds—Federal
7963


—Trust and Agency Funds—Other
7963

Analysis of Change in Retirement Funds

7963

Change in Method of Accrual

8793

Controller's Accounts
—General
8800


—Year-End Accruals
8860

Executive Orders

7957, 7959

(Continued)
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LIST OF STANDARD REPORTS (INCLUDING RECONCILIATIONS) AND 

THEIR DISTRIBUTION 
7951
(Revised 4/92)

YEAR-END REPORT

SECTION NUMBER

Expenditures

10210

Income—General

8200, 10230

Income from Investments

8284

Income from Surplus Money Investment Fund

8284.1

Income from Condemnation Deposits Fund

8284.2

Multiple Agency Funds

7331

Prior Year Appropriation Adjustments

10240

Report of Accruals to Controller's Accounts

7952

Revenue Accrual

8200

8210,  8290 to 8290.9, 10230

Revenue Statements


7956

Special Accounting Procedures
—Proprietary and Fiduciary Funds
13400

Special Deposit Funds
—Analysis of Change in Fund Balance 
7963


—Statement of Financial Condition
7978

Statement of Financial Condition
—Trust and Agency Funds—Federal
17978


—Trust and Agency Funds—Other
7978

Statement of Contingent Receivables and Contingent Liabilities 
7979

YEAR-END REPORT NO. 1 REPORT OF ACCRUALS TO CONTROLLER'S ACCOUNTS
7952
(Revised 3/90)

The purpose of this year-end report is to supply information needed by the State Controller's Office in the preparation of consolidated fund statements.  It is in essence a compound journal entry consisting of current assets, current liabilities, and deferred credits accounted by the agency but not yet recorded on the books of the State Controller's Office.  The inclusion in the central accounts in the State Controller's Office of all such entries pertaining to a particular fund results in a consolidation of all recorded assets, liabilities, and net worth of that fund.  The accruals are used to prepare the year-end reports of all governmental cost funds on a modified accrual basis.

The following forms are used to compile the Report of Accruals to the Controller's Accounts, Year-End Report
No. I:

1.
Standard Form 571A

2.
Standard Form 571B

3.
Standard Form 571A/B

4.
Standard Form 571C (Computer Printout)

5.
Standard Form 571D

(Continued)

(Continued)

YEAR-END REPORT NO. 1
7952
REPORT OF ACCRUALS TO CONTROLLER'S ACCOUNTS
(Revised 3/90)

Form 571A is used to report year-end accruals of asset accounts in the General Ledger.  Form 571B is used to report year-end accruals of liability accounts in the General Ledger.  Form 571A/B is supplementary to Forms 571A and 571B.  It is used to report valid accruals of asset and liability accounts in the General Ledger that are not pre-printed on Forms 571A and 571B and, also, to report accruals that require a subsidiary number with more than one transaction. Form 571C, a computer printout provided by the State Controller's Office, is used to report revenue and expenditure accruals.  Form 571D is used to report accruals to revenue and expenditure accounts not printed on Form 571C.

Portions of expenditures, payables, and receivables which represent encumbrances (goods and services not received as of June 30) will be disclosed in the Report of Accruals to Controller's Accounts as shown in 7952 ILLUSTRATION 1 through 5 under the "Encumbrances" column.

7952 ILLUSTRATION 1 through 5 are examples of Report of Accruals to Controller's Accounts, STD. Forms 571A, 571B, 571A/B, 571C, and 571D which were prepared from data shown in the Accrual Worksheet illustrated in 7953 ILLUSTRATION.

The Report of Accruals to Controller's Accounts will be distributed as prescribed in 7951 ILLUSTRATION.

(Continued)
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YEAR-END REPORT NO. 2
7953

ACCRUAL WORKSHEET 
(Revised & Renumbered from 7966 and 10740 5/85)

The Accrual Worksheet, Std. Form 572, is designed to provide agencies with a uniform and systematic method of compiling the year-end Report of Accruals to Controller's Accounts. It will be prepared in conjunction with the preparation of year-end statements and will be submitted with them as a supporting schedule for the Report of Accruals to Controller's Accounts. The Accrual Worksheet will be distributed as prescribed in SAM Section 7951.

The form should be completed by typewriter wherever possible. Agencies that do not have a typewriter with sufficient carriage width should use a hard pencil so that all copies will be legible. Do not use substitute forms. (See 7953 ILLUSTRATION.)

As illustrated in the sample, the worksheet has been headed with a listing of some of the asset and liability accounts common to most agencies. This accrual worksheet is only an example and each agency will enter account titles as necessary for its individual use. The column headed "Deferred Credits" has been provided for items which are credited to such accounts as Cash Overages, Uncleared Collections, Provision for Deferred Receivables, Reimbursements Collected in Advance, and Revenues Collected in Advance. Some of the common accounts that will be offset by the Deferred Credits column are listed in the description column of the illustration. Account titles have not been printed in the description column as there is too great a variety of accounts among agencies. Accounts will be listed in the description column in the following order:

1.
Current-year support appropriations

2.
Prior-year support appropriations

3.
Other appropriations

4.
Revenues

5.
Non-revenue receipts

6.
Deferred credits

Agencies will include on this worksheet and the Report of Accruals to Controller's Accounts only those accounts representing assets, deferred credits, and liabilities that have not been recorded in the State Controller's accounts as of June 30. They will exclude such accounts as Cash in State Treasury, Deposits in Surplus Money Investment Fund, and like accounts which are maintained by the State Controller. Self-balancing stores and property accounts will also be excluded.

Agencies have the option as to what detail they will show when making current year revenue accruals on the Accrual Worksheet.

The net effect of the accrued assets and liabilities on various central accounts maintained by the State Controller is shown in the column headed "Net Total Accruals Per Agency." The items in this column and in the Deferred Credits column and the totals of the other vertical columns will then be entered on the Report of Accruals to Controller's Accounts. It will be noted in the sample that a minus sign in the Net Accruals column indicates an excess of liabilities over assets applied to the account shown on that line, while a normal balance indicates application of more assets than liabilities.

Generally, the total of each vertical column must agree with a specific account balance shown on the June 30 Final Trial Balance unless two or more trial balance accounts were assigned to one worksheet column. In that case, the vertical column total must agree with the sum of the balances of the trial balance accounts assigned to that column. (See 7953 ILLUSTRATION.)

YEAR-END REPORT NO. 3
7955
ADJUSTMENTS TO CONTROLLER'S ACCOUNTS 

(Revised 3/90)

This year-end report shows any adjustments that should be made to the central control accounts in the State Controller's Office as of June 30. All of the facts shown in this statement are disclosed by the June 30 final reconciliation of Controller's appropriation and executive order accounts with the agency allotment-expenditure accounts. (Agencies should report to the State Controller's Office throughout the year all necessary adjustments as soon as possible after discovery of the errors. Inasmuch as certain requests for adjustments require time for processing in the State Controller's Office, prompt reporting during the year will help reduce the backlog of work in that office at the close of the fiscal year.)

(Continued)

(Continued)

YEAR-END REPORT NO. 3
7955
ADJUSTMENTS TO CONTROLLER'S ACCOUNTS
(Revised 3/90)

SAM Section 7955, Illustrations 1 and 2, show examples of Year-End Report No. 3, Adjustments to Controller's Account, Forms 576A and 576B. Form 576A is used for reporting adjustments to general ledger asset and liability accounts. Form 576B, a computer printout provided by the State Controller's Office, is used to report adjustments to revenue and expenditure accounts. Each Year-End Report No. 3 must include an attachment which explains the reason for the adjustment. A copy of the correction letter used in the State Controller's Office normal correction letter process, as shown in 7955 Illustration 3, will serve as the required explanation.

YEAR-END REPORT NO. 4
7956
STATEMENTS OF REVENUE 

(Revised & Renumbered from 7964 and 10710 5/85)

The final Statement of Revenue as of June 30 will be distributed as prescribed in SAM Section 7951.

The interim statements will present an analysis of revenues, as recorded in Account No. 8000, by showing the amount of revenues from each source recorded by the agency for the portion of the fiscal year elapsed.

The final Statement of Revenue will show the balances of subsidiary revenue accounts after the following have been posted to them:

1.
Adjustments for dishonored checks and cash shortages.

2.
Revenue items cleared during July representing cash received on or before June 30 and earned as of June 30.

3.
The July apportionment of Surplus Money Investment Fund earnings.

4.
The accrual of interest earned on investments in securities.

5.
The accrual of all other revenues earned as of June 30 (see SAM Section 8290).

Each agency which prepares a final Statement of Revenue will reconcile the revenue shown on the Std. Form 575 with the revenue shown on the State Controller's June 30 account balances. This reconciliation will be shown on the last sheet of the Std. Form(s) 575. The following format will be used for the year-end revenue reconciliation:

Reconciliation of State Controller's Revenue with Statement of Revenue, June 30,  19

Total Revenue for State Controller's Office Accounts
$XXX.XX

Reconciling factors:

Accruals per Report on Accruals to State Controller's Account

(Std. Form 571)
$XX.XX

Adjustments to State Controller's Accounts (See NOTE below)
XX.XX
XXX.XX
Total Revenue per Statement of Revenue (Std. Form 575)
$XXX.XX

NOTE—This category should contain adjustments (other than year-end accruals) which have been recorded on the agency's books but have not cleared through the State Controller's records. Example: reimbursement which had erroneously been recorded as revenue has been corrected on the agency's books. The correcting entry had not yet been posted by the State Controller's Office as of June 30.

7956 ILLUSTRATION is an example of a Final Statement of Revenue, Std. Form 575, prepared from data shown in the Report of Accruals to Controller's Account, 7952 ILLUSTRATION 1 through 3.
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RECONCILIATIONS OF APPROPRIATION AND EXECUTIVE ORDER BALANCES WITH UNEXPENDED ALLOTMENTS 
7957

(Revised 2/98)

The total unexpended allotments (unliquidated encumbrance plus budget allotments unencumbered) of the subsidiary Allotment-Expenditure Ledger for each appropriation and each executive order, not augmenting an appropriation, will be reconciled with the applicable appropriation and executive order accounts maintained by the Office of the State Controller at the end of each month and each fiscal year after the agency accruals have been posted (final reconciliation).  The Office of the State Controller will furnish the appropriation and executive order accounts balances to the respective State agencies each month.

Although agencies do not maintain General Ledger accounts for appropriations and Executive Orders, Executive Orders issued by the Department of Finance dated June 30 or earlier, but not recorded by the Office of the State Controller Office by June 30, will be included on the Accrual Worksheet and Report of Accruals to Controller's Accounts.

7957 ILLUSTRATION 2 cites a monthly reconciliation as of March 31, based on the Quarterly Budget Report shown in 7961 ILLUSTRATION 1.  A final reconciliation as of June 30 (illustrated in 7957 ILLUSTRATION 1) based on the Final Budget Report (illustrated in 7961 ILLUSTRATIONS 2 and 3).

RECONCILIATION OF PRIOR YEAR APPROPRIATIONS WITH
7959
CONTROLLER'S BALANCES

(Revised and Renumbered from 7925 5/85)

Prior fiscal year appropriations that are no longer available for encumbrance but have not reverted will be reconciled monthly with the balances supplied by the Office of the State Controller.  The reconciliation will be from the current balance in the appropriation as shown by the Controller's accounts to the unencumbered balance shown on the Final Budget Report.  This reconciliation will be facilitated if the unencumbered balance on the Final Budget Report is noted at the top of the appropriate ledger sheet in the Prior-Year Appropriation Adjustments Ledger since the balance in that account will always be needed in making the reconciliation and this will make it unnecessary to remove the Final Budget Report from the file every time the reconciliation is made.  A recommended format for this reconciliation is shown below.

Reconciliation of Prior-Year Appropriations

July 31, 19__


Chapter 2,


  item 32

Appropriation and Executive Order Account Balances

per State controller's Office 1/
$XX,XXX

Add:

Account No. 1110, General Cash 2/
XX,XXX

Account No. 1150, Cash in Transit to State Treasury 2/
XX,XXX

Account No. 1311, Accounts Receivable—Abatements 2/
XX,XXX

Account No. 1312, Accounts Receivable—Reimbursements 2/
XX,XXX

(Continued)

(Continued)
RECONCILIATION OF PRIOR YEAR APPROPRIATIONS WITH
7959
CONTROLLER'S BALANCES

(Revised and Renumbered from 7925 5/85)

Subtract:

Account No. 3020, Claims Filed 2/
XX,XXX

Account No. 9893, Prior-Year Appropriation Adjustments 2/, 3/
XX,XXX

Account No. 9893, Prior-Year Appropriation Adjustments from

Previous year's records 2/, 4/
XX,XXX

Balance per Final Budget Report 5/
$XX,XXX
__________
________
1/
Use a separate column for each appropriation or executive order.

2/
Analyze each account by appropriation.

3/
This amount would be a plus if the account balance were a debit.

4/
In reconciling prior year appropriations during the second year after availability expires, the amount of the final appropriation adjustment for the prior year (the first year after availability expires) must also be used as a reconciling item.  For a 1984/85 appropriation whose availability expired 6–30–85, the amount of the final adjustment in 1985/86 will be used to reconcile the 1984/85 appropriation in 1986/87 along with other applicable reconciling items.

5/
Figure obtained from the Final Budget Report (Year-End Report No. 6)

RECONCILIATION  OF PRIOR YEAR INCOME ADJUSTMENTS ACCOUNT WITH
7960

STATE CONTROLLER'S PRIOR YEAR REVENUE ACCOUNT 

(Revised & Renumbered from 7926 5/85)

Agencies will reconcile their subsidiary Prior Year Income Adjustments accounts at least quarterly with prior year accounts for revenues and refunds to reverted appropriations which are maintained by the State Controller's Office (see Example 1–B illustrated in SAM Section 8290.9).

YEAR-END REPORT NO. 6
7961
(Revised 9/91)
The Quarterly Budget Report (see 7961 ILLUSTRATION 1) presents in detail the current budget condition of each appropriation still available for encumbrance and for each executive order still available for encumbrance not augmenting an appropriation or executive order; i.e., the unencumbered balance of each budget allotment and the amount of expenditures and encumbrances against each allotment as of the last day of the quarter.  This report will be submitted to the Department of Finance only when requested by the appropriate budget analyst.

The Quarterly Budget Report format enables the fiscal office to bring to the attention of the agency head and the Department of Finance, on an exception basis, significant variances from the anticipated expenditure patterns:  (a) line items where the agency may need to request a Transfer of Budget Allotments or a Budget Revision and (b) the proposed source of financing for such anticipated requirements.  The agency's fiscal officer needs to project only such line items as they consider necessary to assure early identification of significant budget adjustments.  This will normally require a projection of at least all major line items.  To avoid burying information on problem areas in a mass of data, the last three columns of the report will be completed for only those line items where the projection indicates significant variances from the anticipated pattern of expenditures.

(Continued)

(Continued)
YEAR-END REPORT NO. 6
7961
BUDGET REPORTS

(Revised 9/91)

The proposed source of financing anticipated requirements for additional funds should be shown in footnotes.  Footnotes should clearly show the probable means of financing but need not show savings beyond those required to finance "transfers-in."  If an allotment from the Emergency Fund or a deficiency allotment is expected to be required, this should be clearly stated.  The format of footnotes is optional.

The revised Quarterly Budget Report should not be considered a substitute for timely reporting by the Fiscal Officer as fiscal problems are first recognized.

Agencies need not prepare budget reports based on the unadjusted June 30 account balances as the Final Budget Report referred to below will suffice.

Agencies that desire to prepare budget reports at the end of the first and second months of each quarter may do so.  Use of the last three columns on such reports is optional.

Refer to 7961 ILLUSTRATION 2 and 3 for an example of a Final Budget Report.

Both the Quarterly Budget Report and the Final Budget Report may be prepared on Monthly Budget Report, STD. 584, and Budget Report (Final Page), STD. 584A.
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YEAR-END REPORTS NO. 7 AND NO. 8
7962
TRIAL BALANCES 

(Revised 3/90)

Agencies will prepare a trial balance at the close of each quarter. As of June 30 they will submit accrued adjusted trial balances in both a pre-closing and a post-closing form. General Ledger accounts that require either a three-digit or a four-digit subsidiary number should be reported individually. Either a trial Balance, Std. Form 570, or an automated version of the trial balance in the same format as the Std. Form 570, may be used. A separate trial balance will be prepared for each fund in the State Treasury, including the Special Deposit Fund. An additional trial balance will be prepared for trust activities that are not accounted as funds within the State Treasury. Only one trial balance will be prepared for trust accounts outside the State Treasury. (See 7962 ILLUSTRATIONS 1 and 2.)

YEAR-END REPORT NO. 9
7963
ANALYSIS OF CHANGE IN FUND BALANCE (STATEMENT OF OPERATIONS) 
(Revised 5/85) (Renumbered from 7968, 10720, 12300, 13300, 13310, 16300, 16310,17300, 
17310, 18300, 18310, 19300, and 19310 5/85)
The excess of a fund's assets over its liabilities and reserves is accounted for in the accounts listed below and is referred to herein as its "fund balance."

3114
Due to Other Funds (Temporary Advance)

3115
Due to Other Appropriations (Temporary Advance)

3510
Deposits

5530
Fund Balance–Unappropriated

5190
Other Contributions (Permanent Advance)

In a general sense, the Analysis of Change in Fund Balance is comparable to a Statement of Surplus as used in commercial accounting. The State Controller's Office prepares statements for funds not accounted entirely by one agency. Other statements of Analysis of Change in Fund Balance will be prepared by the operating agencies.

Prior-year appropriation adjustments, and surplus adjustments each will be reported as additions or deductions as follows:

1.
If the adjustment account has a credit balance, the balance will be listed as an addition.

2.
If the adjustment account has a debit balance, the balance will be listed as a deduction.

In stating amounts representing transfers to and transfers from other funds, the name and amount of each fund affected will be shown, i.e., 1400.001 Due from the General Fund. This information is needed in the preparation of the consolidated financial statements to determine that these items are correctly stated in each fund affected.

The general formats of the Analysis of Change in Fund Balance to be prepared and submitted for each type of fund are illustrated on the pages indicated below:

FUND TYPE/FUND
SAM PAGE




Governmental Fund accounted by a single agency
7963 ILLUSTRATION 1

Proprietary Fund
7963 ILLUSTRATION 1

Fiduciary/Retirement Fund
7963 ILLUSTRATION 2

Fiduciary/Trust and Agency—Federal
7963 ILLUSTRATION 2

Fiduciary/Trust and Agency—Other


(Outside the State Treasury)
7963 ILLUSTRATION 3

(Continued)

YEAR-END REPORT NO. 9
7963
ANALYSIS OF CHANGE IN FUND BALANCE (STATEMENT OF OPERATIONS) 
(Revised 5/85) (Renumbered from 7968, 10720, 12300, 13300, 13310, 16300, 16310, 17300, 
17310, 18300, 18310, 19300, and 19310 5/85)
FUND TYPE/FUND
SAM PAGE




Fiduciary/Trust and Agency–Other


(Special Deposit Fund)
7963 ILLUSTRATION 4




Fiduciary/Trust and Agency—Other


(Other than the Special Deposit Fund and


funds derived from Federal sources)
7963 ILLUSTRATION 5

The following certification will be typed at the end of the Analysis of Change in Fund Balance and must be signed by the officer responsible for fiscal administration.

I certify (or declare) under penalty of perjury that the foregoing is true and correct and that I have not violated any of the provisions of Article 4, Chapter 1, Division 4, Title 1, Government Code (commencing with Section 1090).

Subscribed and executed this 
 day of 
 , 19 
, at , 
 , California.


Signature of officer


Type or print name of officer


Title of Officer

[image: image8.png]Pre-Closing
[ TRIAL BALANGE
NewsorAemey

Nasm o e

asar June 30 XX
P — A
; T
10| Geveral cash T s |
U2 | Revorviog Pt casn 16635806 §
BN | S e Beaeie o state Traasuy T |
50| G on e b |
11 Aeconts Feceivable-Abatenents i so.0e |
Blz | o Receivahlecpemoamsements Ltz
i oo vettirdim vt v
Bl | Acoints Receivable-bishoncree checks ftrs
1010.061 | Doe £rom Omher P wotor Vanicle Pued hccomme | 204,404.90
L1085 | boe £ror cuher minda-Fosara) Truat. Pt ke
130" | Dot feon Coner appeosriaeions ke
16351312 | brovifaen fox. Coberres Pevebeables-i/S Reirb. s o |
1720 | Bxgenso Advarces 03,692.50 |
1730.656 | Propapmentt g othe: Ras-Sorvice Revolvieg B4, | GoL00010
3020 | Rochanes eeyamte 2
i | et P | fries
L | eveme Cotlecced i aance ok
T | ererve for Wncioared Got-ssttons ! 565,
TR oo aenpodied seec A |
S| v T
S| Seeripriation ssisbursenancs e
N | derepeiation Swenitares 50,88,899.71 |
| AR Reverien apacencisticns P was
9292 Prior Year Incore Adjustm 1500 |
R i T e 055 1
£53,157,852.33 157,882.87 |
|
i
i

eert o e 2 inclodt pr-s0d sl et 0 Adritne Ml

SRS ——

et gt ¢ iy
P o





[image: image9.png]RosTCL08 NG
TRIAL BALANCE

Suote sseney

Nawm or Acency.

Genersi - cal

[T . —
utn Ton Typarite e o
110 | Generss casn 5 om0
1130 | yevalving Fana casn 1681139.9%
130 | cosn in Teomwie to State Tressury 720050
1180 | Cooh on tand »omss
1318 | sccounts Recetvable-stazenencs 5000
1512 | iccomn Receivable feinbursemsnta LR s
1213 | Accounes Recetvabla-suvemue 52400
(315 | Aceuors Receivatiasvishonered hecks 0.0
1216.061| Due Trom Orber Funda-Hoter senicla Tue: Accomt 206,280.00
1410,690( Doc fron Other Fonds-federsl Trust Fand 17,3550
14207 | Dus from Orhes Appropriscioma 3600
1600.191¢ Proviston for Defarres heceivables-a/ Resah § oo
1710 T Bapene Advances 8, 003.90
1730, 666 Prcpapments to Deker Fonds-ervice Revelving R, 0,003
lio | Keinurcs Payante [RETS
bo20 | Cisime Filed 01288, i
Bl | Gevenme Cotleccas 1o advance 15050
Bra | pescree for Uncheared Cotlections 505000
[B530 | Fans Fatance-Citaring Accoom: LozzsiLs
et a Exo=nr

Repors e o June 30 includo yearcod accruls purmiant o Seace Admisiserscioe Masal

bty (o ) ey of pre, i e fgon i b d ot
nd s o b ey f e i <f A 5, i 5, D 1
T Gommen o toammritme <8 rcem 100

Sabbl ol g 16 T yog o st
S A,








(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE

For a Governmental Fund Accounted by a Single Agency

Fiscal Year Ended June 30, 19__


Account No.
Fund Balance —Unappropriated, July 30, 19__
5530

Additions:


Revenue
8000


Operating Transfers In
9811


Other Additions1/
9821, 9891, 9893 (if a credit balance)



Total Additions

Deductions:


Appropriation Expenditures2/
900, 8100


Operating Transfers Out
9812


Other Deductions1/
9822, 9893 (if a debit balance)



Total Deductions

Fund Balance — Unappropriated, June 30, 19__
5530



1/
List each account title and amount separately

2/
Appropriation expenditures (9000) Less Reimbursements (8100).






(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE

For a Proprietary Fund

Fiscal Year ended June 30, 19__


Account No.
Fund Balance, July 1, 19XX

Fund Balance — Unappropriated
5530

Additions:


Operating Revenue (furnish supporting statement) 1/
8090


Capital Contributions (Permanent) Received during the Fiscal Year



(not unused prepayments or loans)2/
5100


Other Additions3/
9811



Total Additions

Deductions:


Operating Expenses (or Expenditures) (furnish supporting statement)1/
9000, 8100


Capital Contributions (Permanent) returned during the Fiscal Year



(not unused prepayments or loans)2/
5100


Other Deductions3/
1400, 9812



Total Deductions

Fund Balance, June 30, 19XX

Fund Balance — Unappropriated
5530


Capital Contribution (Permanent)
5100



Total Fund Balance, June 30 19XX



1/ 
Overall supporting statement will suffice.  Details by prison, industry, etc. are not required, but statements showing these details are acceptable provided they also show combined figures for the fund.
2/
Derived by analysis of Account No. 5100.
3/
List each account title and amount separately.


[image: image10.wmf]9


(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE

For a Retirement Fund

Fiscal Year Ended June 30, 19__


Account No.
Fund Balance — Unappropriated, July 1 19XX
5530

Additions:
8090


Member Contributions


Employer Contributions



State



Public Agencies


Income from Investments


Subrogation Collections


Other Additions1/
Deductions:
9000, 9812


Contributions Refunded (Including Interest)


Death Benefits Paid


Retirement Allowance Paid


Subrogation Payments


Other Deductions1/


Total

Fund Balance — Unappropriated, June 30, 19XX
5530



1/
List each account title and amount separately




[image: image11.wmf]9


(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE

For Trust and Agency Fund

(Derived from Federal Sources)

Fiscal Year Ended June 30, 19__




Account No.

Fund Balance — Unappropriated, July 1, 19XX
5530

Additions:


Federal Grants and Contacts
8020


Operating Transfers In
9811


Other Additions1/
8000



Total Additions

Deductions:


Operating Expenditures2/
9000, 8020


State Operations
$__________


Local Assistance
$__________


Operating Transfers Out
9812


Other Deductions1/
9000



Total Deductions

Fund Balance — Unappropriated, June 30, 19XX
5530



1/
List each account title and amount separately

2/
Operating Expenditures (9000) less Federal Grants and Contracts (8020).

A statement of Analysis of Change in Fund Balance will be submitted for the combined total of Trust and Agency Funds Outside the State Treasury unless the State Controller's Office requires reporting in greater detail.

Agencies accounting Trust and Agency Funds Outside the State Treasury for which no nominal accounts are maintained in a manner to correspond to detail required in the accompanying statement will obtain detail by analysis of accounts.

The general form of the Analysis of Change in Fund Balance will be as follows:




(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE

For a Trust and Agency Fund Outside the State Treasury

Fiscal Year Ended June 30, 19__

Fund Balance July 1, 19__.
(Should agree with Ending Fund Balance shown on prior year statement)

Additions:  1/

Receipts for Depositors 2/

Interest and Dividend Income


Receipts from the Federal Government


Gifts and Grants Received  3/

Operating Revenue — Other  4/


Securities Received from or Purchased for Individuals  5/

Other Additions  6/
Deductions:  1/F


Payments to and for Depositors  2/

Operating Expenses (or Expenditures)  7/

Operating Transfers Out  8/

Securities Sold for or Released to Individuals  5/

Other Deductions  6/
Fund Balance, June 30, 19___.
(Should agree with Fund Balance shown on statement of Financial Condition).



1/
Additions and deductions will be determined by analysis of the debit and credit entries to the appropriate real accounts where the data requested above are not shown in nominal accounts.

2/
"Receipts for Depositors" and "Payments to and for Depositors" represents all amounts credited and charged respectively to depositors.

3/
"Gifts and Grants Received" represents amounts received from donors (other than the Federal Government) for the benefit of groups or for special projects or programs.

4/
"Operating Revenue — Other" includes any other source of income, such as canteen or concession profits, for which no other provision is made in this statement form.

5/
"Securities Received from or Purchased for Individuals" represents a portion of the credits to Account No. 3510, Deposits.  The debits to this account will be shown under deductions as "Securities Sold for or Released to Individuals."

6/
List each account title and amount separately.

7/
"Operating Expenditures" represents expenditures from Special Trusts which are made for the purpose for which the trust was established.

8/
"Operating Transfers Out" consists of transfers caused by miscellaneous types of transactions.  The drawing of a check to remit to the State Treasury unclaimed checks and deposits, other deposits, or special trusts is not considered a transfer.  The drawing of a check to remit the amount of unclaimed checks is not reported as a deduction since the check payable to the State Treasurer is merely one in substitution of the unclaimed checks and has no effect on the entries made at the time the unclaimed checks were written.  The drawing of a check to remit unclaimed trust deposits is reported is an "Other Deduction."

(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE

For the Special Deposit fund


[image: image12.wmf]9


Fiscal Year Ended June 30, ____

Fund Balance, July 1, 19__

Additions:  1/

Receipts for Depositors  2/

Receipts from the Federal Government


Gifts and Grants Received  3/

Unclaimed Checks and Deposits


Other Additions  8/
Deductions:  1/

Payments to and for Depositors  2/

Operating Expenditures  4/

Operating Transfers Out  5/

Transfers to Controller's Accountability  6/

Other Deductions  7/
Fund Balance, June 30, 19__



1/
Additions and deductions will be determined by analysis of the debit and credit entries to the appropriate real accounts where the data requested above are not shown in nominal accounts.

2/
"Receipts for Depositors" and "Payments to and for Depositors" represent all amounts credited and charged respectively to depositors.

3/
"Gifts and Grants Received" represents amounts received from donors (other than the Federal Government) for the benefit of groups or for special projects or programs.

4/
"Operating Expenditures" represents expenditures from Special Trusts which are made for the purpose for which the trust was established.

5/
"Operating Transfers Out" consists of transfers caused by miscellaneous types of transactions.

6/
"Transfers to Controller's Accountability" represents the debits to Account No. 5530 for unclaimed checks and deposits ordered into the State Treasury.

7/
List each account title and amount separately.
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(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE

for Trust and Agency Fund

(Other than the Special Deposit Fund and funds derived from Federal Sources)

Fiscal Years Ended June 30, 19__


Account No.

Fund Balance — Unappropriated, July 1, 19XX
5530

Additions:


Operating Revenue
8000


Operating Transfers In
9811


Other Additions  1/
8030



Total Additions

Deductions:


Operating Expenses (or Expenditures)
9000


Operating Transfers Out
9812


Other Deductions  1/
9000



Total Deductions

Fund Balance — Unappropriated, June 30, 19XX


Deposits
3510


Fund Balance — Unappropriated
5530



Total Fund Balance, June 30, 19XX



1/
List each account title and amount separately

REVOLVING FUND RECONCILIATIONS
7964

(Revised & Renumbered from 7922 5/85)

Agencies will reconcile their revolving fund accounts at the end of each month using the method shown below. The balance of the Revolving Fund Cash Book plus the total of all accounts in the Receivables Ledger should equal the amount of the revolving fund. The business manager or other designated individual shall review the monthly reconciliation.

Department of 

Revolving Fund Reconciliation

as of June 30, 19 

Cash:

Cash book balance
$7,300.00

Cash in subrevolving funds (e.g., change funds
200.00
$7,500.00

and cash purchase funds). Includes undeposited

receipts, undeposited warrants for reimbursement

of revolving fund 1/, 2/, 4/

Advances to employees: 3/, 4/

J.K. Jones
150.00

R.L. Rose
150.00

J.L. Doe
200.00

T.R. Wilson
100.00
600.00

Vouchers pending reimbursement by Controller's

warrant (including vouchers scheduled but not

paid) 3/, 4/

A.B. Brown (employee)
100.00

A.B.C. Company
1,300.00

X.Y.Z. Corporation
1,000.00

Claim Schedule 246 5/
1,000.00

Claim Schedule 250 5/
2,000.00
5,400.00
Amount of revolving fund withdrawn from appropriation

or pursuant to statute
$13,500.00

1/
This balance includes $ _________ issued by the Controller but not yet deposited in the Agencies' Revolving Fund Account. (Includes warrants dated on or before the end of the month being reconciled but not received or deposited until the following month.)

2/
Total amount advanced.

3/
Detail of advances to employees and unrecovered payments will be listed on supporting schedules if volume warrants. Agencies may cite revolving fund check or claim schedule number in lieu of detail by individual or vendor on reconciliation or support schedules.

4/
Reconciling factors will correspond to portions of Revolving Fund Receivables Ledger required by SAM Section 8192:


Items

Subrevolving funds
4

Advances to employees
1 and 3

Vouchers pending reimbursement
2 and 5

5/
Vouchers scheduled but not yet paid are reconciling items as of the end of the month.

YEAR-END REPORT NO. 10
7965
ANALYSIS AND RECONCILIATION OF REVOLVING FUND ACCOUNTABILITY 

(Revised 5/87)

During the fiscal year, Account No. 1130, Revolving Fund Cash, is accounted on an imprest basis. To the extent that such revolving funds consist of items other than cash, the procedure has the effect of overstating cash in the agency's statements. Appropriate adjusting entries will be made in the General Ledger as of June 30 to the accounts of each fund affected to reduce, for year-end statement purposes, the balance of the Revolving Fund Cash account to the adjusted cash book balance of the revolving fund.

(Continued)

(Continued)

YEAR-END REPORT NO. 10
7965

ANALYSIS AND RECONCILIATION OF REVOLVING FUND ACCOUNTABILITY 

(Revised 5/87)

The adjusting entries for all funds will be those shown in Standard Entry No. A–2 in SAM Section 10537. These entries will be reversed as of July 1. The source of these entries is an Analysis and Reconciliation of Revolving Fund Accountability as illustrated on the following page. For Governmental Funds the amounts of these entries will also be shown as Revolving Fund Adjustments on the Accrual Worksheet, Std. Form 572. (See SAM 7953 Illustration.)

The illustrated analysis and reconciliation form (See SAM 7965 Illustration) has been designed especially for multi-fund agencies that maintain a revolving fund account for two or more funds. Additional analysis columns will be added if required. Agencies accounting only a single fund will use only one column and will disregard the references to inter-fund adjustments. The number of the centralized State Treasury System account, or name of bank, to which the reconciliation relates will be shown on Line 3. The amount shown in the total column on this line must agree with Revolving Fund Cash Book figure shown in the "Detail of Agency Records" section of the bank reconciliation. The amount to be credited to Account No. 1130 to reduce the balance of that account to the amount of cash it contains is the amount on Line l minus the amount on Line 3.

Instructions:

Line 1:
Enter at the top of the analysis columns the names of the funds for which the centralized State Treasury System account is used. Enter in the respective columns the amount advanced from each fund to establish the revolving fund.
Line 2:
Enter on Line 2 the amount of cash in subrevolving funds (e.g., cash purchase funds, change funds, etc.), any undeposited receipts, and any undeposited warrants (e.g., a warrant dated on or before June 30 which is received for reimbursement of the revolving fund but is not deposited until July). If the amount in the subrevolving funds, the undeposited receipts, or the undeposited warrants are not identifiable to one specific fund, the total amount accountable will be reflected in the fund with the largest advance to the revolving fund. At the end of the fiscal year, the change and cash purchase funds and the undeposited receipts or undeposited warrants will be reported on Account No. 1190, Cash on Hand.
Line 3:
Allocate in the respective columns the revolving fund cash book balance so that the sum of Lines 2 and 3 for each column bears the ratio to the sum of those two lines in the total column as the amount in the same column on Line 1 bears to the amount of Line 1 in the total column.
Line 4:
Enter in the respective columns of Line 4 the amount outstanding to employees for salary and expense advances. In some multi-fund agencies, it may be impossible to distinguish between funds for this item; if so, any amounts outstanding will be distributed among funds according to the best information available.
Line 5:
Enter in the respective columns of Line 5 the amount of revolving fund reimbursement claims filed against the fund for which reimbursing warrants were written after June 30.
Line 6:
Enter in the respective columns of Line 6 the amount of revolving fund expenditures for which claims will be filed against the fund for reimbursement to the revolving fund but which have not been scheduled by June 30. Show separately the amount of any revolving fund disbursements in payment of discounted invoices for advance deliveries of materials and supplies to be charged to a subsequent fiscal year appropriation.

Line 7:
If the amount shown on Line 1 of any column is more than the sub-total of the column, enter the difference as a plus on Line 7 of that column.
Line 8:
If the amount shown on Line 1 of any column is less than the sub-total of the column, enter the difference as minus on Line 8 of that column. (The total of the amounts entered on this line must cancel the total of the amounts entered on Line 7.)
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Scheduled for resmbursement by
June 30, 3/ 85,007 s00 s00 1o aa3.807
Sub-Totals $705,500  S3.500  $1.200 § 800 $700,000

Inter-fund Addustments:

2. Due from Gtrer Funds or
appropriations (Add} >2,000 42,000 - -

8. Due to Dther Funds or
Apprapriatians (Subtract) - 2,000

Totals - Amount of revlving Funds
withdrawn from appropriation
or pursuant to statute s70s,500  $s.500  §

4700, 000

17 wake only ane reconcitiation even if the moneys are deposited in we or mre bank or
centralized State Treasury System accounts

7/ Excluging salary and expense advances to emplayees




ANALYSIS OF CASH IN TRANSIT
7966

(Revised & Renumbered from 7971 5/85)

Departments will prepare an analysis of cash in transit as of June 30 as a supporting document to the accrual worksheet. This analysis is not required to be submitted at year-end, it will be retained by the department for audit purposes. A recommended format for this analysis is shown below.

Analysis of Cash in Transit

As of June 30. 19
 1/

Remittance Advice
Controller's Receipt

No.
Date
Amount
No.
Date

1009
6/29
$   500
2749
7/3

1010
6/29
  1.500
2775
7/6



$2,000 2/



1/
In order that cash in transit may be properly applied in combined statements prepared by the State Controller's Office, it is essential that agencies date and account checks payable to the State Treasurer on the actual date of issuance. The practice of putting a June 30 date on checks, even though the actual date of issuance may be several weeks later, overstates cash in transit and understates general cash.

2/
Must agree with the sum of the June 30 balances of Account No. 1150, Cash in Transit to State Treasury, for all funds accounted by the agency.

YEAR END REPORT NO. 11
7967
BANK RECONCILIATIONS 

(Revised & Renumbered from 7921, 7921.1, 7968 and 7970 3/90)

Departments will reconcile their end of month bank and centralized State Treasury System account balances monthly. The bank statements sent by the State Controller include a sequential listing of all checks cleared during the period. The bank statement shows, for each check cleared, the check number, the date of payment, and the amount paid. Cancel led checks are sorted in sequential order and returned by the State Treasurer. No additional sorting of the checks is necessary for bank reconciliation purposes. Departments will use the sequential listing of checks cleared to perform reconciliations. Departments will then file the canceled checks in sequential order and will file the bank statements in order by date.

The deposits in transit figure in the reconciliation will be supported by a list showing the date and amount of each deposit in transit.

The outstanding check figure in the reconciliation will be supported by a list showing the number, date, and amount of each outstanding check. Departments will use this list as the basis for canceling checks which have been outstanding for two years or other period provided by law.

Every unusual reconciling item between the bank records and the books will be traced by the person reconciling the bank statement to satisfy himself as to its nature. An explanation of the nature of unusual transactions will be made a part of the reconciliation.

Departments will reconcile General Cash, Revolving Fund Cash, and Trust Fund Cash accounts with the adjusted bank balance. Departments often deposit more than one fund's General Cash in a single bank account. In these cases, departments should identify, on the bank reconciliation, each fund's share of the General Cash Account. (See 7967 ILLUSTRATION)

The June 30 monthly bank reconciliation will be submitted as Year-End Report No. 11, Bank Reconciliation.
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PROPERTY RECONCILIATIONS
7969

(Revised & Renumbered from 7923 5/85)

At the end of each month, or each quarter, if the volume of property transactions is small, agencies will reconcile the equipment expenditures from the current year's State operations appropriation with accretions of major property to the Property Ledger. In many agencies it will be advisable to complete this reconciliation after the quarterly reports have been prepared. If the reconciliation discloses that items or expenditures have been classified incorrectly as to object or are incorrect, the adjustments necessary to rectify the errors will be made immediately in order that subsequent trial balances and budget reports will be accurate. It is imperative that discrepancies be discovered before the final budget report for the fiscal year is submitted to the Department of Finance. Any errors disclosed in the property reconciliation will be corrected by appropriate entries. (Adjustments of amounts journalized to the property accounts for June must be journalized as June entries rather than be reflected as adjustments in July.) The example in 7969 ILLUSTRATION presents a typical property reconciliation. Note that reconciling factors indicate source documents. This assures that all Work Orders, Property Survey Reports, Transfers of Location of Equipment, etc. have been recorded.

The reconciliation will be simplified by separating the acquisition documents into one section for acquisitions from current year State operations appropriations and another for all other entries. The total of the first section will equal the expenditures during the period per the Allotment-Expenditure Ledger. The net total of the second section will equal the net total of the "Add" and "Subtract" items on the reconciliation. If volume justifies it, agencies may divide the second section to provide a subsection for each or various other "Add" and "Subtract" classifications. This normally will not be necessary.

REPORTS OF CHANGES IN ACCRUALS—SUBSEQUENT EVENTS
7970
(Revised & Renumbered from 7976 5/85)
The purpose of this section is to enable the State Controller to prepare more accurately an annual report as required by law.

After issuing its year-end financial statements, if an agency determines that there are material differences between amounts it accrued as of June 30 and subsequent events (e.g., receipts and expenditures) relating to prior year funds, it will report to the Financial Accounting Section of the Division of Accounting, State Controller's Office (SCO), at once for instructions. "Material" is defined for this purpose as a net change in the total accrued income and the total accrued expenditures of $100,000 or more. To determine if such material changes have occurred, agencies periodically will review their expenditure and income accruals as follows:

Expenditures:
1.
Prior year expenditures incurred and abatements received to the date of the review, plus an estimate of prior year expenditures yet to be made and abatements to be collected, will be compared with the amount anticipated when the expenditure accrual was determined.

Income:
2.
The total of amounts billed as prior year income and amounts of prior year income received at the date of the review, plus an estimate of prior year income yet to be billed or received, will be compared with the total amount of income anticipated when the income accrual was determined.

If the net effect of (1) and (2) above is $100,000 or more, agencies will report such changes to the State Controller's Office as prescribed above.

If the State Controller's Office advises that it will incorporate such subsequent events in its annual report, the agency will notify in writing each of the agencies which received a copy of its financial reports stating the effect of the change. Agencies will not reopen the accounts of the prior year to record changes to the income because such subsequent events are recorded as prior year adjustments in the year they occur. Any subsequent events that the SCO includes in the annual report for expenditures must have the accounts reopened and the adjustment posted in order for the expenditures in the following year to agree with the SCO's records.

Reconciliation of Property Expenditures and Other Property

Transactions with the Change in the Total of the General

Ledger Accounts for the Month of September, 19__

Equipment expenditures during the month from current year state operations 

appropriations, per Allotment-Expenditure Ledger1/

$27,850

Add:2
Major property acquired during the month by gift, per letter, receipt or other


document evidencing the gift
$200

Major property transferred from other agencies during the month, per


Transfers of Location of Equipment (Forms 158)
50

Major property purchased from prior year state operations appropriations,


per net claims filed during the month
400

Major property purchased from capital outlay appropriations, per net


claims filed during the month
2,000

Trade-in allowances and amounts received from sales of major property in lieu


of trade-ins during the month, per Property Survey Reports (Forms 152)
125

Public Works Projects completed during the month exclusive of repair and


maintenance projects, per Analyses of Project Cost
23,000

Local construction and manufacturing projects of major property completed


during the month, per Work Orders (Forms 103)
1,000

Fair value of donated federal surplus major property acquired
500
27,275



$55,125

Subtract: 3/, 4/
Major property surveys completed during the month, per Property Survey


Reports (Forms 152)
$725

Major property transferred to other agencies during the month, per 


Transfers of Location of Equipment (Forms 158)
50

Major equipment items included in local construction or manufacturing


projects which were completed during the month, per Work


Orders (Forms 103)
600

Cost of acquiring donated federal surplus major property
50
1425

Net increase in the property accounts

$53,700



1/
Major equipment expenditures only if separate allotment-expenditure accounts are established for major and minor equipment (See Section 6330).

2/
The June reconciliation will include an addition (or subtraction) for natural increase (or natural decrease) in livestock inventories during the fiscal year (see Section 10991, 10991.2).

3/
The June reconciliation will include a deduction for equipment items recorded as Accounts Payable as of June 30.

4/
Agencies that do not establish separate allotment-expenditure accounts for major and minor equipment will make a subtraction monthly for minor equipment items charged to the equipment allotment.

YEAR END REPORT NO. 13
7974
REPORT OF EXPENDITURES OF FEDERAL FUNDS 

(Revised 3/87)

Agencies will prepare a Report of Expenditures of Federal Funds at the end of each State fiscal year for all federal grants or contracts.  This report will be prepared and submitted with year-end reports and will include accruals. (See SAM Section 7951 for distribution of this report.)  Also refer to SAM Section 8755 for instructions relating to Accounting for Indirect and Direct Costs related to federal grants or contracts.

List each Federal grant/contract separately.  This report will contain expenditures of Federal funds only. Exclude the State's share of any jointly funded program.  Expenditures will include payments made to other State agencies.  A sample of the report is shown in 7974 Illustration to indicate the format.

YEAR END REPORT NO. 14
7975
REPORT OF BANK/SAVINGS AND LOAN ASSOCIATION ACCOUNT OUTSIDE THE TREASURY SYSTEM

(Revised 9/00)

All agencies will prepare a Report of Bank/Savings and Loan Association Account Outside the Treasury System form, STD. 445 at the end of the fiscal year.  (See 7975 Illustration.)  Also refer to instructions on STD. 445 if no accounts exist outside the centralized State Treasury System.  See SAM Sections 7951 and 7990 for distribution list and required due date.

YEAR-END REPORT NO. 15
7976
RECONCILIATION OF AGENCY ACCOUNTS WITH TRANSACTIONS PER STATE CONTROLLER 

(Revised 10/88)

The purpose of this report is to assure the accuracy and completeness of agency revenue and expenditure accounts as reported on financial reports. It is an essential part of the year-end financial reports and is used during subsequent audit.  See 7976 Illustration 1 for instructions to prepare this report.

Agencies will reconcile their revenue and expenditure accounts (all 8000 and 9000 series accounts) annually with transactions per the State Controller.  Although this is a year-end report, the revenue and expenditure accounts must be reconciled monthly within 30 days of the preceding month. Failure to reconcile with the Controller on a monthly basis can lead to major problems that may be insurmountable.  This reconciliation is to be submitted with other year-end reports.

YEAR END REPORT NO. 18
7977
STATEMENT OF CHANGES IN GENERAL FIXED ASSETS 

(New 3/90)

The purpose of this report is to account for acquisitions and dispositions of fixed assets during the fiscal year. The report is also required to conform to Generally Accepted Accounting Principles (GAAP). See 7977 Illustration 1 for required report format. Refer to SAM Sections 8660 and 7463 for additional information. 

YEAR END REPORT NO. 19
7977.5
STATEMENT OF GENERAL FIXED ASSETS 

(Revised 3/90)

The purpose of this report is to assure the accuracy and completeness of an agency's fixed asset accounts on the year-end financial reports. It is an essential part of the year-end financial reports and is used during subsequent audit.  See 7977 Illustration 2 for required report format. Refer to SAM Section 8660 and 7463 for additional information. 

YEAR END REPORT NO. 20
7978
STATEMENT OF FINANCIAL CONDITION 

(Revised 3/87)

The Statement of Financial Condition is equivalent to the balance sheet used in commercial accounting. This statement discloses the assets of the fund, its liabilities, and the fund equity at a specified date. Thus it portrays the financial position at that specific date.

This page intentionally left blank.
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RECONCILIATION OF AGENCY ACCOUNTS WITH TRANSACTIONS PER STATE CONTROLLER

FISCAL YEAR ENDED JUNE 30, 19__



1/
Column (A) is taken from the "Total to Date" column of the Controller's Balances at June 30, 19__.  Revolving Fund Advances and Prepayments to Other Funds are taken from the "Balance" column of this report.

2/
The prior year appropriation Revolving Fund Advance and Prepayments to Other Funds are taken from the preceding year's Controller's Balances.  They are the same as the prior year accruals.

3/
Column (B) is taken from the prior year's Report of Accruals to Controller's Accounts, 8000 and 9000 series accounts only.  The total is the beginning of the year balance in operating clearing.

4/
Column (C) is taken from the current year's Report of Accruals to Controller's Accounts, 8000 and 9000 series accounts only.  The total is the end of the year balance in operating clearing.  For illustrative purposes, see 7952 ILLUSTRATION 2.

5/
Column (D), Other Reconciling Items, includes Adjustments to Controller's Accounts, SAM Section 7955.  Adjustments in the current reconciliation will also affect the subsequent reconciliation.  All reconciling items must be identified by footnote.

6/
The total of columns (A) through (D) equals the total of columns (E) and (L).  Columns (E) through (L) totals agree with the 8000 and 9000 series accounts in the Pre-Closing Trial Balance.  For illustrative purposes see 7962 ILLUSTRATION 1.

7/
Use additional columns and identify other agency accounts as necessary.

I certify (or declare) under penalty of perjury that the foregoing is true and correct and that I have not violated any of the provisions of Article 4, Chapter 1, Division 4, Title 1, Government Code (commencing with Section 1090).

Subscribed and executed this __________ day of ____________, 19__, at _________________________, California.

__________________________________________

Signature of Officer

__________________________________________

Type or Print Name of Officer

__________________________________________

Title of Officer
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YEAR END REPORT NO. 20
7978
STATEMENT OF FINANCIAL CONDITION 

(Revised & Renumbered from 7972, 18320 and 19320  5/85)

This statement will be required for selected funds, as indicated on the checklist issued to all agencies annually by the State Controller's Office. Accounts will be shown in numerical sequence by classification. In stating the following accounts, the name and amount of each fund affected will be shown (i.e., 1410.001 Due from the General Fund):

1410
Due From Other Funds

1420
Due from Other Appropriations

1730
Prepayments to Other Funds or Appropriations

2120
Advances to Other Funds

3110
Due to Other Funds or Appropriations

3120
Prepayments From Other Funds or Appropriations

4010
Advances From Other Funds.

A Statement of Financial Condition will be submitted in substantially the formats shown in 7978 ILLUSTRATION. The illustrations show the usual application of account balances for agencies that have unclaimed checks and deposits in transit to the State Controller's Office and/or special trusts deposited in the Special Deposit Fund.

Agencies with special trusts required to be deposited in the Special Deposit Fund will analyze accounts such as Accounts Receivable—Operating Revenue and Accounts Payable to determine amounts related to the Special Deposit Fund or Trust Funds outside the State Treasury if they have not previously established segregated General Ledger accounts for these trust operations.

YEAR END REPORT NO. 22
7979
STATEMENT OF CONTINGENT LIABILITIES 

(Revised 3/90)

A statement of Contingent Liabilities will be prepared annually at year-end. Such information will include contingencies for Federal audit exceptions, other audit exceptions, and litigation pending. Negative reports are not required. The information should be prepared in a format similar to that contained in 7979 ILLUSTRATION.

(AGENCY)

Statement of Financial Condition  1/
SPECIAL DEPOSIT FUND  2/
As of June 30, 19XX


[image: image22.wmf]20


ASSETS

Cash:
1110
General Cash

1150
Cash in Transit to State Treasury

1140
Cash in State Treasury

1190
Cash on Hand

Accounts Receivable:
1314
Accounts Receivable — Operating Revenue

Fixed Assets:
2341
Equipment



TOTAL ASSETS

LIABILITIES AND FUND EQUITY

Liabilities:
3010
Accounts Payable

3020
Claims Filed

3114
Due to Other Funds

3115
Due to Other Appropriations

3710
Cash Overages

3790
Current Liabilities



TOTAL LIABILITIES

Fund Equity:
5200
Investment in General Fixed Assets

5530
Fund Balance — Unappropriated

5570
Fund Balance — Clearing Account



TOTAL FUND EQUITY


TOTAL LIABILITIES AND FUND EQUITY

I certify (or declare) under penalty of perjury that the foregoing is true and correct and that I have not violated any of the provisions of Article 4, Chapter 1, Division 4, Title 1, Government Code (commencing with Section 1090).  Subscribed and executed on this ______ day of _______________ 19__ at _______________ California.




_______________________________




Signature of Officer




_______________________________




Type or print name of Officer




_______________________________




Title of Officer



1/
Accounts listed are those more commonly used.

2/
A separate column will be used to report each agency account within the Special Deposit Fund.
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SPECIAL FISCAL MANAGEMENT REPORTS—GENERAL
7980

(New 5/68)

The purpose of Sections 7980–7984 is to bring to the attention of general management the importance of having a qualified fiscal employee on the top management team and to describe fiscal management reporting techniques the fiscal personnel can use to assist general management in its planning and control functions. Top management teams in private industry include the top fiscal employee. The State can benefit by following this practice.

A management reporting system is a tool which is not a substitute for, but should supplement, other management tools such as: (1) a good organization, (2) a competent staff, (3) clear policies and delegation of functions, and (4) a management appraisal system of inspections, internal audits, and the like.

The material in Sections 7981–7984 is written and illustrated in general terms because an effective system of reports for management must be "tailor-made" to the management, organization, and operations of the agency concerned.

Agencies should use automated data processing equipment to the maximum extent practical and economical in providing fiscal management information. Such equipment can readily summarize or analyze volumes of detail.

Although fiscal management reports can be a very valuable tool to management, agencies should weigh carefully the cost of each report against its benefits and only produce those whose benefits exceed their costs.

IMPORTANCE OF MANAGEMENT ACCOUNTING AND REPORTING
7981

(New 5/68)

"Management Accounting and Reporting" is a term which refers to a relatively new, forward-looking concept of accounting and related fiscal reports. This concept, in contrast with custodial accounting, may be characterized as performance and decision oriented. Custodial accounting involves primarily the accounting for assets entrusted to the organization and the preparation of reports to inform the public of its financial status and financial operations.

Management accounting does not replace custodial accounting; it supplements it. Its objective is to match performance quantitatively against plans made by the responsible organization. This collection of costs classified by responsible organizational units is also frequently called "responsibility accounting", which reflects the application of the principle of fixing responsibility for what occurs. Quantitative data in addition to cost data usually are involved. Such data may include items such as workload statistics, standards or norms, percentages of completion, and percentages of budget allotments expended.

Application of the principle of management by exception is facilitated by management accounting. Management by exception permits an effective use of management time and talent by concentrating attention on activities which are "out of line" with plans or with past performance. Activities which are operating according to plans presumably are "under control" and need not be reviewed and analyzed. In order to facilitate management by exception, reports for management often provide the following comparisons:

1.
Actual with previous period.

2.
Actual with budgeted.

3.
Actual with standard.

4.
One organizational unit with another organization performing similar functions.

New concepts for meeting management needs through more informative fiscal reports resulted from pressures generated by the increasing growth and complexity of modern business and government. In our complex environment, management must be very much concerned with planning and control if it is to achieve the most efficient and economical use of manpower and facilities.

Accordingly, the primary purpose of accounting, other than custodial accounting, should be to assist management by supplying it with the type of information necessary for planning decisions, establishing accountabilities required for adequate control of operations, and measuring performance against plans. Specifically, it should provide management with a means for determining (1) the extent to which established plans and objectives are being met and (2) the efficiency of performance.

(Continued)

(Continued)

IMPORTANCE OF MANAGEMENT ACCOUNTING AND REPORTING
7981

(New 5/68)
Making the accounting function an effective management tool, however, requires the proper attitude of management and the accountant. Management must be willing to give the accounting function proper recognition in the organization; give its comptroller, fiscal officer, or accounting officer (as appropriate according to the size of the organization) adequate status; and provide what has been called a proper "management climate" to enable him to function effectively in management's interest. On the other hand, the accountant cannot expect recognition unless he becomes management-oriented. He must understand the objectives of the managers of the organization and the operations of the organization he is to serve.
CHARACTERISTICS OF GOOD MANAGEMENT REPORTS
7982

(New 5/68)

Communication with management is accomplished orally or through written reports. Written reports, the primary vehicles of information, have greatly increased paperwork load. Many of these reports are necessary, some may be nearly worthless, and all involve expense in their creation and use. A distillation of the voluminous reports to their essentials is important. There is no single technique that will reduce the volume of a report and at the same time increase its effectiveness to management. Generally speaking, however, an effective reporting system has the following characteristics:

1.
Reporting by areas of responsibility.

2.
Reporting by exception.

3.
Timeliness.

4.
More summarization and less detail at each successively higher level of management.

5.
Targets and yardsticks against which to measure performance.

6.
Use of charts and graphs.

7.
Brief and concise interpretive comment to highlight the salient features of the story told in tables, charts, and graphs.

USE OF CHARTS AND GRAPHS
7983

(New 5/68)

One of the most common problems with fiscal management reports is that they present seemingly endless tables and columns of financial data. These data are usually presented with little or no interpretation or are interpreted by still another set of figures, such as percentages or ratios. These reports, if carefully and accurately prepared, contain the facts and may be useful, with or without supplemental charts and graphs, to lower levels of management. Usually, however, tabular or textual reports are less useful to top managers because interpreting them requires considerable time. This is time that top managers often cannot afford to expend because of their broad area of responsibility. Hence, data may not be used to the extent they should in management decision making even though they have been accumulated at considerable expense.

A solution to this dilemma is the use of some charts and graphs at least in the reports to higher levels of management as reports to such managers should present more summary data and less detail. Well designed charts and graphs can convey facts quickly and clearly to busy managers. Charts and graphs represent an extremely useful and flexible medium for explaining, interpreting, and analyzing numerical facts. They make possible the presentation of quantitative data in a simple, clear, and effective manner and facilitate comparison of values, trends, and relationships. Moreover, charts and graphs possess certain qualities textual and tabular forms of presentation lack. For example, charts and graphs:

1.
Appeal more effectively to the attention of the reader.

2.
Show relationships that are more clearly grasped and more easily remembered.

3.
Save time as the essential meaning of large masses of data can be seen at a glance.

4.
Can provide a comprehensive picture of a problem.

These qualities of charts and graphs can make them an effective means of presenting data to all levels of management but, as stated above, especially to top management.

Section 7983 Illustration shows some of the basic types of charts and graphs. The possibilities of graphic presentation are limited only by the nature of the numerical data and the ingenuity of the persons preparing them. A good text should be referred to for a thorough exposition of this subject.



EXAMPLES OF FORMATS OF FISCAL MANAGEMENT REPORTS
7984

(New 5/68)

The following are examples of formats of some fiscal management reports used by various state agencies or other governmental jurisdictions. They are merely illustrations that show to a degree what is or can be done by state agencies where appropriate. As stated in Section 7981:

1.
An effective system of reports for management must be "tailor-made" to the management, organization, and operations of the agency concerned.

2.
Although fiscal management reports can be a very valuable tool to management, agencies should weigh carefully the cost of each report against its benefits and only produce those whose benefits exceed their costs.
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Simtlar graphs can be used to compare any quantitative plan with actual

data such as expenditures, revenue, or units of workload.
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CALENDAR OF REPORTS AND ACTIONS
7990

(Revised 9/00)

To meet reporting requirements, departments must submit various financial reports and forms to control agencies and other departments.  The following calendar will help departments plan to meet these deadlines.  Reports listed in the calendar are limited to reports referenced in the SAM sections under the responsibility of Department of Finance, Fiscal Systems and Consulting Unit (SAM Sections 7110-8535; 8538-8778; 8785-19464). 

Calendar of Reports or Actions

Due

Date
Name of Report or Action


Department or Agency Requiring Report
SAM Section Reference

January 31
File Nonresident Withholding Annual Return, FTB Form 592 


Franchise Tax Board
8422.196

February 28
File federal information returns

 
Internal Revenue Service
8422.191

February 28
File State information returns


Franchise Tax Board
8422.191

July 31 - General Fund, Feeder Funds, and Economic Uncertainty Funds


Year-end financial reports, excluding Reports 14, 18, and 19
Controller, Division of Accounting and Reporting
7951 

Illustration

August 20 – 

All Other Funds


Year-end financial reports, excluding Reports 14, 18, and 19
Controller, Division of Accounting and Reporting
7951 

Illustration

August 20
Report 14, Report of Bank/Savings and Loan Association Account Outside the Treasury System form, STD. 445


Treasurer, Securities Clearance Section; Controller, Division of Accounting and Reporting
7951 

Illustration

August 20
Report 18, Statement of Changes in General Fixed Assets and Report 19, Statement of General Fixed Assets


Controller, Division of Accounting and Reporting
7951

Illustration

September 30
Annual Late Payment Penalties Report
General Services, Procurement Division


8474.1

September 30
Report of Office Revolving Fund Claims for Reimbursement
Finance, Office of State Audits and Evaluations


8072

On or before November 1
Return certain abandoned personal property (on hand as of June 30) of escaped, discharged, or paroled inmates


Controller, Division of Accounting and Reporting
19425.2

December 1
Accounts Receivable Management Act Report, DF-582a


Franchise Tax Board, Client Services; Legislature
8776.6

As soon as identified
Report of Changes in Accruals- Subsequent Events


Controller, Division of Accounting and Reporting
7970

At least annually


Submit gasoline tax refund claims
Controller, Division of Collections
8745.3

At least annually 
Submit sales and use tax returns
Board of Equalization
8720, 8730

TL 373
7900 INDEX
SEPTEMBER 2000
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