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Our goal is to prepare financial statements that accurately report our financial position and results of operations in accordance with generally accepted accounting principles and other regulatory requirements, such as TABOR.  

This is a very complex undertaking and no checklist can include everything that needs to be done.  So, while the checklist provides good general guidance for this process, the Campus Controllers’ Offices must continuously use their professional judgment to recognize additional items not listed but which must be done in order to accomplish our goal.  

This checklist is also supplemented by the State Controller’s Fiscal Procedures Manual for specific COFRS tasks and the Colorado Higher Education Standards Committee (CHEASC) Accounting Standards.  The Campus Controllers’ Offices should read through and be familiar with the Fiscal Procedures Manual material applicable to higher education and CHEASC Accounting Standards.

The Controller’s Checklist is organized as follows: 

Deadline

Part A.   Compliance Assertions
August 11

Part B.   Financial Reporting 

Section 1.  Principles

Section 2.  Procedures
August 17 (except for B-14)


B-14 due August 31

Part C.   Year End Accounting Entries
August 17

Part D.   COFRS Fiscal Year Closing
August 17

Part E.   Procurement Service Center Topics

Section 1.  Procurement Card

Section 2.  AP/PO

Part F.   Critique of Year End Process
November 6
The Campus Controllers’ Offices must plan their work to ensure that all requirements are performed within the identified deadlines.  Earlier completion is encouraged.  

Each item should be marked either as confirmed if you are in compliance or as "exceptions." "Exceptions" must include a justification for non-compliance and be brought to the attention of the Office of University Controller as soon as it is ascertained that compliance will not occur.  If you believe the item does not apply to your campus, check the "exceptions" block and explain why it does not apply (Note certain items have been identified as campus specific).

A copy of this checklist (except Parts B.1 and E) must be returned to the Director of Accounting Services by the deadlines specified above for each Part.  An electronic version is acceptable – email Roger.Cusworth@cusys.edu .

A-1. Throughout the fiscal year, Accounting Directives, CHEASC Higher Education Standards, GASB (and any applicable FASB) statements have been followed in accounting procedures as appropriate.  See Part B Section 1 of this checklist for general guidance.

Confirmed _____
Exceptions (attach justification) _____

A-2. All private and governmental grants and contracts have been recorded in the appropriate Restricted Fund (except for capital grants and contracts which may be recorded in Plant Fund).  The campus is in compliance with grantor/contractor requirements placed upon the funds.  Further, the FOPP reflects the appropriate sponsor type and expense purpose code, including capital, has been recorded.  Bills have been timely and accurately prepared throughout the fiscal year.  

Confirmed _____
Exceptions (attach justification) _____

A-3. Gifts of cash and non-cash items are recorded in the Restricted Fund, Loan Fund or Plant Fund as appropriate.  The campus is in compliance with restrictions placed upon the funds by the donor and/or the Foundation.  Further, the FOPP reflects the appropriate expense purpose code and CU Restricted attribute (RE, U, RN) to reflect the donor’s restrictions.  

Confirmed _____
Exceptions (attach justification) _____

A-4. Accounts receivable balances for items that have been fully reserved have not been netted against the asset account unless the rules in Chapter 1, Section 1.60 of the Department of Administration Rules for write-offs have been followed.  Approval has been obtained or the procedures followed (on under $50 accounts) before an entry was recorded to reduce the asset and the reserves.

Confirmed _____
Exceptions (attach justification) _____

A-5. Lease purchase principal payments are in compliance with FAC Authoritative Guidance, i.e., all retirement of lease purchase obligations are now being run through retirement of indebtedness fund accounts.  These payments are booked initially as mandatory transfers from the funding source.

Confirmed _____
Exceptions (attach justification) _____

A-6. Departments with inventories of $35,000 or more have approved written procedures for their personnel, and appropriate methods of costing have been implemented based upon the criteria of cost or market value, whichever is lower.  (This does not include fixed asset inventories, for which a separate procedure is in place.)

Confirmed _____
Exceptions (attach justification) _____

A-7. Campus has established procedures to record and safeguard fixed asset inventories (equipment and furniture with a value of $5,000 or more), which include identification, tagging, and bi-annual physical inventories.  

Confirmed _____
Exceptions (attach justification) _____

A-8. Property purchased with federal funds has been recorded in the Plant fund as a University asset (regardless of actual title holder).  

Confirmed _____
Exceptions (attach justification) _____

A-9. Depreciation useful lives and methodologies are consistent with University policies.  Appropriate procedures have been established to determine and reevaluate fixed asset lives.  Depreciation has been properly recorded for all assets in service.  Any significant changes in lives or methodologies have been reported to and agreed to by the University Controller (as soon as identified).

Confirmed _____
Exceptions (attach justification) _____

A-10. All significant fixed assets (e.g., property) have been evaluated for impairment (GASB 42 assessment) and discussed with the University Controller (at first sign of potential issue) to determine appropriate adjustments, if any.

Confirmed _____
Exceptions (attach justification) _____

A-11. All construction in progress has been reviewed as to (1) stage of completion which would indicate that capitalization should occur and (2) that any interest to be capitalized has been reflected in the project as of the end of the current fiscal year, whether the project was complete or not.

Confirmed _____
Exceptions (attach justification) _____

A-12. All request items for repair, remodeling, renovation, etc., items in excess of $50,000 and fabricated equipment in excess of $5,000 have been evaluated for capitalization.

Confirmed _____
Exceptions (attach justification) _____

A-13. Departments that maintain subsystems that feed the general ledger have established appropriate security and maintenance procedures of the subsystem.  Such maintenance procedures include documented periodic reconciliations to the general ledger.  

Confirmed _____
Exceptions (attach justification) _____

A-14. Year-end cut-off procedures have been established and issued in writing to ensure proper accrual accounting on the SRENCA and classification of the SNA.

Confirmed _____
Exceptions (attach justification) _____

A-15. Year-end schedules have been established and issued in writing, with appropriate identification and assignment of responsibilities for all levels of accounting personnel.  Appropriate guidelines have been issued to departmental managers.

Confirmed _____
Exceptions (attach justification) _____

A-16. Asset useful lives for depreciable assets have been established within the following ranges per asset class (or an exception has been requested in writing from the University Controller prior to using the life.)

	Asset Class
	Years

	Buildings
	20 - 50*

	Improvements
	10 - 40

	Equipment
	  3 - 20

	Library and other collections
	  6 - 15

	* Certain buildings are componentized and the components may have useful lives similar to Improvements or Equipment.


Confirmed _____
Exceptions (attach justification) _____

A-17. Completed an annual review of information covered by Gramm-Leach-Bliley Act and ensured that all covered information has been properly safeguarded in accordance with University policies and procedures.  

Confirmed _____
Exceptions (attach justification) _____


A-18. All journal entries greater than $500,000 entered and approved by the same person have been reviewed by the campus controller’s office on a quarterly basis for appropriateness and accuracy and the manual approval of the journal entry is documented.

Confirmed _____
Exceptions (attach justification) _____

· ASSETS –Are recorded and stated at their proper value.  All asset accounts, except allowances and accumulated depreciation, are debits.  Assets are categorized between current and non-current as required.

· Petty cash and change funds – Only authorized accounts exist with appropriate documentation on file.

· Checking accounts – Only authorized accounts exist, with custodian agreement on file at the University Treasurer’s Office including updated information on responsible personnel.

Foreign bank balances – Are restated at year-end using May 31 rate of exchange.

· Restricted cash and investments – Are identified and reclassified in the fund in which they reside, except for in the restricted and loan funds.  

· Investments (HSC) – Are recorded at fair market values, with separate recognition of GASB 31 unrealized losses and gains.

· Accounts and loans receivable – Represent all amounts due the University for goods/services provided but payment has not been received by June 30, and all other amounts legally due the University but not paid by June 30.  Receivables (1) are not recorded upon signing agreements to provide goods/services, but are only recorded after the goods/services have actually been provided; (2) are recorded for any portion that is partially complete on a pro-rata basis; (3) reflects distinction of current and non-current portions, except if recorded in the Student Loan fund.
· Allowance for doubtful accounts – Are estimated and booked for all accounts receivable.  

· Prepaid expense – Are recorded for payments of $10,000 or more made in the current fiscal year but for which receipt of the goods and services will not occur until next fiscal year.  For recurring payments such as leases, dues, maintenance agreements, subscriptions, etc. where the amount expensed from year to year is essentially the same, recording a prepaid amount may not be necessary.  Reflects distinction of current and non-current portions.
· Deferred expenses – Are recorded where we have paid for the goods/services of $10,000 or more received this year, but recognition as expense will be deferred to the next year.  This typically occurs for conferences, plays, theatrical productions, concerts, etc. where pre-production expenses are incurred this year for next year’s performances.

· Summer instructional expense – June instructional expenses are recognized as June expenses and not deferred to the following fiscal year.  This is applicable to general tuition and instructional fees, Continuing Education, and International Education.  This includes the classified staff and operating expense support costs.  Only summer session instructional costs paid in June for July and/or August services are deferred.  Refer to Higher Education Accounting Standard No. 2.  

· Pledges receivable –Book as pledges receivable for any pledges made directly to CU (i.e., will not go through the Foundation).  

· Capital assets – Are booked in the correct depreciable or non-depreciable capital asset account in fund 74.  

Equipment found – That was previously written off, is added back to IIP (fund 74) and the credit is netted against Disposal of Plant Facilities account 970300.

Collections (art, museum, film) – Purchases of works of art and historical treasures are capitalized if $5,000 or more per item or collection.  Gifts are booked at the estimated fair value at date of gift if it meets or exceeds the purchase capitalization threshold and do not include a write-up to market.  Additions to existing collections are capitalized regardless of amount.  If collection is appreciable, then recorded as non-depreciable collection in accounts 090555.  Otherwise, collections are recorded in account 090550 and will be depreciated.

Library and music materials – Are capitalized at cost or at the estimated fair value at date of gift.  Dispositions are calculated on average cost as of the end of last year.  Library materials can be purchased from gift or grant FOPPS.  

Controlled maintenance – Is capitalized as required, see Higher Education Accounting Standard No. 9.

Construction in progress – Is recorded in IIP (fund 74) along with any related debt.  If an end of May cutoff is used, record any material ($250,000 or more per project) June costs and capitalize these also.  Use Capitalized Asset account 970600 in both funds to move CIP and to capitalize CIP into buildings or non-structural improvements, use Capitalized Debt account 970703 in both funds to move debt, etc.  
Accumulated depreciation – Has been calculated for all classes of depreciable capital assets in service.  See Higher Education Accounting Standard No. 5.

· COFRS capital construction – Follows FAC Accounting Model O.

· LIABILITIES – Are recorded and stated at their proper value.  All liability accounts, except premium/discount accounts, are credits.  Liabilities are categorized between current and non-current as required.

· Accounts payable – Are recorded for all amounts due and not paid by June 30.  AP-Manual, account 100100, has been used for accruals not booked through the accounts payable system.

· Interest payable – Accrue interest payable on bond funds and other debt in account 105000.

· Accrued salaries and wages – Account 105100 reflects the 9 pay 12 amounts, the  year-end bi-weekly accrual for PPE date 7/1, and account 105102 for the year-end monthly accrual for PPE dates 6/30.

· Stale dated warrants – Account 105401 balance from the previous June 30 has been booked as general fund miscellaneous revenue.

· Compensated absence liability and expense – Are recorded in the current and non-current accounts.  See Higher Education Accounting Standard No. 18.  

· Unearned revenue – All payments made to CU in advance of providing the goods/services has been booked as unearned revenue.  Distinguish between current and non-current portions.

· Summer tuition and fee revenue – June tuition and fees are recognized as revenue of the current year.  July and August tuition and fees are deferred to the following fiscal year.  Prorate tuition and instructional fees based on credit hours per term allocated to the number days of the term falling in each fiscal year.  This is applicable to general campus tuition and instructional fees, Continuing Education, International Education and all student activity fees.  Refer to Higher Education Accounting Standard No. 2.

· Retainage payable – All balances of the retainage accounts related to each Capital Construction Project are correct and distinguish between current and non-current portions.  For state appropriated projects, the retainage payable should only be reflected as a liability by the State not the University.  Accordingly, a retainage payable should be recorded in COFRS fund 461 but not the University plant funds 71 (COFRS 371).  There should be a difference between the two funds where Fund 71 (371) has recognized additional appropriation revenue in amount equal to the retainage payable.   See "Year-end Closing Instructions" from State Controller for full details.  

· Leases payable – Are accounted for in compliance with FAC Accounting Model T.

· Capital debt related to capitalized assets – Has been booked in IIP (fund 74), including debt related to construction in progress.  No debt related to capital assets is left in capital construction plant funds (fund 71).  The only debt left in capital construction plant funds (fund 71) is that debt that has not yet been spent on the project.  Due to/from related to capital assets is booked in ROI (fund 73) instead of IIP fund (74).  

· Bond premium/discount and gain/loss on refunding – Has been amortized.  Distinguish between current and non-current portions.

· Restricted net assets – All loan fund and plant fund FOPPS have been reviewed to identify those that are restricted.  If there are any, the restricted net asset attribute has been set.  Look very closely at fund 71 that has commingled funds and make sure there are expenditures that exceed the amount of gifts.  CU policy is to spend gifts first so if all gifts are spent by year-end, the FOPPS is unrestricted.  

· Fund 30 and 31 Restricted FOPPs  - Do not have a deficit fund balance.

Sponsored projects advance payments and LOC overdraws – Are booked as unearned revenue in accordance with GASB 33.  

Sponsored projects type 2 (invoice) & 3 (scheduled payments) – Are analyzed for all expenditures greater than the authorized budget, with recognition of offset entries to reverse AR and revenue driven by expenditure only based revenue recognition allocation.

· Revenue and expense – Are properly stated.  Erroneous use of revenue object codes is corrected.  Revenues are credits and revenue refunds are debits.  Expenses are debits and contra-expenses are credits.  

· CCHE financial aid –Recorded as state grant revenue account 236510 Revenue-CCHE. 

· Direct lending – Reported in the agency fund.

· Capital grants – Are those where the purpose of the grant is primarily acquisition of capital asset rather than research, instruction, fellowship, training grant, etc.  Reflects a capital grant EPC XX50.  This includes grants to purchase library materials since those are capitalized.

· Capital gifts – Gifts for capital construction are booked in fund 72 as capital gift revenue account 240502 Rev-Priv Gifts-Bldg-CUF.  Work with the Foundation to identify any true equipment capital gifts (gifts restricted to purchasing only equipment costing $5,000 or more).  If we have any, classify the revenue in an account ranging from to 240501 to 240700.  (If recognized in a 3x fund, be sure it is recorded in a FOPP with an EPC xx50.)

· Gifts-in-kind – For gifts valued at $5,000 or more, book as asset in IIP (fund 74) using the correct gift revenue account.  For gifts valued at less then $5,000, no accounting entries are recorded. (UCB and UCCS Athletics records all gifts regardless of value, appropriate revenue and expense accounts are used for amounts less than $5,000)

· Sales of auxiliary enterprises – All revenue of auxiliary enterprise units is auxiliary enterprise revenue.  Internal sales to other FOPPS is shown as auxiliary enterprise revenue.  

· Internal Service Centers – Are accounted for in compliance with Higher Education Accounting Standard No. 11.  These are all isolated in fund 28 and the only revenue they have is IN and Miscellaneous. 

· Interdepartmental (IN) Revenue – Exists in ISCs in fund 28 and in fund 20 approved TABOR enterprises.

· Interdepartmental sales – Are recorded as complete using ID revenue and expense accounts.  Refer to Accounting Directive No. 02-02.  No accounts receivable and accounts payable are recorded for interdepartmental sales.  

· On-Behalf payments – are direct payments made by third party (e.g. University Hospital) to the reporting entity’s employees or another entity for services performed by the reporting entity’s employees.
· Internal share of workstudy – Is reclassified from financial aid to the functions where the people work.  See Higher Education Accounting Standard No. 12.

· Financial aid expense – Is properly recorded per the state and federal requirements.  See Higher Education Accounting Standard No. 8.

· Scholarship allowances – Have been calculated and booked in operating funds and include the 2005 summer term and exclude the 2006 summer term.  These have been identified to funding source by prorating over funds with financial aid expense.  See Higher Education Accounting Standard No. 8 and Accounting Model QTR 1.  

· CCHE student aid – Revenue as to state/federal proportions, and expenses are fully stated.  

· Direct Lending – FOPPS to BRS accounting feeds have been reconciled.  All Direct Lending FOPPS should have zero net assets (fund balances), and the master FOPPS should have a positive cash balance.  Direct lending is accounted for in the agency fund (fund 80).  If temporarily accounted for in Fund 30, all activity must be eliminated in recorded in Fund 80 by year-end.

· Mandatory transfers – Balance for the campus and within each bond fund.

· Advanced refunding of debt – Is accounted for in compliance with the FAC Guide requirements.

· Retirement of indebtedness – Fund deduction in ROI equals the retirement of indebtedness fund addition in IIP.  

· Capital asset purchases and disposals – Are properly recorded and depreciated.  See Higher Education Accounting Standard No.  5 for dollar thresholds.  See Accounting Model YE6 for depreciation recognition.  (Depreciation should be recognized each quarter not only at year-end.)

· Plant equipment disposals – Are recorded.  Write-off of disposed equipment includes calculating and recording depreciation for the year of disposition and then writing off accumulated depreciation.  See FAC Accounting Model S.

· Depreciation – Is calculated and booked in IIP fund 74.  Do not depreciate land, construction in progress, museum collection and fine art collection.  See Higher Education Accounting Standard No. 5.  See Accounting Model YE6 for depreciation recognition.  (At CU, depreciation should be recognized each quarter not only at year-end.)

· R&R funds 72 and 78 – Are used only to purchase capital assets.  All non-capital purchases are booked in the current funds.

B-1. Variance analyses have been prepared before and after each close.  The campus statements have been reviewed and items that do not meet your expectations have been brought to the attention of the University Controller.  

Confirmed _____
Exceptions (attach justification) _____

B-2. Specific variance requests made by the University Controller have been researched and results have been submitted by August 17.  

  
     Confirmed _____Exceptions (attach justification) _____

B-3. Copies of CCHE's Fiscal Report of Expenditures due on July 17, 2006, have been sent to the Office of University Controller (originals submitted directly to CCHE).  The amounts on that report agree to COFRS and the Finance System.  

Confirmed _____
Exceptions (attach justification) _____

B-4. After final system AP accruals, departments should check July AP payments for June invoices and record the manual accrual of significant items. The Campus Controller has ensured that all significant items identified on the Office of the University Controller report (provided July 17th) have been properly recorded by July 18th. 

Confirmed _____
Exceptions (attach justification) _____

B-5. Any material prior year (FY 05) changes or reclassifications necessary to present comparable financial statements have been explained and submitted to the University Controller.  Supporting detail, a proposed entry and justification was presented to the University Controller prior to July 18th. 

Confirmed _____
Exceptions (attach justification) _____

B-6. Planned for and coordinated the year-end inventory counts with all departments who have inventories.  Each department is to be provided with written instructions.  Inventories need to be completed by June 30.

Confirmed _____
Exceptions (attach justification) _____

B-7. All unposted JEs and clearing FOPPS have been reviewed and appropriate action has been taken prior to the 3rd fiscal close (July 18th).

Confirmed _____
Exceptions (attach justification) _____

Athletic departments have compiled the NCAA Schedule of Revenues and Expenditures including all required footnotes and supporting reconciliation to the general ledger.  Where required, copy of Schedule, footnotes and reconciliation is provided to Office of University Controller by August 11th.

Confirmed _____
Exceptions (attach justification) _____

B-8. Ensure that FY07 Budgets are set up, including notification to Office of University Controller for carry forward of budgets.  

Confirmed _____
Exceptions (attach justification) _____

B-9. Submit all required disclosure information; make sure these balance and support any related state exhibits; should be submitted on July 31 or August 7 per the deadlines included in the templates and year-end calendars (generally capital related item has the later due date).  All submitted schedules should be updated for any significant adjustments made after submission.

	Disclosures 
	Confirmed _____

Exceptions (attach justification) _____

	MDA Support
	Confirmed _____

Exceptions (attach justification) _____

	Non Cash
	Confirmed _____

Exceptions (attach justification) _____

	OSA_KPMG Reports
	Confirmed _____

Exceptions (attach justification) _____


B-10. Submit requests for response related to SCO variance analysis reports by August 14th.

Confirmed _____
Exceptions (attach justification) _____


B-11. Submit all required state exhibits; make sure these balance and support any related disclosures by appropriate deadlines per calendar (also B-14 below).

    Confirmed _____
Exceptions (attach justification) _____


B-12. EXCEPTION TO DEADLINE DUE AUGUST 31 NOT AUGUST 17 – PLEASE RESUBMIT THIS SECTION ONLY IF THERE IS AN EXCEPTION TO THE REQUIRED INFORMATION  ---  Schedule K (all campuses) has been completed and presented to the Office of University Controller per the provided instructions.  Review and standardization of information will be done by the Office of University Controller prior to presentation to the auditors.  Grant related income is in a separate account, is coded as private and is not deferred at year-end.  Only new Federal Capital contributions are included for the Perkins and HPSL loans.  FFEL loan guaranteed by CLSP should not be included, but all other FFEL loan guarantees by other lenders should be included.  

Confirmed _____
Exceptions (attach justification) _____

B-13. Update of error report file submitted on all calendar deadlines for unrecorded adjustments/reclassifications over $100,000 and transactions greater then or equal to $100,000 that are not in accordance with GAAP.  These should be forwarded to the Office of University Controller as discovered.

Confirmed _____
Exceptions (attach justification) _____

B-14. HSC Only –Actuary reports have been submitted to the Office of University Controller for all self-insurance plans (Professional and Graduate Medical).  

Confirmed _____
Exceptions (attach justification) _____

B-15. Updates on all prior year findings have been submitted.  In addition, responses to any current year findings have been submitted to the Office of University Controller.

Confirmed _____
Exceptions (attach justification) _____

B-16. Purchases using the procurement card have been reviewed at year-end to determine that there is not a material amount of Internal Service unit sales.  If material, then entries have been recorded to reclassify those sales to IN revenue account 380100.

Confirmed _____
Exceptions (attach justification) _____

B-17. HSC only- All appropriate recognition and eliminating entries have been recorded to blend UPI in the University’s financial statements.  The estimated activity for the fiscal year was recorded prior to the 1st June close on July 6th, final UPI account balances were recorded on 9/01, and audit adjustments were recorded by 9/14. Exhibit H prepared as appropriate. UPI audited financial statements submitted by 9/14.

Confirmed _____
Exceptions (attach justification) _____


B-18. Ensure payables/receivables between the University and University of Colorado Foundation (CUF) and the University of Colorado Real Estate Foundation (CUREF), the Coleman Colorado Foundation, and the University of Colorado Hospital (UCH) have been identified.

Confirmed _____
Exceptions (attach justification) _____


B-19. Grant and other transactions between University campuses are recorded using the appropriate accounts to ensure proper elimination at year-end.  

Confirmed _____
Exceptions (attach justification) _____


B-20. All grants with deferred revenue recorded at year-end have been reviewed and the nine question GASB 33 criteria assessment has been completed to ensure deferred revenue is properly stated.

Confirmed _____
Exceptions (attach justification) _____

B-21. All Officer Fiscal Certification and Disclosure forms have been submitted to the Office of University Controller by 9/14/06.

Confirmed _____
Exceptions (attach justification) _____

C-1. Credit balances in assets and/or debit balances in liabilities have been reclassified, where appropriate.  Minimum materiality is determined at the fund group, financial line item in the Campus Supplemental financial statement package.

Confirmed _____
Exceptions (attach justification) _____

C-2. Excess cash, drawn on letter of credit accounts, or advances in Restricted Fund FOPPS for exchange and exchange-like grants and contracts are reported as unearned revenue.  Excess cash, drawn on letter of credit accounts, or advances in Restricted Fund FOPPS for non-exchange grants and contracts are reported as earned revenue.

Confirmed _____
Exceptions (attach justification) _____

C-3. Account 025400-Loan Payment Clearing has been reclassed to the appropriate receivable account code prior to closing in Finance System.

Confirmed _____
Exceptions (attach justification) _____

C-4. Cash in overseas bank accounts have been converted to equivalent U.S. dollars for presentation in the financial statements.

Confirmed _____
Exceptions (attach justification) _____

C-5. All assets and liabilities are recorded at their proper value.  All asset accounts except allowances and accumulated depreciation have debit balances.  All liabilities, except premium/discount and deferred gain/loss on refunding accounts have credit balances.  

Confirmed _____
Exceptions (attach justification) _____

C-6. Summer tuition revenue has been recognized only for the pro-rata share applicable to Fiscal Year 2006 based on upon summer session days.

Confirmed _____
Exceptions (attach justification) _____

C-7. Accounts Receivable from CUF have been recognized for all linked gift FOPPS with deficit net assets balances up to available amount per the Foundation.

Confirmed _____
Exceptions (attach justification) _____

C-8. All pledges direct to the University greater than or equal to $500,000 are recorded.

Confirmed _____
Exceptions (attach justification) _____

C-9. Accounts Receivable State – COF (010302) and Accounts Receivable from Students have been properly adjusted for stipends due from the State based on the initial invoice to the State and the final reconciliation.

Confirmed _____
Exceptions (attach justification) _____

C-10. Campus Due to/Due from balances are verified as offsetting within the campus fund groups (Accounts 095000-096900, 195000-196900).  Non-standard balances, i.e., a debit balance in a 'Due to' account have been properly reclassified.  Entries affecting Due to/Due from's with other campuses have been processed on or before July 16th to allow time to ensure due to/from's balance.  

Confirmed _____
Exceptions (attach justification) _____

C-11. All unchanged balance sheet accounts in Finance System have been evaluated and appropriate action has been taken.  Minimum materiality is determined at the fund group, financial line item in the Campus Supplemental financial statement package.

Confirmed _____
Exceptions (attach justification) _____

C-12. Construction in Progress (not completed) as well as completed construction projects are recorded in fund 74, along with related debt.  Only unspent debt and unspent debt proceeds remains in fund 71, to be classified as non-capital debt.  Use account code 970600 in both funds when moving CIP and/or capitalizing into buildings.  

Confirmed _____
Exceptions (attach justification) _____

C-13. Entries to eliminate capital-related expenditures only need to occur when capital expenditures occur outside of the plant funds AND account codes 790100-811399.  Expenditures in the plant funds and these account codes are eliminated through the SRECNA logic.  Activities for department operating outside those ranges, such as UCB FACMAN, have been eliminated in fund 99.

Confirmed _____
Exceptions (attach justification) _____

C-14. All suspense items accounts 070500, 070501, 699999 and clearing FOPPs have been cleared, reconciled, and appropriate entries have been made prior to closing.

Confirmed _____
Exceptions (attach justification) _____

C-15. Accounts receivable (for all funds and accounts) have been reviewed and appropriate bad debt reserves have been established.  The methodology of bad debt reserve cancellation has been reviewed and properly reflects campus delinquency/ cancellation experience. Any changes in the calculation methodology resulting in material changes over prior year have been discussed with the University Controller.  The bad debt expense is recorded as an expenditure in the appropriate fund group.  All allowances are supported with appropriate justification.

Confirmed _____
Exceptions (attach justification) _____

C-16. Compensated absences (annual leave/sick leave-classified and unclassified, staff or faculty, if applicable) have been calculated in accordance with University policy and recorded as a liability.  The expenditure amount (current year change in liability) is recorded in the functional categories and appropriate fund group. The liability for the restricted fund employees is recorded in the unrestricted fund.  An estimate of the current portion of the liability has been recorded according to University policy.

Confirmed _____
Exceptions (attach justification) _____

C-17. Library acquisitions (learning materials, books, films) added to library holdings are capitalized at current year cost.  Disposals, if identifiable, will be written off based on the average costs as of the prior year-end.  Depreciation should be recorded for these holdings, and written off at disposal. Note, however, that replacement books, purchased by fees (fines), are not capitalized again.

Confirmed _____
Exceptions (attach justification) _____

C-18. Bad debt expense is being shown as an expenditure in the respective funds.

Confirmed _____
Exceptions (attach justification) _____

C-19. Tuition remission for employees is shown as an expenditure of the appropriate functional category.  Reporting integrity is maintained, i.e., auxiliary employees are shown as auxiliary expense within the unrestricted fund.

Confirmed _____
Exceptions (attach justification) _____

C-20. Credit balances in expenses and/or debit balances in revenues have been reclassified, where appropriate.  Minimum materiality is determined at the fund group, financial line item in the Campus Supplemental financial statement package.

Confirmed _____
Exceptions (attach justification) _____

C-21. The following lines on the SRENCA must net to zero at the campus level (total of all funds): 

	Indirect cost recovery transfers 
	Confirmed _____

Exceptions (attach justification) _____

	Mandatory transfers 
	Confirmed _____

Exceptions (attach justification) _____

	Scholarship Allowance offset
	Confirmed _____

Exceptions (attach justification) _____

	Inactive accounts
	Confirmed _____

Exceptions (attach justification) _____

	Budget Addition/Deletion 
	Confirmed _____

Exceptions (attach justification) _____

	Fixed asset additions & plant 

fund activity
	Confirmed _____

Exceptions (attach justification) _____

	Financing activity 
	Confirmed _____

Exceptions (attach justification) _____


C-22. Loan fund administrative/indirect cost recovery has been reported as a separate/fund deduction account 950700 in the loan fund and as revenue (315700) in other funds. (These codes net to ICR transfer on the SRENCA).

Confirmed _____
Exceptions (attach justification) _____

C-23. Reserve for audit disallowance for contract and grants is reported in the auxiliary fund.

Confirmed _____
Exceptions (attach justification) _____

C-24. Additions due to new lease purchase commitments have been reported in account 190200 (Lease Purchase Payable).  Interest expense is calculated using amortization over the life of the lease in accordance with generally accepted accounting principles.

Confirmed _____
Exceptions (attach justification) _____

C-25. Plant equipment items identified as disposals have been recorded.  Current year depreciation has been calculated and accumulated depreciation written off.

Confirmed _____
Exceptions (attach justification) _____

C-26. Tuition and Fee Revenue, admission, drop-add transcript, matriculation, and/or graduation fees have been recorded in accordance with Higher Education Standard No. 2.  

Confirmed _____
Exceptions (attach justification) _____

C-27. Undeposited receipts (cash on hand, June 30) have been recorded on the June 30 records either by journal entry accrual (Account 000600) or delayed cashier closing.

Confirmed _____
Exceptions (attach justification) _____

C-28. Petty cash paid outs (including all of June) have been recorded. Petty cash (imprest accounts) have been properly reimbursed as of June 30. (Vouchers should be submitted to the PSC by June 28th.)

Confirmed _____
Exceptions (attach justification) _____

C-29. Travel advances, if travel has been completed, have been recorded in appropriate expenditure accounts. Expenditures for travel not taken should be reclassified to prepaid expenses, 070000. (Vouchers should be submitted to the PSC by June 22nd.)

Confirmed _____
Exceptions (attach justification) _____

C-30. Interest receivable has been booked, if appropriate, using Account 012600.

Confirmed _____
Exceptions (attach justification) _____

C-31. The change in "fair" value of any non-pooled investments accounted for at the campus level at June 30 has been recorded in accordance with GASB Statement 31. Account codes 005400, 081400 and 231100 should be used to record these entries. The change in "fair" value of pooled investments is recorded only in System Offices accounts.

Confirmed _____
Exceptions (attach justification) _____

C-32. All material liabilities have been accrued as of June 30 based upon the criteria that the goods have been received or the services rendered by June 30.  Account 100100 has been utilized and all prior year accounts payable have been reversed.  Documentation has been retained and is available for audit.  

Confirmed _____
Exceptions (attach justification) _____

C-33. Payroll withholding liabilities have been distributed to appropriate fund and auxiliary activities.

Confirmed _____
Exceptions (attach justification) _____

C-34. Scholarship Allowance YE Entries have been recorded by final close.

Confirmed _____
Exceptions (attach justification) _____

C-35. Depreciation Expense YE Entries have been recorded by final close.

Confirmed _____
Exceptions (attach justification) _____

C-36. UCB and UCCS only – NCAA gift-in-kind survey completed by year end and appropriate asset, revenue, or expenses have been recorded by final close.

Confirmed _____
Exceptions (attach justification) _____

C-37. Restricted Cash & Investments YE Entries have been recorded by final close.

Confirmed _____
Exceptions (attach justification) _____

C-38. For large activities potentially creating significant payables, such as construction projects, contact vendors and accrue unbilled work completed as of June 30.

Confirmed _____
Exceptions (attach justification) _____

C-39. Record any inventory adjustments necessary due to physical counts.  

Confirmed _____
Exceptions (attach justification) _____

C-40. UCB and HSC Only – Reclass any cash deficits in the plant funds that cause inappropriate statement of restricted and unrestricted net assets due to the mechanism of breaking projects into multiple FOPPS.

Confirmed _____
Exceptions (attach justification) _____

C-41. Amounts identified on the PBS overpayment log have been recorded as receivables with the offset to Non–HRMS payroll expense. The Campus Controller should record it in the appropriate fund clearing account based on materiality and included individuals. The goal should be consistent recognition with the prior fiscal year.

Confirmed _____
Exceptions (attach justification) _____


C-42. All unposted journal entries have been deleted from the Finance System by Campus final close on July 20th.

Confirmed _____
Exceptions (attach justification) _____


C-43. Pledged Revenue Entries have been recorded in the Finance System by final close.

Confirmed _____
Exceptions (attach justification) _____


D-1. Financial Statement reconciliations to COFRS via the Exhibit J have been performed.  Any necessary adjustments have been identified and recorded or explanations of unadjusted items have been prepared and forwarded to the Office of University Controller.

Confirmed _____
Exceptions (attach justification) _____

D-2. No unauthorized activity or exceptions have been discovered.

Confirmed _____
Exceptions (attach justification) _____

D-3. Reclassification entries (utilizing Finance System financials) have been booked on COFRS, prior to the State’s close.  If the entry was booked prior to the Finance System final close, it will automatically feed to COFRS. Any differences or errors should be reported to the Office of University Controller prior to recording in COFRS.

Confirmed _____
Exceptions (attach justification) _____

D-4. The unchanged balances report should be reviewed and balances corrected, if necessary

Confirmed _____
Exceptions (attach justification) _____

D-5. Transfers should balance with the exception of transfers made outside of the campus; transfers should balance at the System level.

Confirmed _____
Exceptions (attach justification) _____

D-6. All applicable exhibits, as required by the SCO FY2006 year-end closing instructions have been provided to the Office of University Controller according to the year-end calendar.  Consolidated exhibits will then be submitted to the State.

Confirmed _____
Exceptions (attach justification) _____

D-7. Any needed Finance System entries have been processed to the State Financial Aid accounts and fed to COFRS so that the final revenues in the special appropriation codes in Extract A after any reversions are equal to the net amounts received from CCHE as transfers in Program code 9200.  These amounts agree to the report filed with CCHE and to the expenditures in each of these special lines in the 320 fund on COFRS.

Confirmed _____
Exceptions (attach justification) _____

D-8. All variance reports received from SCO have been reviewed and any needed responses have been forwarded to the University Controller.

Confirmed _____
Exceptions (attach justification) _____

D-9. COFRS deficit cash balances (Balance Sheet 1100) have been reviewed to determine that none exist and that these deficits have been reduced by payments to the State to minimum amounts for very recent IT's.

Confirmed _____
Exceptions (attach justification) _____

D-10. All Finance System entries proposed after period 998 must be submitted to the Office of University Controller on State Exhibit H concurrent with submission of proposed entry. 

Confirmed _____
Exceptions (attach justification) _____

D-11. Any "on-top" entries that have been proposed after the closing of Finance System and COFRS have been presented to the University Controller for approval and submission, if approved, by the University Controller to the State Controller.  Only material items will be approved.  If disapproved, these entries will not be included in trial balances and financial statements.

Confirmed _____
Exceptions (attach justification) _____

D-12. Restricted Net Asset (COFRS Only) YE Entries in Fund 399 have been recorded in amounts equal to SNA as follows: 3200 Externally restricted – Other, and 3240 Permanent Endowment Nonexpendable.  See COFRS model YE2.

Confirmed _____
Exceptions (attach justification) _____

Procurement Card Administration Contact Information

Helpline:  (303) 315-2847

Procurement.Card@uchsc.edu
http://www.cusys.edu/psc/purchasing/procurementcard/
Year-End Instructions

ALL Procurement Card transactions with a transaction date of June 30, 2006 or before, MUST BE REALLOCATED by 3:00 p.m. on Monday, July 10th.   This means ALL transactions, including those you have put in a hold or dispute status and those waiting for credits.

· Cardholders should request vendors to date transactions made in June with a June date and send through the transaction as quickly as possible.  Transactions dated by vendors after June 30, 2006 will go into fiscal year 2007, even though the purchase may have actually been made in June. 

· Daily e-mail reminders to reallocate June or earlier dated transactions will begin on June 12th, and continue through July 10th.  

· The ACARD system will allow reallocation of both June or earlier dated transactions as well as July dated transactions during the July 1, 2006 through July 10, 2006 timeframe.  Reallocated transactions with a July date will feed to Finance System on July 12, 2006, and will appear in the fiscal year 2007.  

· Changes in previous reallocations may be made on June or earlier dated transactions through July 10th.  Changes in previous reallocations may be made on July or later dated transactions through FY 2007.    

· If a June 30, 2006, or earlier dated transaction is not reallocated by July 10, 2006, at 3:00 pm, the transaction will feed to Finance System and charge the cardholder’s default speed type and 553200 account code on July 10, 2006 into FY 2006.  These unreallocated June or earlier transactions will remain open in the ACARD system and must be reallocated even after the July 10, 2006 date.  The reallocations done after July 10, 2006 will then appear in the FY 2007.  Please, reallocate June or earlier dated transactions by July 10, 2006, at 3:00 pm!

· Procurement Card transactions dated June 30, 2006, or earlier, and that are not downloaded by the bank to the ACARD system by July 10, 2006, will appear in fiscal year 2007.

· June and July Procurement Card statements will be printed and mailed on the regular monthly schedule.  June Procurement Card statements will contain transactions posted to the bank from May 25, 2006 through June 24, 2006.  The July Procurement Card statement will contain transactions posted to the bank from June 25, 2006 through July 24, 2006.

· Contact Procurement Card Administration at 303/315-2847 immediately if you discover transactions that have mistakenly been reallocated to your department’s speed type by another department.   You will need to have the Reference # (PCxxxxxx, EZxxxxxx, ACxxxxx, DCxxxxx) from your Finance System report, which is the ACARD transaction number.  Procurement Card Administration will let you know who to contact to correct the error and whether to instruct him/her to go back into the ACARD system to change/correct the reallocation or do a journal entry, whichever is appropriate at the time and for the situation.

· For the timeframe July 1, 2006, through July 10, 2006, all transactions, regardless of transaction date, will be checked by the ACARD system at the time of reallocation against the July Finance System active speedtype/fopps/account code tables.  This may result in June 30, 2006 or earlier dated transactions not being allowed to be reallocated to a speedtype/fopps/account code that was inactivated as of June 30, 2006.  If you believe the transaction should be recorded to the inactive FOPPS, then you must contact your campus Controller’s office to discuss the item.  

AP/PO Administration Contact Information

Phone (303) 724-4772 – Fax (303) 724-1812

AUTOMATED ACCRUALS

Year-End Accrual Process
	WHAT IS AN AUTOMATED
ACCRUAL?
WHY DO IT?
	The recording of expenditure in one fiscal year for a good or service received in that year but actually paid for in the next fiscal year.
An item was received in the prior fiscal year so the expenditure belongs in that fiscal year.
· Generally Accepted Accounting Practices (GAAP) require that goods or services received on or before June 30, 2006 be expensed in fiscal year 2006.  In other words, the University must record a liability for expenses incurred in 2006 that have not yet been invoiced or paid.  Since the normal Accounts Payable process will post most of these entries to July, we have to “accrue” the expense in June. In other words, we make sure the expenses are recorded in June even though they are posted to the database in July.

· The following pages help explain what you must do to help us make these accruals.



	WHEN CAN YOU DO IT?


	Only during the first few days of the new fiscal year!

For FY 2006, you have until 6:00 p.m. on Wednesday, July 12.
· If, after July 12, you notice something significant that should have been accrued, please contact your campus finance office for assistance.



	HOW DO YOU DO IT?

	Depends on the type of expense, and how it is paid…
· The automated accrual process is slightly different for each type of voucher (Payment, Purchase Order, Standing Purchase Order, Travel). See below for details.



DOING ACCRUALS

How?
	…ON A PAYMENT VOUCHER

	You must write ‘JUNE’ on the Payment Voucher and you must follow these steps:
· For expenses that can be paid on a Payment Voucher: complete the PV, print it out, circle the Total dollar amount, and write ‘JUNE’ underneath it. (See sample PV form on next page.) Be sure the voucher is complete, accurate, and fully signed. Attach any required documents (receipts, Scope of Work, Official Function Authorization, etc.).  You are welcome to begin this process around June 26th.

· Be sure the vendor (payee) is in the financial database and approved (look in Favorites-Vendor Inquiry). If not, complete a Vendor Request form and fax it to the PSC. Note: A complete, signed W-9 form must accompany the Vendor Request form unless: (1) the payee is a CU employee, CU student, or government entity, or, (2) the payment is a refund or reimbursement only.

· If vendor information is needed, be sure to get the signed W-9 to the PSC by end of day Friday, June 30th.  

· Be sure the voucher gets to Accounts Payable by end of day Wednesday, July 5th.



	…ON A TRAVEL VOUCHER

	If the trip was completed on or before June 30, the PSC will automatically flag the expenditures to be accrued. (If the trip ends after 6/30/06, those trip expenditures cannot be accrued – they will all be charged to fiscal year 2007.)

You must follow these steps:
· Complete the TV and print it out. Be sure the voucher is complete, accurate, and fully signed. Attach any required documents (receipts, Official Function Authorization, etc.).  Do not combine both June and July charges on one TV. 

· Be sure the voucher is received by Travel by end of day Wednesday, July 5th.

· The PSC will not accrue either the US Bank VISA Central Travel System Account or Event Card charges since bills from US Bank don’t arrive until mid-July.



	…ON A PURCHASE ORDER

	regardless of the dollar amount of the PO, you must do on-line Receiving. You must follow these steps:
· If you do Receiving after June 30, be sure to change the received date to be June 30 or earlier.

· Complete your on-line Receiving (using Favorites-Receive with PO - Add) by 6:00 p.m. on Wednesday, July 12th.



	…ON A STANDING PURCHASE

ORDER

	regardless of the dollar amount of the SPO invoice, you must approve your SPO invoices and mark them as ‘June Business.’ You must follow these steps:
· If you get the original invoice: write ‘OK TO PAY-JUNE’ on the invoice and be sure the invoice gets to Accounts Payable by end of day Friday June 30th. (Remember that SPO invoices > $4500 will still need your on-line approval.) If Accounts Payable gets the original invoice dated prior to July 1st and the amount is less than $4500, it will automatically be saved as ‘June business.’
If Accounts Payable gets the original invoice: don’t wait to be notified that SPO vouchers are in the system. Instead, look on-line yourself (use Favorites-SPO Departmental Approval and search under your Approving Organization). Check ‘Approve for Payment’ and click the ‘June Business’ checkbox by 6:00 p.m. on Wednesday, July 12th.


YOUR ACCRUALS

How the Process Works

	FY 2006 Activity

· Journal Entry with a Journal ID of ACC (dated 6/30/06) reflects the expenditure in fiscal year 2006


	FY 2007 Activity

· Journal Entry with a Journal ID of AP reflects the actual payment created by the source document (the voucher)

· Journal Entry with a Journal ID of ACX (dated 7/1/06) offsets the accrual.  Note: This transaction will appear on your July month-end reports.




What you’ll see on your reports:

On your Detail of Financial Transactions Report for FY 2006, you will see an entry for every expenditure accrued.   Each journal will begin with ACC (dated 06/30/06) and the Line Reference field will identify the voucher associated with that specific accrual entry.

On your Detail of Financial Transactions Report for FY 2007, you will see the payment that was actually made in July and you will see a transaction to offset that payment. The offset transaction will be a journal beginning ACX (dated 07/01/06).  

REMINDER :  your pink reports will reflect the July dates even though they are marked for June business.
What will not automatically accrue:

	SPO Invoices
	PO Invoices

	1.   Invoices in the system against SPOs that are out of money.
	1.   Invoices in the system against POs when on-line Receiving has not been done, regardless of dollar amount.

	
	

	2.   Invoices in the system against SPOs that have not been approved, regardless of dollar amount.
	2.  Invoices processed in the system after AP/PO final close on Wednesday, July 12th.

	
	

	3.   Invoices processed in the system after AP/PO final close on Wednesday, July 12th.
	


Use the manual accrual process to accrue these items!

· If a manual accrual is needed, the accrual should be recorded in account 100100 with the appropriate expense account as the offset.  Also, the JE ID should start with “ACC” (or it will not be automatically reversed in the next fiscal year).  Note, if you are accruing good/services purchased from a Colorado State Agency (e.g., Correctional Industries), please ensure the JE ID starts with “ACCS” so that it can be properly classified for state reporting.

· To facilitate follow-up on manual accruals, we request that you include the voucher and invoice number in the JE reference field.
The Office of University Controller is dedicated to continuous improvement of the year-end and financial reporting processes.  Please include the following in a narrative below (or attach/send in a separate document):

· Any issues you experienced during the current year end process, include system and service center issues

· Any issues associated with calendar deadlines or timetables

· Any clarification of information that is needed in future year-end materials

· Any other financial reporting information that is needed (such as Accounting Directives, training)
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