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ENTRY NO. 1
10501

(Revised 5/87)
Nature of Transaction:
A special claim is filed with the State Controller's Office against an appropriation for an initial revolving fund advance or an augmentation of an existing revolving fund.

Journal Entry for General Ledger Accounts:
Debit:

1130
Revolving Fund Cash

Credit:
3020
Claims Filed

Source:
Document:
Claim Schedule. This type of claim will not be entered in the Claims Filed Register but will be journalized separately.

Explanation:
This entry is made to record (1) initial revolving fund advances from an appropriation and (2) augmentations of an existing revolving fund.

When the Claim Schedule, Std. Form 218, is prepared, a Remittance Advice, Std. Form 404, also will be prepared and submitted to the State Controller's Office in the same manner as for claims to reimburse the revolving fund. (See SAM Section 8170.)

By statute, revolving fund advances must be returned to the appropriation from which drawn upon expiration of the period of availability of the appropriation. In lieu of physically returning a revolving fund and withdrawing a new advance at the end of each fiscal year, agencies may request the State Controller's Office to apply the existing revolving fund as an increase in the balance of the appropriation from which it was drawn and as a withdrawal from the appropriation of the new fiscal year. Requests for such transfers are submitted to the State Controller's Office on a "Request for Revolving Fund Advance" form prescribed and supplied by that office.

ENTRY NO. 2
10502

(Revised 5/87)
Nature of Transaction:
Materials, supplies and equipment are ordered, capital outlay projects are authorized, services are contracted for or estimated, and employment of personnel is provided for by extending authorized positions or establishing positions. As a consequence, budget allotments are encumbered for the estimated amount of these future expenditures.

Journal Entry for General Ledger Accounts:
Debit:
6150
Encumbrances

Credit:
5350
Reserve for Encumbrances

Source:
Documents:
Purchase Estimates

Printing Requisition—Invoices

Payroll Estimates

Leases

Standard Agreements

Lag Encumbrances

Sub-purchase Orders

Public Works Project Authorization and Transfer Requests

Sundry Encumbrance Documents

Register:
Estimates Register or Journal Entry made from tape of batch control sheets which were prepared to control postings to the Allotment-Expenditure Ledger.

Explanation:
The recordation of encumbrance documents is the initial step in the accounting of expenditures. As encumbrance documents are recorded, the unencumbered balances of allotments are reduced. In this way budgeted funds are "earmarked" for payment of proposed expenditures and control over these expenditures is exercised by agency executive officers.

Note:
The purchase estimate, while not considered a legal obligation, is used as a source document for recording encumbrances. Adjustments to amounts encumbered by purchase estimates may be made as necessary to account for differences between the purchase estimate and the Purchase Order issued by the Office of Procurement, Department of General Services. Claims arising from purchase estimate encumbrances will be paid by the State Controller only if the Purchase Order is issued and dated prior to the date the appropriation availability ceases.

(Continued)

(Continued)

ENTRY NO. 2) 
10502 (Cont. 1)
(Revised 5/87
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ENTRY NO. 2 (Revised 5/87)

STANDARD ENTRIES

10502

ESTIMATES REGISTER

Estimates Issued and Adjusted
Date Estimate
19__ Number Amount
4-28 1123 120.00
24 240.00
25 70.00
26 90.00
27 1120.00
1056 Adj. 30.00
1074 Adj. -10.00 1660.00
4-29 1128 340.00
29 260.00
1130 80.00
31 970.00
1091 Adj. 120.00 1770.00
4-30 1132 430.00
33 250.00
34 110.00
35 70.00
1101 AdjJ. - -40.00
1117 Adj. 50.00 870.00
4300.00

*Estimate adjustments (except those made pursuant to Section 8340 adjusting for differences
petween estimates and purchase orders) will not be recorded in the Estimate Register if the
alternate procedure of recording estimates in the Claims Filed Register as noted in Entry No. 3

is followed.





ENTRY NO. 3
10503

(Revised 5/87

Nature of Transaction:
Claims are filed with the State Controller's Office for payment.

Journal Entry for General Ledger Accounts:
Debit:
3410
Revenue Collected in Advance
a/

5350
Reserve for Encumbrances
b/

8000
Revenue
c/

9000
Appropriation Expenditures
d/

9893
Prior-Year Appropriation Adjustments
e/

Credit:

3020
Claims Filed
f/

6150
Encumbrances
b/

a/
amount of claims filed for refunds of revenue collected in advance.

b/
amount of encumbrances liquidated by claims filed.

c/
amount of claims filed for refunds of revenue.

d/
amount of claims filed against appropriations currently available for encumbrance.

e/
amount of claims filed against prior-year appropriations that are no longer available for encumbrance.

f/
total amount of claims filed less claim corrections as recorded in the Claims Filed Register.

Source:
Documents:
Schedule of Bills Filed

Notice of Claim Corrections

Register:

Claims Filed Register

Explanation:
The amount of claims filed less claim corrections received is summarized in this entry. From this summary (1) expenditures and refunds of revenue with the accompanying liability for claims filed are recorded and (2) currently outstanding encumbrances are liquidated.

(Continued)

(Continued)

ENTRY NO. 3
10503 (Cont. 1)
(Revised 5/87)

[image: image2.png](Continued)

ENTRY NO. 3 (Revised 5/87) 10503
CLAIMS FILED REGISTER
Encumbrances
Prior-
Appro- Year
Total riation Expendi-
of Expendi - tures Not
Date | Warrants Schedule Schedule tures Debit Liquidating*|Liquidating
19__ Issued Number 4 1. 2. 3. 4. S.
4-28 X 1426 3600.00 3600.00 2100.00 1500.0¢
27 50.00 50.00
X 28 21420.00 21420.00 21420.00
(ccil) 1419*™ -2900.00 -2900.00 -2900.00
29 450.00 450.00 450.00
30 1200.00 1200.00
4-29 X 30 2900.00 2900.00 2900.00
31 650.00 650.00 650.00
X 33 300.00 300.00 )
34 200.00 200.00 200.00
X 35 350.00 350.00
4-30 36 800.00 500.00 300.00
37 800.00 800.00 600.00 200.00
(cc-2) 1421** -50.00 -50.00 . -50.00
29776.00 27870.00 1900.00 25270.00 2600.00

e e

Cr. 3020 pr. sd0o¢ Dr. 9893 Br. 5350 (Included in
Cr. 6150 Column 2)

The illustration shows the amount liquidated always to be the amount of the related
expenditure. (Column 2 equals Column 4 plus Column 5). Under this procedure
adjustments between amounts encumbered and expended are recorded in the Estimates
Register (See Entry No. 2). Agencies, however, will use the alternate procedure herein
described if for their operatigns it is more efficient. Alternate procedure: Under this
procedure the amount liquidated is the amount of the related expenditure only where the
expenditure relates to furnishing a part of the goods or services for which an
encumbrance was established. The amount Tigquidated is the remaining amount encumbered
if there have been partial liquidations and the payment is the final one. The amount
liquidated is the total amount originally encumbered if there have been no partial
liquidations and the payment is the final one.

Notices of claim corrections will be entered in chronological sequence. Column totals
are the net of new claims filed and claim corrections received. As Notices of Claims
paid, Form CD-102, are received from the State Controller's Office, original claims and
related and claim corrections will be checked in the warrants issued column of this
register. Unchecked items will represent the detail of outstanding claims filed and
related claim corrections.





ENTRY NO. 4
10504

(Revised 5/87

Nature of Transaction:
Transfers of funds are made from the agency's appropriation and/or fund by Controller's Transfer for payment of agency payrolls and related state contributions for employees' retirement, OASDI, health and dental benefits, and excess amounts so transferred are returned to the agency's appropriation and/or fund by Controller's Transfer.

Journal Entry for General Ledger Accounts:

Debit:
1311
Accounts Receivable—Abatements
a/

5350
Reserve for Encumbrances
b/

9000
Appropriation Expenditures
c/

9893
Prior-Year Appropriation Adjustments
d/

Credit:
1140
Cash in State Treasury
a/

6150
Encumbrances
b/

a/
excess of gross amount of overpayments reported on Controller's registers of accounts receivable over transfers (type 5) returning amounts recovered on overpayments. (If such transfers exceed gross overpayments for the month, Account No. 1311 will be credited.)

b/
amount of encumbrances to be liquidated (normally the amount of the gross current-year payrolls excluding amounts of state contributions for staff benefits).

c/
net total of expenditures chargeable to current appropriations.

d/
net amount transferred from prior fiscal year appropriations.

e/
net total of Controller's transfers (transfers to the State Payroll Revolving Fund less transfers from that fund).

(Continued)

(Continued)

ENTRY NO. 4
10504 (Cont. 1)
(Revised 5/87)

Source:
Documents:
Notice of State Payroll Revolving Fund Transfer, Form CD–62. (Transfers coded type 1, 7, and 9 are transfers to the State Payroll Revolving Fund.  Transfers coded type 3, 4, 5, 6, and 8 are transfers from the State Payroll Revolving Fund. See Section 8590 for additional explanation.)

Controller's Register of Accounts Receivable.  (These Controller's registers list overpayments reported to or by the State Controller's Office and will be covered by transfers type 5 when the overpayments are recovered.)

Register:
Payroll Expenditure Register

(Continued)

(Continued)

ENTRY NO. 4
10504 (Cont. 2)
(Revised 5/87)

Explanation:
Under the uniform state payroll system, agency payrolls are prepared by the State Controller's Office and salary warrants are drawn on the State Payroll Revolving Fund. The State Controller's Office transfers from the agency's appropriation and/or fund the gross amount of each such payroll plus the amount of related state contributions for employees' retirement, OASDI, health and dental benefits, and returns by transfer to the agency's appropriation and/or fund any amounts remaining in the State Payroll Revolving Fund as a result of warrants voided or redeposited and overpayments recovered. These transfers, supported by payroll warrant register forms, are recorded by the agency in a Payroll Expenditure Register, the net total of which represent payroll expenditures to be recorded in the agency accounts. See Sections 8590 and 8593 for additional explanation.

PAYROLL EXPENDITURE REGISTER

	Type 

of

Transfer
	Trans-

fer

Date
	Issue

Date
	Clear-

ance

No.
	Transfer

No.
	Transfers

1.
	Accounts

Receivable--

Abatements
Dr.                Cr.

2.                 3.
	Expendi-

tures--

Current

Year

4.
	Expendi-

tures-

Prior

Year

5.
	Encum-brances

Liquidated

6.

	1

1

3

AR (1)

 S (2)

1 (3)
	 8-3

8-4

8-11

8-20

8-28


	8-3

8-4

8-12

8-15

6-8

9-1


	892

901

922

943

2146

961


	457

465

489

502

524


	10,000

1,000

-3,000

-40

100,000
	50


	40


	10,000

-3,000

-50

100,000
	1,000


	9,000

91,000

	
	
	
	
	
	107,960
	50
	40
	106,950
	1,000
	100,000







         Cr. 1140
   Dr.
        Cr.
       Dr.

Dr.
Dr. 5350








   1311
        1311       9000

9893
Cr. 6150

(1)
The debt to Account No. 1311 in this register is the gross amount of the overpayment as recorded from the Controller's accounts receivable register.

(2)
The credit to Account No. 1311 is the gross amount of the overpayment recovered and returned to the agency appropriation by transfer.  The debit to Account No. 1311 for the same overpayment would have been recorded in the Payroll Expenditure Register for the month in which the State Controller's Office prepared an accounts receivable register covering the overpayment.

(3)
Except at the close of the fiscal year, the transfer covering the main regular monthly payroll for a given monthly pay period is recorded in the Payroll Expenditure Register for that month even though the transfer may be dated in the following month.  Payroll transfers dated in July covering payrolls for services rendered in June must be recorded in the Payroll Expenditure Register for July.

ENTRY NO. 5
10505

(Revised 5/87)

Nature of Transaction:
Notices of Claims Paid, Form CD–102, are received from the State Controller's Office for warrants issued in payment of claims. The warrants are either (1) centrally mailed to payees by the State Controller's Office or (2) delivered for distribution to payees to the agency that submitted the claim schedule. (This entry is made as a transaction of the month in which the Controller's Warrants were issued as indicated on Form CD–102.) See 10515 for entry to record settlement of "NO WARRANT" claims.

Journal Entry for General Ledger Accounts:
Debit:
3020
Claims Filed

Credit:
1140
Cash in State Treasury

Source:
Document:
Notice of Claims Paid, Form CD–102

Register:
None. Use an adding machine tape of Forms CD–102

Explanation:
This entry is made at the close of each month to record Notices of Claims Paid, Form CD–102, received from the State Controller's Office. The total of warrants issued as shown on each Form CD–102 is checked with the amount of the claim filed. Inclusive warrant numbers or warrant dates are entered on agency copies of Schedule of Bills Filed, Form 210. The Forms CD–102 are filed and monthly an adding machine tape of the CD–102's dated in that month is used as the basis for the entry to the general ledger accounts.

ENTRY NO. 6
10506

(Revised 5/87)

Nature of Transaction:
Agency prepares invoices for abatements and for reimbursements, revenue, and other income.

Journal Entry for General Ledger Accounts:

Debit:

1311
Accounts Receivable—Abatements
a/

1312
Accounts Receivable—Reimbursements
b/

1313
Accounts Receivable—Revenue
c/

1319
Accounts Receivable—Other
d/

Credit:
1600
Provision for Deferred Receivables
e/

8100
Reimbursements
f/

9000
Appropriation Expenditures
g/

9893
Prior-Year Appropriation Adjustments
h/

a/
amount of expenditure abatements billed and all sales tax billed regardless of type of transaction. (See SAM Section 10220 for definition of an abatement.)

b/
amount of reimbursements billed.

c/
amount of revenue items billed.

d/
amount of Accounts Receivable—Other billed.

e/
amount of items billed in "c" and "d" plus (1) the amount of any reimbursement items billed which, according to law, must be credited to an appropriation current at the time of collection or at the time cash is ordered into the treasury and (2) any other receivables for which a reserve is deemed appropriate.

f/
amount of current year reimbursement items billed, excluding any amounts of reimbursements which according to law must be credited to an appropriation current at the time of collection or at the time cash is ordered into the treasury.

g/
amount of current year appropriation expenditure abatement items billed and all sales tax billed regardless of type of transaction.

h/
amount of abatement and reimbursement items billed that are applicable to prior fiscal year appropriations no longer available for encumbrance.

Source:
	Document:
Agency invoice


	Register:
Invoice Register




(Continued)

(Continued)

ENTRY NO. 6
10506 (Cont. 1)
(Revised 5/87)

Explanation:
This entry is used to record the billing for unpaid abatements, reimbursements, revenue, and other income items. In most cases revenue and abatement items are collected when due and normally require no billings. When Accounts Receivable—Revenue and Accounts Receivable—Other are billed, they are credited to a reserve account until collected and cleared as revenue. In contrast to this procedure, abatements are applied as decreases of expenditures and most types of reimbursements are applied as income when billed. Certain types of reimbursements are fully reserved with final accounting to be made either at the time of collection or at the time remittances are ordered into the treasury, depending upon the specific law governing the transaction. The bills are recorded in the Invoice Register as of the date they are prepared.

Abatements and reimbursements that have been accrued previously as receivables but not billed will not be included in this entry when billed. However, Accounts No. 1311, 1312, 1600, and 9893 will be adjusted for the difference between the amounts billed and the amounts previously accrued.

INVOICE REGISTER

[image: image3.png]*Where any significant volume of invoices
This entry w

and ending invoice numbers.

i11 be supported by a numeric file of invoices.

Accounts Receivable
Invoice ts i r. S
To Number Date Total Current Prior-vear| Current [Prior-vear | Deferred | Revenue Other
] 2 3l 4 s [3 2 8
J.R. Jones 428 4-28 150.00 150.00
W.R. Smith 29 350.00 350.00
State Dept. of 430 1,450.00 1,450.00
K.W. Pease N 4-29 300.00 300.00
A.B. Cook 34 700.00 700.00
G.H. Isham 36 4-30 125.00 125.00
State Oept. of 37 §0.00 50.00
K.W. Burns 38 700.00 700.00
3,825.00 300.00 150.00 2,150.00 125.00 50.00 350.00 700.00
———
or. 1311 Dr. 13N Dr. 1312 Or. 1312 DOr. 1312 Or. 1313 Dr. 1319
Cr. 9000 Cr. 9893 Cr. 8100 Cr. 9893 Cr. 1600 Cr. 16060 Cr. 1600
is prepared, agencies will make a single entry for each day showing beginning




ENTRY NO. 7
10507

(Revised 5/87)

Nature of Transaction:
General Cash is received by the agency for deposit in the agency's general checking account maintained with the State Treasurer. Such receipts consist of abatements, reimbursements and revenue not previously billed; collections applicable to accounts receivable for items previously billed; and items whose identity or accounting cannot readily be determined.

Journal Entry for General Ledger Accounts:
Debit:
1110
General Cash
a/

1316
Accounts Receivable—Cash Shortages
b/

1600
Provision for Deferred Receivables
c/

Credit:

1311
Accounts Receivable—Abatements
d/

1312
Accounts Receivable—Reimbursements
e/

1313
Accounts Receivable—Revenue
f/

1315
Accounts Receivable—Dishonored Checks
g/

1316
Accounts Receivable—Cash Shortages
h/

1319
Accounts Receivable—Other
i/

3110
Due to Other Funds or Appropriations
j/

3410
Revenue Collected in Advance
k/

3420
Reimbursements Collected in Advance
1/

3710
Cash Overages
m/

3730
Uncleared Collections
n/

8000
Revenue
o/

8100
Reimbursements
p/

9000
Appropriation Expenditures
a/

9892
Prior-Year Revenue Adjustments
a/

9893
Prior-Year Appropriation Adjustments
s/

a/
total cash received for deposit in the General Cash account.

b/
amount of cash shortages occurring during the month for which cashiers are held accountable.

c/
amount of cash received applicable to receivables accounted during the year on a fully-reserved basis and applied when collected to the appropriate revenue account.

(Continued)

(Continued)

ENTRY NO. 7
10507 (Cont. 1)
(Revised 5/87)

d(
amount of cash receipts applicable to expenditure abatements receivables (excluding collections from 
employees for salary overpayments).

e/
amount of cash receipts applicable to reimbursement receivables.

f/
amount of cash receipts applicable to revenue receivables.

g/
amount of cash received in payment of dishonored checks (unless alternate procedure is used).

h/
amount of cash received from cashiers in payment of cash shortages.

i/
amount of cash received in payment of other accounts receivable.

j/
amount of cash received applicable to revenue collected for other funds earned in the current fiscal year plus cash received applicable to revenue collected for other funds but not identifiable to the fiscal year in which it was earned.

k/
amount of cash received which will be accounted as revenue of a succeeding fiscal year.

1/
amount of cash received which will be accounted as a reimbursement to a current or subsequent fiscal year's appropriation when earned.

m/
amount of cash received representing cash overages.

n/
amount of cash received for items whose identity or accounting cannot be readily determined; amount of cash received applicable to reimbursements (billed or unbilled) which, according to law, can be applied only at the time the cash is ordered into the treasury; or salary overpayments collected from employees by the agency.

o/
amount of cash received applicable to revenue earned in the current fiscal year plus cash received applicable to revenue but not identifiable to the fiscal year in which it was earned.

p/
amount of cash received applicable to (1) billed reimbursements which, according to law, can be applied only at the time cash is received and (2) all unbilled reimbursements except those applicable to prior fiscal years and those that can be applied only at the time cash is ordered into the treasury.

q/
amount of cash receipts applicable to current year expenditure abatements not billed or accrued previously.

r/
amount of cash received applicable to revenue (except reimbursements) which was identified as being earned as of the preceding June 30.

s/
amount of cash received in excess of amounts accrued in prior fiscal years as expenditure abatements or reimbursements. If the amount of cash received is less than amounts accrued in prior fiscal years, Account No. 9893 will be debited.

Source:
Document:
General Cash Receipt

Register:
General Cash Receipts Register

(Continued)

(Continued)

ENTRY NO. 7
10507 (Cont. 2)
(Revised 5/87)

Explanation:
The recordation of cash receipts deposited in the general cash account is illustrated in this entry. The General Cash Receipts Register will show both the date of receipt and the date of deposit of all cash receipts. All cash collections must be deposited in approved depositories (see SAM Section 8031) and are later either (1) refunded if determined to be unacceptable or (2) remitted to the State Treasury at least once each month. Current collections are used also to satisfy bank demands for reimbursement for dishonored checks until ultimate collection is made from the drawers or relief from accountability is granted by the State Board of Control.

Accounts Receivable—Revenue and Accounts Receivable—Other items are deferred when recorded. They must, therefore, be applied as revenue when collected.

Reimbursements may be of one of the following categories depending upon specific laws governing the accounting of such transactions: (1) receipts which accrue to the year in which the transaction occurred, (2) receipts which accrue to the year in which cash is collected by the agency, and (3) receipts which accrue to the year in which cash is ordered into the treasury. Transactions in the third category, when collected are credited to a suspense account (Uncleared Collections) pending receipt of notice from the State Controller's Office that cash has been ordered into the treasury (see SAM Section 10510). Items in category 1 (if not billed or accrued previously) and in category 2 are applied at the time cash is collected by the agency.
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ENTRY NO. 8
10508

(Revised 5/87)

Nature of Transaction:
Uncleared collections (other than those applied through the Controller's Receipts Register in Entry No. 12) and cash overages are applied.

Journal Entry for General Ledger Accounts:
Debit:
1600
Provision for Deferred Receivable
a/

3710
Cash Overages
b/

3730
Uncleared Collections
c/

Credit:
1311
Accounts Receivable—Abatements
d/

1312
Accounts Receivable—Reimbursements
e/

1313
Accounts Receivable—Revenue
f/

1315
Accounts Receivable—Dishonored Checks
g/

1316
Accounts Receivable—Cash Shortages
h/

1319
Accounts Receivable—Other
i/

3110
Due to Other Funds or Appropriations
j/

3410
Revenue Collected in Advance
k/

3420
Reimbursements Collected in Advance
1/

8000
Revenue
m/

8100
Reimbursements
n/

9000
Appropriation Expenditures
o/

9892
Prior-Year Revenue Adjustments
p/

9893
Prior-Year Appropriation Adjustments
q/

a/
amount of collections now applied to receivables accounted during the year on a fully-reserved basis and applied when collected to the appropriate revenue account.

b/
amount of cash accounted previously as cash overages, now applied as revenue, less any amounts cleared from the uncleared collections account to the cash overages account.

c/
amount of cash receipts accounted previously as uncleared collections, now applied to appropriate accounts.

d/
amount of collections now applied to expenditure abatement receivables (excluding collections from employees for salary overpayments).

(Continued)

(Continued)

ENTRY NO. 8
10508 (Cont. 1)
(Revised 5/87)

e/
amount of collections now applied to reimbursement receivables.

f/
amount of collections now applied to revenue receivables.

g/
amount of collections now applied in payment of dishonored checks.

h/
amount of collections now applied in payment of cash shortages.

i/
amount of collections now applied to other accounts receivable.

j/
amount of collections now applied as revenue collected for other funds earned in the current fiscal year plus collections now applied as revenue collected for other funds but not identifiable to the fiscal year in which they were earned.

k/
amount of collections now applied to revenue of the succeeding fiscal year.

1/
amount of collections now applied as a reimbursement to a current or subsequent fiscal year's appropriation.

m/
amount of collections now applied as revenue earned in the current fiscal year plus collections now applied as revenue but not identifiable to the fiscal year in which they were earned.

n/
amount of collections now applied as current year reimbursements that were not billed previously or were deferred when billed because, according to law, they are to be applied to the year in which they are collected by the agency.

o/
amount of collections now applied as abatements to current year appropriation expenditures.

p/
amount of collections now applied to revenue (except reimbursements) which was identified as being earned as of the preceding June 30.
q/
amount of collections now applied in excess of amounts accrued in prior fiscal years as expenditure abatements or reimbursements. If the amount of cash cleared is less than amounts accrued in prior fiscal years, Account No. 9893 will be debited.

Source:
Documents:
Licenses, permits, or other documents evidencing revenue, reimbursements, and abatements earned.

Register:
Clearance Register

Explanation:
Cash receipts which could not be identified, or for which accounting treatment could not be determined, at time of collection are applied to appropriate accounts by this entry. Varying circumstances determine the clearance of each transaction, but as each item or group of items is cleared it is entered in the Clearance Register and applied to appropriate accounts.

Cash overages also are cleared in this register. These items should be cleared as revenue at least once each quarter.
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