Fiscal Year End 18-19
Deadlines,
Requirements,
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Year End & Journal Entry

Transfers Training
June 6, 2019
AN

Agenda

 Deposits

« Accounts Receivable

« Claims

« Encumbrances

«  Purchase Orders

« Authorized Signature List

* New User Request Form

«  ONESolution Security Request Form
« Schedule of Federal Financial

Assistance

«  Supplies Inventory
 Fixed Assets
« Journal Entry Transfers

Purchasing




Deadline for ALL departments to turn in
deposits to the County Treasurer:

Friday, June 28, 2019 @ 12 noon
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Accounts Receivable< 7/42‘\?\%

All receivables existing at June 30™, where the cash
will not be received on or before July 19", should
be reported to the Auditor’s Office.

Methods of reporting receivables:

\ v By memo. Prepared memo must include:

= Organization Key
= Object Code
= Amount Expected to be Received

\ v' On July deposit permits (until July 19t).

Make sure all accounts receivable reported by
memo to the Auditor’s Office is not duplicated
by reporting the same revenue as prior year
revenue on your deposit permits.

The Auditor’s Office will set up the receivables as a
credit to revenue in the ledgers at June 30th, and

...

reverse the entries in the July 2019 ledgers.
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Example of an A/R Memo

All accounts receivable memos should b

Example of how to request the bookin
sent to Shelly Smail

an Accounts Receivable via a Memo.
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The Reversal of a Receivable

Example of how receivables are

[. 3
\ recorded in the ledgers and reversed. \
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Claims
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Deadline for ALL departments to submit prior
year claims to the Auditor Controller’s Office:

Friday, July 19, 2019 @ noon.

-
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Note: No claims will be accepted for

processing after 12:00 PM. No Exceptions.
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.

Claims submitted in July for processing should
\ be clearly marked in RED:

On the upper right hand corner as follows:

P 18-19 for Prior Year
e C 19-20 for Current Year

\ In the description as follows:

e FY18-19 for Prior Year
e FY19-20 for Current Year
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COUNTY OF IMPERIAL APPENDIX D
YEAR-END ENCUMBRANCES REQUEST
AS OF JUNE 30, _J°\8

Budget Unit/Org Key Title: [ OFFICE OF EMERGENCY SERVICES __|
Org Key Code: [ 1551001 |

CEO Office Use Only
Object Account Requested Approved | Cur. Yr/| Minute
Code Descnpbon Amount Amount Prior Yr| Order

3(1(0::Spc ial Dept. Expen $210,082.00 F.2)0, 052 Current |Yes \

Justificatio cumbebl e of grant funds not encumbered under a Purchase Order

ent 7H m l'miS(-c n' srant Program (FY17 HSGP).

REF Bdggmn £ £1914001 Homeland Security Grant Program.
Object Account Requested Approv ed C . Yr/| Minute
Code Description Amount Amount Prior Yr| Order

546150|Grant Pass-Thru Payments $13,105.00 [¥/3,708 ~ Current |Yes

Justification: To encumber balance of grant funds not encumbered under a Purchase Order or

spent, from 2017 Homeland Security Grant Program (FY17 HSGP).

*REF: Budget Unit £1914001 - 2017 Homeland Security Grant Program,
Account Requested Approved | Cur, Yr/| Minute

Description Amount Amount Prior Yr| Order tract

Total Amount Requested: | $223,187.00 |

Itis q ted that appropriation accou f this department be encumbered in the above amounts
0 cover anticipated expen d sina d ith the Auditc troller's guidelines.

*S?

ignature of Department Head

proved:
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Example of Backup
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B
\% Ledger GL Comparison of Actual to Budget (Revenue and Fxpenditures) Fiscal Year 203X §
% Report Date 06/30/20 XX O = + ! A dineta, af * Fiscal Period 12 S
% Database Production Adj Budvs. %
& Key 1046001 BEHAVORIAL HEALTH Adopted  Budget  Prior Adjusted Current YTD Act+Enc §
§ Object  Description Budget  Adjust.  Encum Budget ~ YIDActmal MIDActual  Encum  Ear(Unfv) % 3
§ 514020  Communications - Services 2061100 20,000.00 0.00 40,611.00 4377551 5.752.00 0.00 (3.164) 107 §
= 315000 Food 4008800 17,000.00 64.80 37,132.80 33234.16 9,518.44 04.68 3804 93 B
% 16000  Household Expense 20000000  34.900.00 0.00 23490000 22705077 4031723 4162 7807, 9% §
3 517035 Insurance Liability 139.241.00 0.00 0.00 13924100 13024104 116034 0.00 0) 100 ¥
§ 317063 Malpractice Insurance 8784000  -25000.00 0.00 62,840.00 3630327 4,690.44 0.00 6446. 89 3
3 319000  Maintenance-Equipment 135000000  104.81637 0.00 34481637 36180738 3980754 000 (16991) 104 §
3 520000 Maint-Struc, Improve, Grounds 2021800  -23.000.00 0.00 6.213.00 6.075.19 §75.38 0.00 142 97 3§
§ 321000 Med-Dental & Lab Supplies 5745500 4850000 187328 10782828 105.353.16 920071 605251 GI71) 103
3 522000  Memberships 9.941.00 0.00 0.00 9.841.00 001433 33083 0.00 6. % §
% 524000  Office Expense 2205200 2500000 20520 23725720 24413177 4955008 0.00 (6.880) 102 3
524002 Cal Card Charges 0.00 0.00 0.00 0.00 0.00 -366.59 0.00 0) 3
Sy e Clhaes 3
% 325010 Professional & Special Service 278163600 168.417.00 000 295007300 331440071 73813846 000 (364336) 119 §
3 525020  Prof & Spec Svs Data Pro 23195100 80235360 0.00 31220660 34447096 9865736 000 (32264) 110 3§
§ 323030 Prof & Spec Svs Other 3,800,000.00 0.00 000 380000000 467095836 102824962 000 (370958) 122 §
3 323070 Overhead Reimbursement 722,998.00 0.00 0.00 72299800 72299796 6024983 0.00 0. % B
\% 526000  Publ & Legal Notices 23.643.00 3,000.00 60.00 28,703.00 1962717 238700 1,088.00 7087 T2 §
§ 528000  Rents & Leas-Sts-Imp-Gmds 80872400 13410048 000 103282448 108684081 7907487 9200  (54108) 105 ¥
3 330000  Spec Dept Exp-Training 2030300 -10,000.00 39.93 10,364.93 0,194.36 189.00 §6.43 1104. 80 §
3 330003 Special Dept Expense 39000000 16786844 721118 55507062 80395791 33663600 1510280  (64071) 147
§ 531000 Travel-In Cnty Private Car 38,330.00 3,500.00 0.00 63,830.00 6483631 1224897 0.00 (1006) 101 3
3 331003 Travel-In Cnty County Car 16000000  -45,000.00 0.00 115,000.00 0280395  -18,832.68 0.00 2194 80 §
3 331040 Travel Out of Cnty Misc 26243800  -75,000.00 0.00 18743800 19110325 3242344 0.00 (3.663) 101 3
§ 532000  Utilities 16362800  -41,000.00 0.00 12262800 12580198 2040757 0.00 (3274) 102 §
§ SERVICES & SUPPLIES 1039011900 _ 69333780 047441 1120403130 1304468324 261216170 _ 2262804 (17723601 113 ‘3"°§
o —_,
% OTHER CHARGES 0.00 0.00 0.00 0.00 0.00 0.00 0.00 L___ %“§
% 349000  Equipment 000 25960683 0.00 23960683 24651617  94730.07 0.00 13.000. 94 §
% 349003 Equipment-Vehicles 22,503.00 0.00 0.00 22.503.00 24304.04 0.00 0.00 (1799) 107 &
% CAPITAL ASSETS 030500 21060683 000 _ 2811183 27082021 9475007 0.00 1120193 ‘3"°§
. o~
% 352080  Transfers In 000 3475475 0.00 3475473 13549666  -166.431.00 0.00 100.741. 389 §
- OTHER FINANCING SOURCES 000 _ 3473475 000 _ 3475475 _ 13340666 -16643100 000 _ 100741 389 %3
\ N
N \\
3 .
Example of how prior year \
3 3
\ - N
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New User Request Form \
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ONESolution Security Request Form

11111

NESqution Securl




\ The Sc h dule of Fede IF al Assistance must

be submitted to lvo R mirez’s attention

by August 1, 20109.
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Supplies Inventory /ﬁ&é’l/@/\

MAAIHIHIHIHIHIHIHIHIHARIIRIHRIIIRRIHIHERHhmRBRRAREIAIAIERN \
Deadline for applicable departments to submit
the year end Supplies Inventory to the

Auditor Controller’s Office:
Friday, July 19, 2019
The Supply Inventory should be sent to

Shellv Smail’s attention.
\\\\\\\\\\\\\m\
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 Behavior Health

* Facilities Management
 Fleet Services (Garage)
 Public Health
 Probation

 Public Works

 Purchasing
«  Sheriff
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« Statement of General Fixed
Assets will be sent out to
Departments no later than June
21, 2019

« Deadline for Fixed Asset
Inventory Certificate is July 10,
2019

byJ | 10 2019
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New form is one sheet only, no

carbon copies

B

Available in Excel and Adobe
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COUNTY OF IMPERIAL
PROPERTY TRANSFER REQUEST
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* Once the Auditors Office has received the
original, copies will be distributed by the
Auditors Office to the corresponding
departments.

 Reminder: Each department has to
contact Facilities when transferring
assets to Surplus.
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Codes for Fixed Assets

\

\EJEDDD Egquipment
\549[][]5 Eguipment - Vehicles
\549[]1[] Eguipment - Info Technology
. 549015 Firearms
\EEDDDD Structures & Improvements
\55[][][]5 Infrastucture
550010 Paving
\55[][]15 Marking & Lightings

550020 Construction

550025 ents

-




.\ (550000) - $50,000 min.

« Computer software (549010) - $25,000 min.

. :
\ « Equipment (549000) — greater than $7,500. \
§‘ » (( )) | be capi |"d §
§ reggfdolre]gs of amoun_t.mUSt © capiialize %
§ * Equipment less than $7,500 but must work %
§ together to function - $50,000. %
§- Additions or betterments to existing buildin %
§ itions or betterments to existing bui g\c,%
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_ Org Keys That Are No Longer
General Fund And Are Now

Considered Special Revenue

|

=1034001 — Animal Control

-

=1044001 — Public Health
=1046001 — Behavioral Health

1053001 - California Child
Services

=1022001 — Child Suss)port (This will
be effective 7/1/2019).

... ___—
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The following line item
classifications are allowable:
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Intra-Fund Transfers (Cont’d) §

Example #1:
General Fund to General Fund

\ Shern‘f s Office Reimbursing Auditor’s
\ Office For The Cost of Receipt Books:

2***

2***




Example #2:
Special Revenue to Special Revenue

The Fire Department reimbursing Public
Works for Road Billing Expenses:

1501001 552%** Infra-Fund Transfer | 8,000.00

1542001 552%** Intra-Fund Transfer 8,000.00




Transfers Between Different
Governmental Type Funds

AR RIRRRRIRRRRRRRRRRRRRRRRRRI
Th
al

e following line item classifications are
lowable:

oo

\

SR Expense 500,000
QrHrwE Revenue 500,000

301000 Fund Balance 500,000
Qroxckk Revenue 500,000

552085 Transfer-Out 500,000

552080 Transfer-In 500,000
x\
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Example #1:

Governmental T¥pe Funds
(Cont’d
Special Revenue to General Fund

Transfers Between Different
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Transfers Between Different
Governmental Type Funds
(Cont’d

Example #2:
Trust Fund to Special Revenue

To record revenue from a Trust fund to a
Special Revenue or General Fund:

\

1225000 301000 Fund Balance 8,000.00

1847001 446010 State Aid 8.000.00

Note: When transferring from a trust
fund, the Org Key must end in 000

____
o

.



Transfers Between Different
Governmental T¥pe Funds
(Cont’d

\\\\\\\\\\\\\\\\\\\\\E\\\\\\\\\\\\}\\\\\}\%\\\\\\\\\\\\\\\\\\\\
xample #3:

Special Revenue to General Fund

Reimbursement from a Special Revenue
to a General Fund for pass thru
payments and budget transfers:

\

1866*** 552085 Transfer-Out 8,000.00

1028*** 552080 Transfer-In 8.000.00




BRIEF EXPLANATION

OF THE PURPOSE OF

THE JOURNAL
IMPERIAL COUNTY

CONTACT INFO

INITIALS OR SIGNATURE

i need additional information, please contact m
I il at lauracarrillo@co.imperial.ca.

EMINDER: ALWAYS
LACE DEBIT FIRST

FOLLOWED BY CREDIT
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PURCHASING
YEAR END PROCESSES

C = s ces

orward. CAL CARD form i
O office first, they wi

+¢Cal Cards — New card request must be

f
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