
Fiscal Year End 22-23
Deadlines,

Requirements,
Forms

Presented by: Auditor’s Office & Purchasing 



Deposits

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

Friday, June 30, 2023 @ 12 noon



Deposits

Example of how deposit permits should 
indicate which FY revenue belongs to.



Accounts Receivable

All receivables existing at June 30th, where the cash 
will not be received on or before July 10th, should 
be reported to the Auditor’s Office.

Methods of reporting receivables:

 By memo. Prepared memo must include:

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

 On July deposit permits (until July 10th).

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 2023 ledgers.



Accounts Receivable (cont’d)

Example of how to request the booking of
an Accounts Receivable via a Memo.

All accounts receivable memos should be
sent to Ivonne Ramirez’s attention.



Accounts Receivable (cont’d)

Example of how receivables are 
recorded in the ledgers and reversed.



Claims

Deadline for ALL departments to submit prior 
year claims to the Auditor Controller’s Office:

Monday, July 10, 2023 @ noon.

Note: No claims will be accepted for 
processing after 12:00 PM. No Exceptions. 

Audit Requirement: From July 1st through 
September 30th any Prior Year 22-23 claims 
submitted for payment in FY 23-24 should be 
clearly marked in RED:

•P 22-23 on the upper right hand corner 
•FY 22-23 in the description

From July 1st through July 10th any current    
FY 23-24 claims submitted for payment should 
be clearly marked in RED:

•C 23-24 on the upper right hand corner 
•FY 23-24 in the description



Claims (cont’d)

NOTE: Effective 07/01/23 all claims submitted 
to the Auditor’s Office must use this claim form.  



Encumbrances

What is an Encumbrance?

A commitment to expend resources, such as purchase orders 
and signed contracts for the purchase of goods and services to 
be received in the future.  

An encumbrance does not represent an expenditure in the 
current period, but only a commitment to expend funds.

Year End Encumbrances are treated as reserves, meaning the 
funds are set aside for future expenditure.

Encumbrances:

• Must be justified by a contract or minute order.

• Encumbrance Requests must be submitted to the 
CEO/Budget & Finance office for approval by June 30th. 

Instructions on how to complete Year-End Encumbrance 
Requests were included in the 2023 Year End Memo and 
Training notification email dated 05/17/2023.

Below is the link to the year-end encumbrance request form.

https://intranet.imperialcounty.org/wp‐
content/uploads/2023/01/Encumbrance‐Form.pdf



Encumbrances (cont’d)

Purchase Orders:

All purchase orders will be cancelled 
unless there is a contract or approved 
justification that has been submitted to 

CEO/Budget & Finance via a PY 
request. 



Encumbrances (cont’d)

Example of Backup



Encumbrances (cont’d)

Example of Backup



Encumbrances (cont’d)

Example of Backup



Encumbrances (cont’d)

Example of how prior year 
encumbrances appear in the budget



Authorized Signature List

Must be submitted to Auditor-Controller’s Office 

by June 30, 2023.

Please type name, then sign.



New User Request Form

All New User Request Forms should be sent 
to Edith Anaya



ONESolution Security
Request Form

All ONESolution Security Request 
Forms should be sent to Edith Anaya



Schedule of
Federal Financial Assistance 

(SEFA)

The Schedule of Federal Financial Assistance (SEFA) 
must be submitted to Vanessa Castaneda

by August 1, 2023.



Supplies Inventory

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

Auditor Controller’s Office:
Friday, July 10, 2023

The Supply Inventory should be sent to 
Edith Anaya

Applicable Departments Include:

• Behavior Health
• Facilities Management
• Fleet Services (Garage)
• Public Health
• Probation
• Public Works
• Purchasing
• Sheriff



Fixed Assets

Deadline for Statement of 
General Fixed Assets 

FY 22-23

PTR Form (Property 
Transfer Request)

Fixed Asset object codes



Statement of 
General Fixed Assets

• Statement of General Fixed 
Assets will be sent out to 
Departments no later than June 
20, 2023

• Deadline for Fixed Asset 
Inventory Certificate is July 10, 
2023

The Fixed Asset Inventory Certificate along with any 
backup should be submitted to 

Rocio Gutierrez by July 10, 2023



Statement of 
General Fixed Assets



Statement of 
General Fixed Assets



Statement of 
General Fixed Assets



PTR Form

•New form is one sheet only, no 
carbon copies

•Available in Excel and Adobe



PTR Form

Once the Auditors Office has received the 
original, copies will be distributed to the 

corresponding departments

REMINDER: 
Each department has to contact Facilities 

when transferring assets to Surplus



Cheat Sheet on Object 
Codes for Fixed Assets



Cheat Sheet on Object 
Codes for Fixed Assets

Equipment (549000) – greater than $7,500

Weapons (549015) – must be capitalized 
regardless of amount

Equipment less than $7,500 but must work 
together to function - $50,000

Additions or betterments to existing buildings 
(550000) - $50,000 min 

Computer software (549010) - $25,000 min



Journal Entry
Transfers

PROPER OBJECT CODE 
CLASSIFICATION OF 

TRANSACTIONS



What are JEs used for?

To transfer the cost of services that 
county departments provide to one 
another.(See Cash Control Manual 
Section 14.11)

To correct a key punch error on a 
claim, deposit permit, or another JE.

To transfer funds as a result of a 
Budget Amendment Resolution.

Audit Requirement: From July 1st 
through September 30th any Prior Year 
22-23 journals submitted in FY 23-24 
should be clearly marked in RED:

•PY 22-23 in the subject or body of 
the memo



Fund & Object Types:



Org Keys That Are No Longer 
General Fund And Are Now 

Considered Special Revenue

1022001 – Child Support

1034001 – Animal Control

1044001 – Public Health

1046001 – Behavioral Health

1047001 – Social Services

1049001 – Categorical Aids

1053001 – California Child 
Services



Intra-Fund Transfers

The following line item 
classifications are allowable:

Object 
Code Object Code Title Debit Credit

552*** Intra-Fund Transfer 100,000
552*** Intra-Fund Transfer 100,000

•Intra-Fund Transfers are transfers  
between the SAME Governmental Type 
Funds.



Intra-Fund Transfers (Cont’d)

Org Key Object Code Object Code Title Debit Credit

1024001 552*** Intra-Fund Transfer 11.50

1006001 552*** Intra-Fund Transfer 11.50

Example #1:
General Fund to General Fund

Sheriff’s Office Reimbursing Auditor’s 
Office For The Cost of Receipt Books:



Org Key Object Code Object Code Title Debit Credit

1501001 552*** Intra-Fund Transfer 8,000.00

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

Intra-Fund Transfers (Cont’d)

Example #2:
Special Revenue to Special Revenue

The Fire Department reimbursing Public 
Works for Road Billing Expenses:



Transfers Between Different 
Governmental Type Funds

The following line item classifications are 
allowable:

Object Code Object Code Title Debit Credit

5***** Expense 500,000

4***** Revenue 500,000

Object Code Object Code Title Debit Credit

201000 Unearned Revenue 500,000

4***** Revenue 500,000

Object Code Object Code Title Debit Credit

552085 Transfer-Out 500,000

552080 Transfer-In 500,000



Org Key Object Code Object Code Title Debit Credit

1556*** 525010 Prof & Special Svs 8,000.00

1002*** 493000 Reimb for Services 8,000.00

Transfers Between Different 
Governmental Type Funds 

(Cont’d)

Example #1:
Special Revenue to General Fund

Reimbursement to General Fund for 
Services Provided:



Example #2: 
Special Revenue (Old Trust Fund) to 

General Fund

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

Org Key Object 
Code

Object Code Title Debit Credit

7004000 201000 Unearned Revenue 9,000.00

1041001 414005 Conditional Use Permits 9,000.00

Note: When transferring from an Org Key’s 
Balance Sheet, the Org Key must end in: 

****000

Transfers Between Different 
Governmental Type Funds 

(Cont’d)



Example #3: 
Special Revenue to General Fund

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

Org Key Object Code Object Code Title Debit Credit

1866*** 552085 Transfer-Out 8,000.00

1028*** 552080 Transfer-In 8,000.00

Transfers Between Different 
Governmental Type Funds 

(Cont’d)



Proper JE Memo Format



PURCHASING 
YEAR END PROCESSES

PURCHASE REQUESTS – Ensure the accounts you are using have 
sufficient funds when processing requisitions. If funds are not 
available your request may be canceled or delayed. 

Reminders:

*Fixed Assets – must have approved minute order & date.  
Be sure to attach board documentation within the system.

*We will ask questions for requests that are out of the 
ordinary, such as shirts, food, boots, canopies – provide as 
much information up front as possible to avoid delays.  
Items like these may require additional approvals.

*Remit To – In OneSolution there is a tab for where the 
invoices are to be sent to, if a vendor has a specific address 
be sure to make the appropriate change.

CONFIRMING – (Invoices) – Please try to obtain a PO before 
purchasing on your own.  Confirming should be used only for 
standard monthly bills and contracts. Add full descriptions, as 
much information as possible.



PURCHASING 
YEAR END PROCESSES

 CONFIRMING CONTINUED

• Indicate fiscal year (current 2022/2023)
• New Year – indicate fiscal year in description and notes 
(2023/2024)

• When submitting invoice payments please include a copy of 
the invoice and stamp it “COPY”  this will provide Auditors a 
copy so they can send it with the warrant.  This is very 
important!!

 SUPPLEMENTS – attach backup documentation to support 
reason for supplement.

 NOTES:  Utilize notes to tell the story. 

 CDD REPORTS – review reports to identify encumbrances that 
need to be cancelled or corrected. 

 Email Procurement to request closing PR’s or PO’s 
procurement@co.imperial.ca.us

 Request to close your previous fiscal year 22/23 PO’s – would 
like to start new year as clean as possible.



PURCHASING 
YEAR END PROCESSES

 Prior Year Encumbrance (PY) – Review PY’s for double 
encumbrances, i.e. a PY encumbrance and a PO for the same 
item or items.  When using a PY for the new fiscal year indicate 
the PY number within the description and notes. 

Office Depot – We continue to have various invoices that are 
more than 60 days late (30 Day invoicing), critical to process 
before July 10th no later than 12:00 PM

• When using Office Depot look for best value (green products if 
possible and practical)

• Lump orders together – orders must be $50 minimum

• No new orders should be placed after June 9th. 
• ODP Business Solutions LLC Vendor number is V26092

 Blanket (A23) PO’s ‐ Blankets will be disencumbered (closed) by 
the Auditors Department.



PURCHASING 
YEAR END PROCESSES

Blankets A23 PO’s – You may begin entering your new blankets.  
Be sure to review who will have authority to purchase and use 
the below template when entering:

BLANKET PURCHASE ORDER FOR THE PERIOD OF 

JULY 1, 2023 THRU JUNE 28, 2024

(BLANKET PURPOSE)

(AUTHORIZED INDIVIDUALS) – make sure all names 
are listed

When entering or copying Blankets ensure the appropriate 
changes are made such as; PO Type must be B, Blanket Tab, 
Blanket Amount and authorized individuals, this amount 
must equal the amount in the Unit Price field.  Provide as 
much information as possible.

 Information Technology (IT) – For all software/computer 
equipment (hard drives, IPad, Laptops, etc.) requires approval 
from IT Manager Henry Felix prior to placing into ONESolution.  
Include the approval with the attachment backup. If prior 
approval is not received, it will delay the order. 



PURCHASING 
YEAR END PROCESSES

Object Codes – the following codes are to be used for IT related   
purchases:

514010 – Internet Connections

Used for IVTA charges from ICOE

514020 – Communications 

Used for cell phones and desk phones

519055 – Maint.‐Info Hardware 

Used by IT for hardware/equipment by service request

519060 – Maint.‐Info. Software Licenses

Annual software license fees 

525020 – Prof. & Special Services Data Pro

Used for IT labor per service report/ticket

 Cal Cards – Remember CAL CARDS are to be used for travel & 
travel related expenses, unless you request other purchases 
from the Purchasing Supervisor or obtain CEO approval.  

New card request – please provide legal name (name on 
drivers license). CAL CARD form is available through 
Purchasing.  Complete form and send to CEO’s office first. 
They will forward the request to us when it is approved.  



PURCHASING 
YEAR END PROCESSES

 Surplus Items – A Surplus Request form is required to surplus 
items and follow the Surplus instructions. We are experiencing an 
abundance of Surplus items.  Once reviewed and evaluated we 
will contact you to place a Service Request form with Facilities 
and then schedule a pickup date.  Provide a copy of your surplus 
form to Facilities.  

Email form to Richard Granados (richardgranados@co.imperial.ca.us) 
and copy procurement@co.imperial.ca.us

 Feel free to contact us should you have any questions or need  
assistance 

procurement@co.imperial.ca.us

442‐265‐1866 (ext.1866)



For any questions please 
contact the Auditor’s or 
Purchasing Department.


