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Restricted and Unrestricted Accounts

: Unrestricted accounts in most instances represent the department
Unrestricted accounts budget

Restricted accounts include: grants, one-time funds, categorical,
gift accounts, endowments

A material transaction is a financial transaction that has a significant |mpact
to a department’s bottom line. _ '
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What is Fiscal Close?

Analyzing, reviewing, reconciling, and closing all financial
transaction prior to fiscal year end close.

Fiscal year end close is June 30t" each year.

Organizing financial reports and records for examination by
auditors.

Entails settlement of ledgers, the general ledger, and trial
balance (books) that produce the financial reports.
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Reports for Fiscal Year Close

Statement of financial activity — income statement or P&L
Statement of financial position — balance sheet
Statement of cash flow

Reports are consolidated with other district campuses and
reported as a district.

Used for payroll and UBIT
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Responsibilities

* Departments: responsible for ensuring that all revenues and
expenses are accurately recorded and that all accounts are
closed and balanced.

* Business Services: Responsible for consolidating, reconciling,
analyzing and reviewing data.

* Finance and Business Services Office: Consolidating data,
preparing year-end reports, and filing tax forms.
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Key Fiscal Year End Dates

April 10: GFU requisition deadline

April 28: Printing and postage request deadline
May 10: GFR and grant requisition deadline
May 22: Revolving Cash Fund reimbursements
June 2: Contract employee payroll budget changes for next year

June 9: Payment requisitions, restricted budget transfers

June 15: Final invoices for ALL purchase orders

June 19: Mileage, travel claims, travel authorization and expense reports
June 19: Request to roll POs into next fiscal year
July 14: Journal entries and budget adjustments
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Frequency

An effective review and reconciliation process should generally
happen every month, as close to after the end of the month as
possible.

Please note that NANCE and adjunct positions post after the month has ended. Consequently, on a
typical month it is best to review your accounts after the 9th business day of the month to ensure

completeness. The fiscal year end closing schedule differs from the typical month end closing schedule.
Refer to the Fiscal Year Closing Memo for key due dates to ensure an efficient, fast, and accurate close.

SAN DIEGO
ITYCOLLEGE



Risk and Materiality

More time and attention should be spent on higher risk, higher dollar
transactions; and those where the risk of error or compliance issues is
greater; and each department has to determine a materiality level for

their reviews; this will vary by department.

Materiality is also an important consideration; a small dollar transaction
may need only a review for reasonableness, whereas an unexpected
Calcard transaction for a large dollar amount requires more follow-up:

SAN DIEGO
ITYCOLLEGE



High Risk Transactions

What do you look out for?

expenses incorrect
unidentifiable sa Ia rg
hot-approved

fraudulentMissing
personal
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The SIX things to check during your review
and reconciliation process
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Are these transactions...

1. Appropriate and allowable Transactions must be appropriate and
allowable, representing revenues and
expenses for activities for the department
and are recorded using the correct
accounts (e.g. cost center, internal order,
and general ledger account) and in the
correct time frame.

In general, revenue is recorded once it has
been earned and expenses are recorded
once they have been incurred (e.g. goads
and services have been received.) 4« e
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Are these transactions...

Transactions must be recognizable and
represent items that were authorized
and approved by a departmental
approver and District.

2. Recognizable and approved

On the other hand, is any activity
missing that you would expect to see? ¢
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Are these transactions...

Transactions must be
supported by adequate
documentation.

3. Supported with documentation _ Quotes

— Agreements/contracts
— Receiver, packing slip
— Invoice
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Are these transactions...

4. Reasonable

The transaction dollar

amounts are reasonable and
do not exceed available
funding.
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Are these transactions...

Open commitments that
represent goods and
services received and
invoiced/ expensed must be
closed. Review PO reports.

5. Closed out, if applicable
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Are these transactions...

Discrepancies must be
followed up and resolved
within a timely manner, with
the resolution documented.

6. Resolved, if applicable
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Journal Entry/Voucher

* A transaction used for recording financial activity.

e Used to transfer, adjust, or correct expenses charged to the wrong
department or account. Debits and credits must balance.

* |If transferring to another department, requires budget manager
approval of transferring and receiving departments.

— Transfer expense that posted as travel, should have been recorded as
contract for services.

— Transfer expense that posted in your department that should be split
funded or recorded under another department.
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Budget Adjustment/Transfer Requests

* Fund #s to and from (debit and  Cannot move funds between 1,000,
credit) must be the same for GFU 2,000 and 3,000
and GFR: * Moving funds between major GFU
- Fund 1232 WP Fund 1232 object codes (OC) requires Board
: approval:

— 0C4002 » OC 4023 (no Board approval) _
— 0C4002 » OC 5355 (with Board approval)

—Q@4@9—2—»—Q%355—(Mthout Board apfroval)
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Correcting Transactions

SAN DIEGO COMMUNITY COLLEGE DISTRICT

FY 22/23
JOURMAL VOUCHER
Trans Date: Journal 1D: #
FUND DEPT. ACTIVITY [ACCOUNT DEBIT CREDIT BUS. UNIT COMMENT (25 CHARACTERS)
1232 15048 B73019 5162 1,200.00 Miscoded, wrong GL
1232 15048 B730149 5303 1,200.00

N W Y
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Accruals

* Income related to activity for FY22-23, but will be realized in
FY23-24.

* Expense for goods and services received in FY22-23, but will be
realized in FY23-24.
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Deferrals

* Income received in FY22-23, but corresponds for with service
for FY23-24

* Expense that occurred in FY22-23 for good and services
intended for and received in FY23-24
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New Fiscal Year

* Fiscal year begins July 1 each year

* Any carryforward balances \ ’
. panking ’y
equals: \ y.

— Expense: Budget minus actuals
— Income: Actuals minus budget
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Next Steps

EBM — Everyone is a Budget Manager. Although we may not have the fiscal
responsibility and official title, we are all stewards of the College’s financial
resources.

Carefully read all communication from the Business Office regarding year-end
close and Budget Planning.

Please note and adhere to all communicated deadlines, especially purchasing
and receiving deadlines.

Start working on travel, reimbursements, and final purchases now. We will not
be able to accommodate a rush of last-minute requests.

Review open purchase orders and reach out to vendors for outstanding invoices.
Review AP Aging and Match Exception reports from Business Services
Work with Business Services to roll POs

Designated budget managers should be monitoring GLs on at least a.v
basis. Start working on journal entries (JEs) and supporting documenta
SAN DIEGO
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Resources & Transparency

Monthly managers’ budget workshops
Quarterly budget review with budget managers
Weekly Business Services office hours for training

Monthly professional development /Business Services
workshops

Report out to constituency groups
New Resource Allocation Committee
Business Services Budget and Resource page
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Take Aways

Reviewing accounts on a regular basis is very important

— Set up a regular review schedule for yourself and stick to it

Document any discrepancies, variances, irregularities

Adhere to established deadlines

Contact Business Services for questions or assistance

Resources:

— Business Services Forms Page

— Budget Planning Page
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https://www.sdcity.edu/about/leadership/administrative-services/business-forms.aspx
https://www.sdcity.edu/about/leadership/administrative-services/budget-plan.aspx

Questions
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