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Fiscal Year 2005 Closing Reminders

FROM: Carole Wardroup, July 29, 2005

MEMORANDUM

          TO:
Department Administrators and Account Managers
     FROM:
Carole Wardroup, Director of Accounting Services
      DATE:
July 28, 2005
SUBJECT:
Fiscal Year 2005 (FY05) Closing Reminders
STRICT DEADLINE COMPLIANCE

The deadline schedule for FY05 is presented below.  The expectation is that department fiscal managers use the allotted time to ensure proper balances in all funds.  On September 19, 2005, Accounting Services will generate a report of all fund balance deficits.  Any deficit fund balances that have not been cleared by the department by Wednesday, September 21, 2005 will be automatically covered from appropriate back-up accounts as indicated in account set-up documentation.

Please recognize the administrative complication that would result if a significant percentage of requests are received on the due date.  Where possible, please submit requests early – in advance of the noted deadline.

DEADLINES

· by September 2
(FRI)
FY05 Requests for Increases and Requests for Release of Encumbrances must be RECEIVED by Purchasing
· by September 9
(FRI)
Purchasing card allocations / adjustments for FY05 transactions (including activity on the final BankOne/JP Morgan Chase  statement dated 09/05/2005) must be entered online using the PathwayNet system
· by September 15
(THU)
FY05 Invoices and Receiving Reports must be RECEIVED by Accounts Payable
· by September 15
(THU)
Completed year-end inventory forms for consumable supplies and goods for resale must be RECEIVED by Accounting Services (see attached form)

· by September 15
(THU)
FY05 claims of unidentified EFT payments must be RECEIVED by Accounting Services (see page 3 EFT section)
· by September 15
(THU)
FY05 Direct Pay Purchase Orders must be RECEIVED by Purchasing (see section 9 of the Purchasing Manual for more information)
(DEADLINES CONTINUED ON PAGE 2)
· by September 15
(THU)
FY05 Transfer Vouchers (TVs), Cost Transfer Requests, Invoices (INs), and memo requests for expense accruals must be RECEIVED by Accounting Services
· by September 15
(THU)
FY05 Intra-Institutional Vouchers (IVs) must be entered  online
· by September 15
(THU)
FY05 travel vouchers must be RECEIVED by Travel
· by September 15
(THU)
FY05 augmentation adjustments and accrual requests for special augmentations must be RECEIVED by Accounting Services
ACCOUNTING PERIOD GUIDELINES

Please consider the following guidelines when determining which fiscal year is most appropriate for end-of-year revenue and expense transactions:

· All revenues should be recorded in the fiscal year in which the revenues are earned, regardless of when an invoice is sent or when a payment is received.

· All expenses should be recorded in the fiscal year in which goods or services are received, regardless of when an invoice is received or when a payment is sent.

REVENUES

All deposits must be recorded in the fiscal year when the funds actually arrive at the bank.  Revenues earned in FY05, regardless of whether or not an actual bill is sent, should be accrued by submitting an Invoice (IN) form to Accounting Services.  Deposits made in FY06 that relate to revenue that was accrued in FY05 should reference the IN that was created in FY05.  The IN form is available on the Accounting Services website at http://www.fiscal.ttuhsc.edu/accounting/forms.
Deposits in FY05 that actually represent advance payments for goods or services to be rendered in FY06 should be recorded as deferred revenue, since the revenue has not yet been earned as of the end of FY05.  The table below provides some sample balance sheet accounts (BSAs) for deferred revenue that might be appropriate to reflect on the Departmental Deposit Information Sheet (DDIS).  Additional deferred revenue BSAs can be identified using the BACC table in TechFIM.

	BSA
	BSA DESCRIPTION

	7600
	Deferred Revenue – Tuition and Miscellaneous

	7603
	Deferred Income – Vehicle Registration HSC

	7610
	Deferred Income – School of Medicine

	7611
	Deferred Income – School of Nursing

	7612
	Deferred Income – School of Pharmacy


EXPENSES

To accrue expenses for goods or services received in FY05, where an invoice has not been received in Accounts Payable by the noted deadline, please submit a memo request to Accounting Services describing the goods or services received and indicating the date the goods or services were received, the approximate expense amount to be accrued, the account to be charged, and the expected invoice date.

Accounts Payable will record prepaid expenses for all end-of-year payments that will result in goods or services being received in FY06 (such as a professional license fee paid in FY05 for FY06 licensure).

All currently uncommitted budgets in Educational & General funds (funds 6000 – 6249) will need to be either expended or externally encumbered by the end of the fiscal year in order to avoid recapture.  Initiating payments for prepaid expenses, as discussed above, does not affect uncommitted budget and should not be pursued as a budget holding strategy.

ENCUMBRANCES

Please submit requests to close open-ended purchase orders with final FY05 invoices.  Orders can be closed with the last payment.  Please include the following notation on the final FY05 invoice:  “This is the last bill for FY05".

INVENTORY

Completed forms for inventory on hand as of August 31, 2005, covering (1) consumable supplies that total more than $15,000 for a department and (2) all goods held for resale, must be submitted to Rebecca Aguilar in Accounting Services at mail stop 6274, fax number (806) 743-1014 or e-mail address Rebecca.Aguilar@ttuhsc.edu.  The inventory form is attached.

OTHER

Purchasing Cards.  Business Services will collect data directly from BankOne/JP Morgan Chase in order to post purchasing card transactions at year-end.  Cardholders should continue with normal month-end procedures at the end of the year.  Please remember that purchasing card transactions are billed a month in arrears until the end of the fiscal year.  Purchasing card transactions reflected on both the August 5th statements and the September 5th statements will be posted in the August accounting period.

Grants and Contracts.  The following requirements will apply when closing out and/or renewing grant and contract accounts that are ending August 31, 2005:

· New budgets must be established for renewing accounts.  Back up accounts will be required.

· Any deficit must be funded from another source.  Any overage must be refunded to the sponsor unless otherwise provided for in the grant or contract documentation.

Electronic Funds Transfers (EFT).  All incoming EFT payments must be deposited to an account at year-end.  Any unidentified EFT payments outstanding at year-end will be deposited into an institutional account.  The following information must be provided to claim a missing EFT payment:

ACCOUNT NUMBER, PROVIDER (AGENCY) NAME, PAYMENT DATE, AMOUNT

Claims for incoming EFT payments should be submitted to Julie Medina in Accounting Services at mail stop 6274, fax number (806) 743-1014, or e-mail address Julie.Medina@ttuhsc.edu. 

Consistent with HSC OP 50.35, Unidentified Receipts and Holding Account Maintenance, any unidentified receipts that are not claimed and distributed within six months of the original deposit date will be transferred to an institutional scholarship support account.
Please do not hesitate in contacting Accounting Services at (806) 743-1888 with any questions that may arise. Specific Accounting Services contacts and assigned responsibilities are reflected in the Department Listing with Functions table on the Accounting Services website at http://www.fiscal.ttuhsc.edu/accounting/contacts.aspx.

Thank you in advance for complying with these requirements.

Page 3 of 3


