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Section 1:
INTRODUCTION


This document presents the requirements for the preparation and submission of budgetary/legal basis year-end reports.   These instructions apply to The California State University and related entities, and supplement information in the State Administrative Manual (SAM) Section 7951 and the State Controller's Division of Accounting and Reporting annual instructions.  

Section 2:
GENERAL INFORMATION

Deadline Dates:  The due date for the 4th quarter FIRMS submission is July 16th this year.  SAM99 data file and hardcopy reports are to be submitted on or before July 31, 2007. The last date for documents to be received by the State Controller’s Office for guaranteed processing prior to June 30 this year is June 15th.

See the table below for more complete due dates.


Reporting to the Department of Finance, Office of Financial and Performance Audits


Campuses will not send year-end reports to the Department of Finance, Office of Financial and Performance Audits (FPA).


Business offices must retain a complete set of year-end reports for two years and/or until audited.  
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Requirements for University

Report Description

Due Date

Where to 

send

How to submit

FIRMS submission, 4th Qtr, Pre and Post

07/16/07

CO

FIRMS format

Reports to the SCO, governmental funds

07/31/07

SCO

SAM99

Manual Reports to the SCO (1)

07/31/07

SCO/CO

Hardcopy

Final Budget submission (2)

08/17/07

CO

FIRMS format

GAAP adjustments for the SCO

08/20/07

CO

Excel template

GAAP reporting package (3)

10/18/07

CO

Web template

FIRMS GAAP submission, final version

11/15/07

CO

FIRMS format

Requirements for Auxiliary Organizations

Report Description

Due Date

Where to 

send

How to submit

FIRMS submission, legal basis

07/31/07

CO

FIRMS format

Audited financial statements with supplementary Schedules

09/28/07

Campus/CO

Hardcopy

IPEDS data submission, GAAP basis

10/31/07

CO

FIRMS format

Campus president's review of Auxiliary audited f/s

12/03/07

CO

Hardcopy

Note:

(1) For hardcopy reports to the SCO, see Attachment III A & B in the Year-end Reporting Instructions.

Note that Reports 14, 18, and 19 need to be submitted to both the SCO and the CO, whereas

Reports 14b and 14c need to be submitted only to the C.O.

(2) For Final Budget submission, this is an estimated date.  See the memo from the systemwide 

Budget Office for a more accurate date.

(3) For GAAP reporting package submission, this is the due date for the initial submission of

complete reporting package.  See the GAAP audit schedule for more detailed information.


The FPA staff may review these documents when they arrive to perform regular audits.

Section 3:
Changes to State Controller’s Year-End Reporting: 
There are no changes to the State Controller’s Year-end reporting for CSU for fiscal year ending June 30, 2007.  

The following items receive special emphasis from SCO:

· Year-End Checklist:


The State Controller has included in its Year-End Training Manual a Checklist for agencies to use to ensure that the year-end reports are accurate, complete and comply with the State Controller’s Year-End Instructions. Please refer to Attachment XI.  There have been no changes since last year.

· Award for Excellence Criteria:




The State Controller provided a copy of their checklist for evaluating an agency for the Award for Achieving Excellence in Financial Reporting.  Refer to Attachment XII for the checklist and below for a listing of the common errors found on CSU reports.



In addition, they distributed a copy of their worksheet and calculations to test Criteria Number 8 on Evaluation form, “Prior Year accruals are within 10% of expenditures and revenues realized in the current year.”  (Also included in Attachment XI, along with the statistics on past recipients).

· Certification Letter  - Accuracy is extremely important.  The certification must provide a complete list of year-end reports submitted, as well as a signed statement certifying those reports as being true and correct.  Since the certification statement applies to all the listed reports, it is not necessary to sign each report except Report 14.   
The certification letters must include the following (Lack of any of this information will cause automatic disqualification for the Award of Achieving Excellence in Financial Reporting given by the SCO.)  However, attaching and referring to the Table of Contents in the Certification Letter and modifying the Table of Contents to include a contact person and phone number will fulfill the requirements of the certification letter as long as the following are included: 

· (1) Date,

· (2) Agency name,

· (3) Agency number,

· (4) A list of fund names and fund numbers submitted, 

· (5) A list of the reports submitted within each fund (if nothing to report, this should be stated on the certification.),

· (6) A contact person and phone number for each set of reports or funds.

Do not send any reports for funds or appropriations that reverted prior to the beginning of the fiscal year being reported.

The required paper reports identified in ATTACHMENT III are to be submitted for all funds and appropriations in one report booklet.  This booklet must be three-hole punched and submitted in a hard cover.

See attachment I, II and III for required a full list of reports and recipients.  Refer to CSU CMS/PeopleSoft year-end reporting documents for guidance to year-end closing.

Section 4:
AREAS OF SPECIAL CONCERN

The State Controller’s Office has assisted us in identifying areas that may require special attention. 

· The SAM99 data and reports must be submitted on time to allow the SCO to meet its reporting requirements.  

· Campuses should not submit SAM99 data with out-of-balance warning messages including balances in account 6807.  Such data result in the SCO receiving a trial balance where debits do not equal credits.

· Campuses should review accounts to ensure assets and expenditures are debit balances; liabilities, equity and revenues are credit balances.  Exceptions will invite questions from the SCO and usually require reclassification.

· The Due To’s and Due From’s for the same fund, State General Ledger Account 3114.XXX and 1410.XXXX, respectively, should be reported separately and NOT netted together.  (For example:  In the General Fund there may be Due From Continuing Education in 1410.0573 of $100 and a Due To Continuing Education in 3114.0573 for $60.  You would report both—NOT the net of $40 in 410.0573).  State GL Accounts 1410.XXXX and 3114.XXXX should be used for Due From’s and Due To’s between different state funds.  Use State GL Accounts 1420 and 3115 for Due From’s and Due To’s WITHIN the same state fund.  Campuses should reconcile all Due To’s and Due From’s so that the amounts between source and destination funds agree.

· Campuses should review Due To, Due From, Transfer In, and Transfer Out accounts.  Due To Other Appropriations and Due From Other Appropriations are within the same state fund and should equal within the same state fund.  Due To and Due From Other Funds are between different state funds and should agree between the source fund and the destination fund.  For example, the General Fund should not carry a balance in 1410-0001 Due From General Fund but may have a balance in 1420-0000, Due From Other Appropriations Within the Same Fund.  Additionally, Due From and Transfer Out should be debit balances and Due To and Transfer In should be credit balances.

· FIRMS object codes have been established to identify Due From Campuses  object 105028, Due From Chancellor’s Office object 105029, Due To Campuses  object 202028, and Due To Chancellor’s Office object 202029.
· The State GL accounts for Allowances and Provisions contain must relate to the State GL account of the subject Accounts Receivable. For example:  The Allowance (1390) for A/R – Abatement State G/L #1311 must contain the subsidiary number (in this example 1390-01311).  Subsidiary codes are also used to relate Provision for Deferred Receivables to specific Accounts Receivable  (e.g., 1600-01311) The subsidiary code contained in the State GL account must be preceded be 0. When booking the allowances or provisions at year-end, make sure the object code for the allowance maps directly to the proper A/R.  It is not appropriate to use one allowance account for all A/R accounts.

· Verify that beginning retained earnings balances agree with last year’s ending balances.

· Campuses should agree their FIRMS object 305022 balances to the final Fund Balance Clearing Account AD NOAT memo issued by the CSU Systemwide Accounting at the Chancellor’s Office.  
· In SCO fund 0890 – Federal Trust Fund, since all federal money is appropriated, State General Ledger Account No. 5530 (FIRMS Object Code 305020), Fund Balance – Unappropriated, should be zero, unless money is being returned to the Federal Government in the upcoming fiscal year.  If a credit balance is reported in this account, an explanation must be footnoted on the Report No. 7.  
· Campuses should make certain the current year June SCO data file has been used to run the SAM99.

· Campuses reporting adjustments to the State Controller’s accounts for reconciling items that involve another state agency other than the Chancellor’s Office using FIRMS object 404003, FIRMS object 404004  or FIRMS object 404005 must include with their reports a SAM03 - Adjustments to Controller’s Accounts (Form 576A).  A copy of Form 576A should also be sent to the CSU Systemwide Financial Standards & Reporting.

· Report 14, Report of Bank/Savings and Loan Association Account Outside the Treasury System, should include all Zero Balance Accounts, even though they have no balance.

· A separate statement of Changes in General Fixed Assets (Report 18) should be prepared for each fund.  Any construction work in progress recorded on the campus books needs to be included on these reports.

· The reporting package submitted to the SCO should be labeled with a return address

· Federal Direct Student Loan receipts should be recorded as revenue and payments as expenditures for legal/budget reporting. (For GAAP, Direct Student Loans are recorded in an agency fund, with only balance sheet items--no income, expense, or fund balance.)  A student receivable should not be recorded at the campus, since the loan is a receivable of the Federal Government. 

· Uncleared collections should be reconciled regularly and should be near or at zero. 
Section 5:
SPECIAL INSTRUCTIONS BY STATE FUND:

A.
ALL FUNDS
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Each campus submits SAM99 electronic file to the SCO

0377

Each campus submits SAM99 electronic file to the SCO

0498

Each campus submits SAM99 electronic file to the SCO

0505

The C.O. submits consolidated hard copy reports to the SCO

0573

The C.O. submits consolidated hard copy reports to the SCO

0574

Each campus submits SAM99 electronic file to the SCO

0575

The C.O. submits consolidated hard copy reports to the SCO

0576

The C.O. submits consolidated hard copy reports to the SCO

0578

The C.O. submits consolidated hard copy reports to the SCO

0580

The C.O. submits consolidated hard copy reports to the SCO

0581

The C.O. submits consolidated hard copy reports to the SCO

0583

The C.O. submits consolidated hard copy reports to the SCO

0658

Each campus submits SAM99 electronic file to the SCO

0660

Reported to the SCO by Public Works Board

0705

Each campus submits SAM99 electronic file to the SCO

0736

Each campus submits SAM99 electronic file to the SCO

0785

Each campus submits SAM99 electronic file to the SCO

0791

Each campus submits SAM99 electronic file to the SCO

0839

The C.O. submits consolidated hard copy reports to the SCO

0890

Each campus submits hard copy reports to the SCO

0942

Each campus submits hard copy reports to the SCO

0947

The C.O. submits consolidated hard copy reports to the SCO

0948

The C.O. submits consolidated hard copy reports to the SCO

6028

Each campus submits SAM99 electronic file to the SCO

6041

Each campus submits SAM99 electronic file to the SCO

6048

Each campus submits SAM99 electronic file to the SCO

If information exists:

Report 3 should be prepared for all funds.

Report 22 should be prepared for all funds.

Special Reports

14

Each campus submits a hard copy report to the SCO and the CO

14b

Each campus submits a hard copy report to the CO

14c

Each campus submits a hard copy report to the CO

18

Each campus submits a hard copy report to the SCO and the CO

19

Each campus submits a hard copy report to the SCO and the CO


Balancing Transfers To and From Other Appropriations

The Due To and Due From Other Appropriation accounts must be equal at the state fund level.  Also, the Transfers To and Transfers From Other Appropriations must be equal at the state fund level.

The codes for these accounts are as follows: 

Due To and Due From: 

	FIRMS Object Code
	State General Ledger Account
	Description

	105027
	1420
	Due From Other Appropriations Within The Same Fund 

	202027
	3115
	Due To Other Appropriations Within The Same Fund



Transfers To and Transfers From:

	FIRMS Object Code
	State General Ledger Account
	Description

	506026
	9811-0000
	Transfers From Other Appropriations Within The Same Fund

	680026
	9812-0000
	Transfers To Other Appropriations Within The Same Fund



Adjusting entries may be required to eliminate intra-fund transfers, payables, and receivables.  

Encumbrances Recording - All Funds

Encumbrances (not obligations) should be recorded in general ledgers for all CSU funds.  See TUM Section 5.6.0 I 7 for instructions about recording encumbrances and obligations at year end. After all encumbrances and obligations have been recorded, run report SAM18.  The SAM18 reports both encumbrances and obligations by fund.  

In PeopleSoft, the SAM99 programmatically includes the information for state reporting purposes and no further action is necessary to fulfill this requirement.

Entries for Adjustment to State Controller's Accounts - All Funds


In order to minimize the reported adjustments to the Controller's accounts, all reconciling items between agency books and the State Controller's records that do not involve another state agency must be recorded as accruals at June 30.



Offsetting entries are to be prepared using Due To/Due From Other Funds/ Appropriation and Fund Balance Operating Clearing in the appropriate general ledgers. 



The following are sample-offsetting entries for a claim schedule posted in error by the State Controller to the correct agency but to an incorrect fund, appropriation or budget category:



Expenditure account charged in error by State Controller




Debit      Due from Other Funds/Appropriations (FIRMS Objects 105xxx)




Credit     Fund Balance Operating Clearing (FIRMS Object 305022)



Campus recorded expenditure and clearing account but SCO did not record at June 30




Debit       Fund Balance Operating Clearing (FIRMS Object 305022)




Credit     Due to Other Funds/Appropriations (FIRMS Objects 202xxx)



These entries must be reversed July 1.



Reconciling items journalized as demonstrated above will not be reported on SAM03 - Adjustments to Controller's Accounts (form 576A).



Entries for reconciling factors with another State Agency



Reconciling items that involve another state agency (excluding C.O.) must be reported on the SAM03 - Adjustments to Controller's Accounts (Form 576A).  These include items that may have been recorded incorrectly by the State Controller’s Office.



Make journal entries in the appropriate General Ledger using account controls:





FIRMS Object 404003 Adjustments to Controller's accounts - Expenditure





FIRMS Object 404004 Adjustments to Controller's accounts - Revenue




 
FIRMS Object 404005 Reserve for adjustment to Controller's accounts



Items reported on the SAM03 Adjustments to Controller's Account (Form 576A) are to be numbered.  These numbers will correspond to an attachment that gives a brief explanation of the reason for each adjustment.  Specify the fund numbers to which the Due To or Due From is applicable.  The report needs to be included with the hard copy reporting package to the SCO and the Chancellor's Office.


Abnormal Balances – All Funds



Abnormal balances should be analyzed by CSU fund to ensure that the final FIRMS submission of campus data represents account balances accurately. A FIRMS warning message will report abnormal balances by CSU fund on the edit report. Campuses may use the SAM06 run with FIRMS Object Code detail to assist in the analysis of Revenue and Expense object codes.
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  Entries for Allocation Orders Pending - All Funds



Allocation orders pending are to be journalized in the appropriate General Ledger using the following account controls:





FIRMS Object 404001 Allocation Orders - Pending





FIRMS Object 404002 Reserve for Allocation Orders - Pending



If the SCO expenditure allotment is UNDER (less than) campus expenditure allotment, there will be a CREDIT balance in FIRMS Object 404001. If the SCO revenue allotment is UNDER (less than) campus revenue allotment, there will be a DEBIT balance in FIRMS Object 404001.

An allocation order pending is a required year-end report. (See Attachment VII.)

These entries must be reversed July 1.
B.
GOVERNMENTAL FUNDS

Negative Expenditures - All Allocated Funds



Expenditures must be reviewed at the program code level to ensure that no program expenditure totals are negative.  Adjusting entries must be made to clear any negative expenditure totals.  Expenditure totals by program code are used to provide the prior year expenditure amounts for the printed Governor's Budget.



A SAM06 run with Program Code Detail can assist in this task.
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Accruals - General Fund


Per the Revenue Management Program interim guidelines, no accruals should be reported in General Fund 2006 or earlier. Trial balances for General Fund appropriations should be reviewed and entries should be made to clear any remaining accruals or encumbrances.
        Reverting Appropriations - Clearing the Accounts



All accounts for reverting appropriations must be cleared before June 30.  Any valid balances remaining for assets and liabilities must be moved to an available non-reverting General Ledger.



Outstanding encumbrances must be canceled or moved to available funding.



Unlike in the legacy system, in PeopleSoft, balances for General Fund Support do not roll from one ledger to another, but remain in the same PeopleSoft funds with mapping to appropriate FNAT keys.


Revenues - General Fund and Fund 498 



The relationship between General Fund and Fund 0498 should exist as described below for appropriation years 2005 and 2004:



See Code Book Section E.498.085 and AD NOAT 98-27 for information on accounting for revenues.  Revenue accounts should have balances similar to the following examples:  In Fund 0498, no budget is required for FNAT key 124591 (Revenue) and the budget for FNAT key 124630 (Revenue Transfer Out to Gen Fund) agrees with the budget in General Fund FNAT key 124620  (Revenue - Transfer In).  The actual revenue recorded in Fund 0498 FNAT key124591 must agree with the actuals in General Fund FNAT key 124620 and the actuals in Fund 0498 FNAT key 124630.



If the actual revenue recorded in General Fund FNAT key 124620 is greater than the amount budgeted, then a budget increase (Allocation Order Pending) must be recorded to bring the budgets up to actuals.  Of course, an Allocation Order Pending should also be recorded for Fund 0498 FNAT key 124630 since it also must agree with General Fund FNAT key 124620.  



If actual revenues are less than budgets in General Fund FNAT key 124620, no action is necessary, however it should be noted that unless cash is actually received and remitted to the SCO, this budgeted amount may not be spent.  SAM06B could reflect a misleading budget balance available at the Fund and Fiscal Year levels.



No balances should exist for Fund 0498 for appropriation year 2006. If balances exist, they should be mapped or moved to SCO fund 0948 CSU fund 485



As a result of the Revenue Management Program, Student Fees Collected in Advance for 2007-08 should be recorded in SCO Fund 0948 CSU fund 485. 


Revolving Fund - Revolving Fund 0998


As a result of the Revenue Management Program, SCO Fund 0998 and General Fund prepayment to Revolving Fund may not have a trial balance as of 06/30/2007.
C.
ENTERPRISE, TRUST, AND LOTTERY FUNDS


The following instructions are applicable to the Enterprise, Trust, and Lottery Funds:


Budget Balances



Adjustments must be made to ensure that no allocation budget balance available for expenditures is overdrawn at the CSU Fund/fiscal year level, after the year-end accrual entries are posted.


Fund Balance



The Fund Balance account and the Retained Earnings account totals on the current Pre-closing Trial Balance must be the same amount as that was reported by the campus on the Post-closing Trial Balance of the previous June 30.  This condition can be tested prior to year-end closing and any corrections necessary recorded. 


Required Reserve Entries – RMP Interim Guidelines



Reserve entries in FIRMS Object codes 304015, 304016, and 304018 equal to the post close 305002 balance in SCO Fund 0948 CSU Fund 485 must be posted to the campus and FIRMS business unit before running the final FIRMS. Any entries in FIRMS Object codes beginning with 30401x must be offset by like entries in FIRMS Object code 304099. 


Operating Clearing Accounts


The balances in the Operating Clearing accounts must be reconciled with the June 30 balances reported in a California State University Accounting Department coded letter to be issued in early July.  All reconciling factors must be eliminated before running the final FIRMS. 


Accounts Receivable Reserve for Uncollectible Accounts



Accounts receivable must be analyzed and adequate reserves for uncollectible accounts established. A minimal rule to apply is:  if the receivable is six months past due, then it should be fully reserved unless there is support that receivable will be collected.  Accounts past due less than six months should also be reserved if there is a reasonable doubt that the amount is not collectible.

Year-End Accruals


Expenditure accruals are to be based upon goods and services received as of June 30, revenue accruals are to be based upon income earned as of June 30.


Encumbrances


Encumbrances remaining after accruals are to be reported for each of the Enterprise Funds in the Final Budget Reports (i.e., do not liquidate the remaining encumbrances). 
       Federal Trust Fund 0890



The State Legislature appropriates the Federal Trust Funds.  These appropriations have reversion dates, and these dates are reported on the State Controller's Agency Reconciliation Report (tab run).



Funds remitted to the Federal Trust Fund should be claimed back to the campus and deposited to a fund, such as the State University and College Trust Fund 0948, where they are held to be expended for the required purpose.  Funds not claimed back will revert to the State and the campus is responsible to the Federal Government for these balances.
D.
GENERAL FIXED ASSETS ACCOUNT GROUP

Reports 18 and 19 are part of the required year-end reports submitted to the State Controller’s Office (SCO) by each campus.  Report 18, Statement of Changes in General Fixed Assets, provides the SCO with information regarding the additions and deletions of fixed assets during the year.  Report 19, Statement of General Fixed Assets, includes the ending balances of all fixed assets of an agency by asset type and funding source.

Conceptually, the additions and deletions during the year for reporting to the SCO derive from the General Fixed Asset Group (Fund 0997).  The beginning and ending balances in the General Fixed Asset Group should agree with the balances reported for GAAP.  An exception to the above would be if there were any GAAP adjustments.

The following are steps to get the legal basis records in sync with the GAAP records at the beginning of the year, and to roll forward report 18 (sample in Section 9, Attachment VIII).

Step 1 – Adjust Beginning General Fixed Assets Balance to Agree with the Beginning GAAP Balance

The beginning General Fixed Assets in legal needs to be adjusted in the current year to agree with the beginning GAAP balances (Note 5 of the reporting package).  The adjustments should be recorded separately from current year additions and deletions.  Adjust each fixed asset classification using the table below.

Entry to record each fixed asset classification (Fund 0997):

Debit/Credit
Fixed asset (e.g. Buildings)


Credit/Debit
Investment in general fixed assets (by funding source)

The recording of accumulated depreciation for legal basis is required.

Entry to record the beginning accumulated depreciation (Fund 0997):

Debit
Investment in general fixed assets


Credit
Accumulated depreciation (e.g. Buildings)

Entry to record current year depreciation (Fund 0997):

Debit
Investment in general fixed assets


Credit 
Accumulated depreciation

Note:  A GAAP entry will be required to reclassify the depreciation expense booked directly to investment in general fixed assets to current year expense (refer to Chapter 4-2 of GAAP Manual).

	Capital Assets
	FIRMS Object Code

	Land & land improvements
	110001

	Works of art & historical treasures
	190030

	CWIP
	110008

	Buildings & building improvements
	110002

	Improvements, other than buildings
	110004

	Capital Assets
	FIRMS Object Code

	Infrastructure
	110009

	Leasehold improvements
	110011

	Equipment
	110006

	Library books and materials
	190020

	Intangible assets
	190001

	Accumulated Depreciation
	

	Buildings & building improvements
	110003

	Improvements, other than buildings
	110005

	Infrastructure
	110010

	Leasehold improvements
	110012

	Equipment
	110007

	Library books and materials
	190021

	Intangible assets
	190014


Step 2 – Record Reports 18 & 19

Now that the legal basis records beginning balance agrees with the GAAP records beginning balance, proceed to complete report 18 using the legal basis records at the end of the current year.  A separate report 18 must be prepared for each SCO fund.

Column (1) on Report 18 will be your prior year ending Report 18 balance.  Column (2) will be the GAAP adjustments after the filing of prior year Report 18 (These are the entries you made in Step 1).  Column (3) will be the adjusted beginning balance or prior year financial statement ending balance per the reporting package.

Campus will record any additions and/or deletions in the appropriate columns on report 18.  Instructions to complete each column are listed on the bottom of the report.  The ending balance on report 18 should agree with your campus legal basis records at yearend.

Once a separate report 18 is completed for each SCO fund, the campus will transfer the total fixed assets and funding sources to report 19.  Report 19 is a consolidation of all report 18, and should agree with the sum of all report 18’s.

Step 3 - GAAP Adjustments

The ending balance on reports 18 & 19 in the current year will be the beginning balance for the next fiscal year.  There may be current year GAAP adjustments to fixed assets subsequent to the submission of reports 18 & 19.  These adjustments should be separately reflected from additions and deletions in next year’s legal basis records as described in step 1, and reported as prior period adjustments in column (2) of Report 18 in the following year, as described in step 2. 

Note:  If campus does not record any GAAP adjustments, then GAAP should equal legal.
GASB Statement No. 34

In accordance with Governmental Accounting Standards Board (GASB) Statement No. 34, certain capital assets (buildings, structures other than buildings, and equipment) will be depreciated. The SCO will compile all report No. 18s received from the agencies, and calculate the depreciation expense and accumulated depreciation for the state. In order for the SCO to properly report the decreases in “Buildings” and “Improvements Other than Buildings,” agencies are required to provide additional information in a footnote on the “deduction” column on Report No. 18. If there are buildings or other improvement deductions equal to or greater than $1 million, the following information for each building or other improvement deduction should be provided:

Fund name 

Fund number

Nature of the deduction, i.e., sale, demolition, transfer, adjustment, or other

If adjustment or other deduction:

   Provide an explanation for the deduction
If a sale, demolition, or transfer:  

  Acquisition date

  Acquisition cost
Additionally if transfer, identify the receiving entity by:

  Agency name 

  Agency number
The Statement of General Fixed Assets (Report No. 19) provides information on fixed assets recorded in the General Fixed Assets Group and assures the accuracy and completeness of the agency’s fixed asset accounts on year-end financial reports.  Report No. 19 includes the total of all fixed assets of an agency, and also provides the detail of fixed assets for each fund.  Report 19 is a consolidation of all reports, whereas Report 18 includes the amount of fixed assets for one fund only.  

Any construction work in progress (CWIP) recorded in your campus books needs to be reported in a like format. CWIP for non-delegated projects that was previously recorded in the Chancellor’s Office books will now be recorded in the campus books.

Section 6:
Electronic SUBMISSIONS (REPORTS) – 




FIRMS & SAM99
A.


Financial Information Record Management System (FIRMS)



There will be three FIRMS files that will be submitted electronically for June 30 as follows:

1. Pre Closing file must reflect the status of the accounts after all accruals and adjusting entries have been posted, but before the closing entries have been posted.  The account balances on the FIRMS file must agree with the Pre-closing Trial Balance Report and must agree with the figures reported to the State Controller as of June 30.  Campuses are required to report all Assets, Liabilities, Fund Equity, Revenues and Expenditures.

2. Post Closing file must reflect the status of the accounts after the closing entries have been posted.  The balances of this FIRMS file must agree with the Statement of Financial Condition and the Post-closing Trial Balance reports as of June 30.  In creating this file campuses are required to report all Assets, Liabilities and Fund Equities after revenues and expenditure accounts have been closed to fund equity.

3. FIRMS data submission of Auxiliary Organization information:

Auxiliary Organization file: In addition to the two files above for the university, campuses must submit their auxiliary organizations’ Pre-Closing financial data in FIRMS format.   

For the July submission, the following line items will be required for each Auxiliary Organization:

· Total Assets

· Total Liabilities

· Total Fund Equity

· Revenues 

· Federal grants and contracts

· State grants and contracts

· Local government grants and contracts

· Private contributions

· Federal facilities and administrative (F&A) cost recover

· State facilities and administrative (F&A) cost recovery

· Local government facilities and administrative (F&A) cost recovery

· Other facilities and administrative (F&A) cost recovery

· Sales and services of auxiliary enterprises

· Revenues Other

·  Expenses

· Salaries and wages

· Benefits

· Miscellaneous expenses

A template is provided for submission of these line items.  When the data entry into the template is complete, it should be converted to a text file and submitted to FIRMS database using the submission process described at http://www.calstate.edu/CIM/financialAssets/fmenu1.shtml.

A later submission in October will include more detailed information that should tie to the audited financial statements.  (Please refer to the GAAP Manual for details of information required for October submission.)

Various consolidated reports generated from these files will be submitted to the State Controller's Office, Bureau of State Audits, Department of Finance, bond auditors, and other information users.  Therefore, it is very important that the necessary steps be taken to ensure the reliability of the data.  It is the responsibility of the campus accounting officer/financial manager to immediately notify the Chancellor’s Office System wide Financial Operations Department of any known errors contained in the files and resubmit the revised data.

Submission PRIOR to Closing – The FIRMS pre-closing file may be submitted two working days PRIOR to closing the accounting records.  This would allow the Chancellor’s Office to review the data to ensure data quality.  This could prevent re-opening the books, making adjustments, and re-closing.  After pre-closing data is verified, closing can resume. 



Please refer to the FIRMS Manual on the CSU CO website for detail submission and on-line validation process. The URL is http://www.calstate.edu/SFR/  The Pre Closing and Post Closing files for the university must be received by July 16, and the Pre Closing file for auxiliary organizations by July 31.

4. FIRMS On-line validation of campus submissions:

See the FIRMS data submission procedure document at http://www.calstate.edu/CIM/financialAssets/fmenu1.shtml   

Campuses are required to validate and reconcile campus data submitted via FIRMS to all SAM reports submitted via FTP or hardcopy to the State Controller’s Office.

To facilitate this certification and reconciliation process, campuses can run queries on the web to generate reports from FIRMS database including SAM07 (pre closing Trial Balance) and SAM06 (Final Budget Report) that can be found on the CIM website.  The link to these reports is available at http://www.calstate.edu/cim/financialAssets/fmenu1.shtml by selecting Budget Review- Hyperion Process.

If you have questions about running queries on the web, please contact Mr. Ron Basich at (562) 951-4276, rbasich@calstate.edu.

Please verity your campus data against the FIRMS SAM07, and SAM06 reports before closing and reporting your year-end information to the State Controller’s office.

B.
Electronic Submission of SAM99 Data to State Controller’s Office:

If you have any questions about this process, please contact Lorissa Cheney, phone (562) 951-4626 or email lcheney@calstate.edu, or Jan Earl, phone (562) 951-4597 or email jearl@calstate.edu, at the Chancellor’s Office.  

SAM99 Year End Submission

For fiscal year end 2006/2007, we are again asking campuses to submit their SAM99 information electronically.

Once you have created the file, you will need to rename it using the following naming convention:

FISCAL.DMMDDYYA.AGYACR    (MMDDYY represents the date you are sending the file to the SCO)

Next, you should transmit it to the State Controller’s Office via Teale Data Center as follows:
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SAM99 Year End Submission (continued)
[image: image11.wmf]0001

Each campus submits SAM99 electronic file to the SCO

0377

Each campus submits SAM99 electronic file to the SCO

0498

Each campus submits SAM99 electronic file to the SCO

0505

The C.O. submits consolidated hard copy reports to the SCO

0573

The C.O. submits consolidated hard copy reports to the SCO

0574

Each campus submits SAM99 electronic file to the SCO

0575

The C.O. submits consolidated hard copy reports to the SCO

0576

The C.O. submits consolidated hard copy reports to the SCO

0578

The C.O. submits consolidated hard copy reports to the SCO

0580

The C.O. submits consolidated hard copy reports to the SCO

0581

The C.O. submits consolidated hard copy reports to the SCO

0583

The C.O. submits consolidated hard copy reports to the SCO

0658

Each campus submits SAM99 electronic file to the SCO

0660

Reported to the SCO by Public Works Board

0705

Each campus submits SAM99 electronic file to the SCO

0736

Each campus submits SAM99 electronic file to the SCO

0785

Each campus submits SAM99 electronic file to the SCO

0791

Each campus submits SAM99 electronic file to the SCO

0839

The C.O. submits consolidated hard copy reports to the SCO

0890

Each campus submits hard copy reports to the SCO

0942

Each campus submits hard copy reports to the SCO

0947

The C.O. submits consolidated hard copy reports to the SCO

0948

The C.O. submits consolidated hard copy reports to the SCO

6028

Each campus submits SAM99 electronic file to the SCO

6041

Each campus submits SAM99 electronic file to the SCO

6048

Each campus submits SAM99 electronic file to the SCO

If information exists:

Report 3 should be prepared for all funds.

Report 22 should be prepared for all funds.

Special Reports

14

Each campus submits a hard copy report to the SCO and the CO

14b

Each campus submits a hard copy report to the CO

14c

Each campus submits a hard copy report to the CO

18

Each campus submits a hard copy report to the SCO and the CO

19

Each campus submits a hard copy report to the SCO and the CO
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SAM99 Year End Submission (continued)
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SAM99 Year End Submission (continued)
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SAM99 Year End Submission (continued)

CAMPUS
SN QUALIFIER

Bakersfield

PD.COCSU.FTP.BAKER

Chancellor’s Office

PD.COCSU.FTP.CHANCLR

Channel Islands

PD.COCSU.FTP.CHANISL

Chico

PD.COCSU.FTP.CHICO

Dominguez Hills

PD.COCSU.FTP.COMHILL

East Bay

PD.COCSU.FTP.HAYWARD

Fresno

PD.COCSU.FTP.FRESNO

Fullerton

PD.COCSU.FTP.FULLER

Humboldt

PD.COCSU.FTP.HUMBO

Long Beach

PD.COCSU.FTP.LONG

Los Angeles

PD.COCSU.FTP.CSULA

Maritime Academy

PD.COCSU.FTP.MARIT

Monterey Bay

PD.COCSU.FTP.MONTRY

Northridge

PD.COCSU.FTP.NORTH

Pomona

PD.COCSU.FTP.POMONA

Sacramento

PD.COCSU.FTP.SACTO

San Bernardino

PD.COCSU.FTP.SANBERN

San Diego

PD.COCSU.FTP.SANDIEG

San Francisco

PD.COCSU.FTP.SANFRAN

San Jose

PD.COCSU.FTP.SANJOSE

San Luis Obispo

PD.COCSU.FTP.SANLUIS

San Marcos

PD.COCSU.FTP.MARCOS

Sonoma

PD.COCSU.FTP.SONOMA

Stanislaus

PD.COCSU.FTP.STANIS

Once you have successfully FTP’d your SAM99 file to the State Controller’s Office, please send a confirming email containing the information described on page 28 to:

Esther Setser



ESETSER@SCO.CA.GOV 

Rod Renteria

rrenteria@sco.ca.gov

Sandi Rowland

srowland@sco.ca.gov
Martin Raygoza
mraygoza@sco.ca.gov

DGFIN@SCO.CA.GOV


FCPROD@SCO.CA.GOV
FSSR@calstate.edu


If you find accounting errors after submitting the SAM99 electronic file, do not resubmit it again without first coordinating with Sandi Rowland at the SCO.  Unless the problem is very severe, you may be able to resolve the problem by providing only the journal entries to her.  Call Sandi Rowland first at (916) 322-9896.

SAM99 Year-End Submission (continued)
The e-mail should contain the following information:

1.
Datafile name

2.
Org. Entity Number:  _ _ _ _

3.
Campus Name:

4.
Subject:  SAM99 Submission for Agency XXXX
5.
Contact Person:



Name:



Telephone:




Return Address

6.
File Proof Total:
(Note: This total comes from the SAM99 printed report.)

7.
Record Count:


 The campus reported data will be used by the State Controller's Office to input the year-end accruals and to prepare their financial reports.  The SAM99 data is the campus year-end report.  


The data file replaces the hard copy stipulated in the State Administrative Manual.  The certification letter assures the State Controller's Office that the data provided is accurate and reflects the financial condition of the funds authorized to the campus.

View Direct On-line Access

The following reports are available on-line to view and/or print at your work sites through the SCO's FISCAL System on the Teale Menu:

Notice of Transfers (SCO) 

Notice of Transfers-Agencies

Agency Reconciliation Reports

Fund Reconciliation Reports
Centralized Treasury Trust System Account Statements 
The reports will be accessible on-line the morning following the process cycle. The reports will remain available through ViewDirect for one year, giving the agencies greater flexibility and access to the reports.

State Controller’s contact for View Direct is Lita Dionisio   (916) 445-5930

Section 8:
SUMMARY


There are numerous steps to complete for the year-end closing.  Prepare the special journal entries carefully.  Mail only the reports specified to the SCO and the CSU Chancellor’s Office.


If you have questions about which reports are required please contact Mr. Sedong John at (562) 951-4577.

Section 9:       INDEX OF ATTACHMENTS


A.

Description


I. 
List of Year-End Report Products  



II. 
Transmittal and Report Certification Memo


III.
Report Tables of Contents 




A.
State Controller




B.  
CSU Financial Systems, Standards & Reporting


IV. 
People to Contact if you have Questions


V.
Instructions for Binding Reports


VI.
Report of Bank/ Savings and Loan Account Outside the



State Treasury


VII.
Sample Report for Allocation Orders Pending


VIII.
Samples of a Statement of Changes in General Fixed Assets and



Statement of General Fixed Assets


IX.
Statement of Contingent Liabilities

X. FIRMS Submission for Auxiliary Organizations

XI. Year-End Reports Checklist

XII. Award for Excellence Criteria


B.


Additional Information on Attachments
List of Year-End Report Products

This attachment lists the title of each of the required year-end reports and describes which form or Financial Records System (FRS) or PeopleSoft baseline software report product to use for the submission.  For information about the automated products, please refer to the FRS Technical Users' Manual and CMS business process papers. Do not send any reports to any agency other than those specified.

II.
Memo for Transmittal and Report Certification 


There are two certification forms:


Certification for State reporting:


The form of this memo is to be used by all campuses for submitting year-end reports to the State Controller’s Office.


Certification for FIRMS reporting:


The form of this memo is be used by all campuses for submitting last quarter FIRMS data to the Chancellor’s Office.


Campus personnel are not required to sign the individual certification pages of any of the reports, except report 14 Report of Bank/Savings and Loan Association Account Outside the Treasury System.   

III.
Table of Contents for the Report(s)


There are two Report Tables of Contents to be used by all campuses: to the SCO and to the CSU Chancellor’s Office.  The Report Tables of Contents list all of the funds and required reports to be submitted.  

IV.
People to Contact If You Have Questions


This list gives the name and telephone number of people to call if you have problems with portions of the year-end closing and reporting process.

V.
Instructions for Binding Reports


This page tells how to number and bind the reports.

VI.
Report of Bank and Savings and Loan Accounts Outside the State Treasury

14  
Report of Banks/Savings and Loan Associations Accounts Outside the Treasury (State form 445, REVISED 6-98).


This report format is sent to the State Controller's Office, the State Treasurer's Office, and the CSU Systemwide Financial Standards and Reporting Unit.  The campus chief fiscal officer must sign this report.  


Include all zero balance accounts on this report.

14b
Schedule of Investment Types for Separately Invested Funds Outside the State Treasurer's Office (STO).


This report is sent to the CSU Systemwide Financial Standards & Reporting for use in preparing a consolidated report to the State Controller’s Office.

14c
Reconciliation by State General Ledger Balances to Report 14b


This report is sent to the CSU Systemwide Financial Standards & Reporting Unit.


Report 14c is designed to reconcile Report 14b to the General Ledger balances.


Submit a separate page for each fund if there are funds deposited outside the Treasury.  Normally this should be Fund 0947 or 0948.  Do not submit reports for funds that do not have funds outside the Treasury.  Submit a one-page report indicating "None" if none of the funds have investments outside the State Treasury.

VII.
Sample of a Report for Allocation Orders Pending

Submit reports to CSU - Sytemwide Financial Operations Department.

VIII. Samples of a Statement of Changes in General Fixed Assets and Statement of


General Fixed Assets

A separate Report No. 18 and 19 should be prepared for each Fund.

The Statement of Changes in Fixed Assets (Report No. 18) provides the SCO with information regarding the additions and deletions of fixed assets during the year.  The report must include fund name, fund number, agency name, and agency number.  Refer to Section 5D for detailed instructions.

C.

 Attachments

� EMBED Excel.Sheet.8  ���





� EMBED Excel.Sheet.8  ���
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[image: image12.wmf]Year-end Reporting Schedule, 2007

Requirements for University

Report Description

Due Date

Where to 

send

How to submit

FIRMS submission, 4th Qtr, Pre and Post

07/16/07

CO

FIRMS format

Reports to the SCO, governmental funds

07/31/07

SCO

SAM99

Manual Reports to the SCO (1)

07/31/07

SCO/CO

Hardcopy

Final Budget submission (2)

08/17/07

CO

FIRMS format

GAAP adjustments for the SCO

08/20/07

CO

Excel template

GAAP reporting package (3)

10/18/07

CO

Web template

FIRMS GAAP submission, final version

11/15/07

CO

FIRMS format

Requirements for Auxiliary Organizations

Report Description

Due Date

Where to 

send

How to submit

FIRMS submission, legal basis

07/31/07

CO

FIRMS format

Audited financial statements with supplementary Schedules

09/28/07

Campus/CO

Hardcopy

IPEDS data submission, GAAP basis

10/31/07

CO

FIRMS format

Campus president's review of Auxiliary audited f/s

12/03/07

CO

Hardcopy

Note:

(1) For hardcopy reports to the SCO, see Attachment III A & B in the Year-end Reporting Instructions.

Note that Reports 14, 18, and 19 need to be submitted to both the SCO and the CO, whereas

Reports 14b and 14c need to be submitted only to the C.O.

(2) For Final Budget submission, this is an estimated date.  See the memo from the systemwide 

Budget Office for a more accurate date.

(3) For GAAP reporting package submission, this is the due date for the initial submission of

complete reporting package.  See the GAAP audit schedule for more detailed information.
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Reporting_Schedule

		Year-end Reporting Schedule, 2007

		Requirements for University

		Report Description		Due Date		Where to send		How to submit

		FIRMS submission, 4th Qtr, Pre and Post		07/16/07		CO		FIRMS format

		Reports to the SCO, governmental funds		07/31/07		SCO		SAM99

		Manual Reports to the SCO (1)		07/31/07		SCO/CO		Hardcopy

		Final Budget submission (2)		08/17/07		CO		FIRMS format

		GAAP adjustments for the SCO		08/20/07		CO		Excel template

		GAAP reporting package (3)		10/18/07		CO		Web template

		FIRMS GAAP submission, final version		11/15/07		CO		FIRMS format

		Requirements for Auxiliary Organizations

		Report Description		Due Date		Where to send		How to submit

		FIRMS submission, legal basis		07/31/07		CO		FIRMS format

		Audited financial statements with supplementary Schedules		09/28/07		Campus/CO		Hardcopy

		IPEDS data submission, GAAP basis		10/31/07		CO		FIRMS format

		Campus president's review of Auxiliary audited f/s		12/03/07		CO		Hardcopy

		Note:

		(1) For hardcopy reports to the SCO, see Attachment III A & B in the Year-end Reporting Instructions.

		Note that Reports 14, 18, and 19 need to be submitted to both the SCO and the CO, whereas

		Reports 14b and 14c need to be submitted only to the C.O.

		(2) For Final Budget submission, this is an estimated date.  See the memo from the systemwide

		Budget Office for a more accurate date.

		(3) For GAAP reporting package submission, this is the due date for the initial submission of

		complete reporting package.  See the GAAP audit schedule for more detailed information.





Reporting Reqiurements

		State Reporting Requirements by Fund

		State Fund Number		How to report

		0001		Each campus submits SAM99 electronic file to the SCO

		0377		Each campus submits SAM99 electronic file to the SCO

		0498		Each campus submits SAM99 electronic file to the SCO

		0505		The C.O. submits consolidated hard copy reports to the SCO

		0573		The C.O. submits consolidated hard copy reports to the SCO

		0574		Each campus submits SAM99 electronic file to the SCO

		0575		The C.O. submits consolidated hard copy reports to the SCO

		0576		The C.O. submits consolidated hard copy reports to the SCO

		0578		The C.O. submits consolidated hard copy reports to the SCO

		0580		The C.O. submits consolidated hard copy reports to the SCO

		0581		The C.O. submits consolidated hard copy reports to the SCO

		0583		The C.O. submits consolidated hard copy reports to the SCO

		0658		Each campus submits SAM99 electronic file to the SCO

		0660		Reported to the SCO by Public Works Board

		0705		Each campus submits SAM99 electronic file to the SCO

		0736		Each campus submits SAM99 electronic file to the SCO

		0785		Each campus submits SAM99 electronic file to the SCO

		0791		Each campus submits SAM99 electronic file to the SCO

		0839		The C.O. submits consolidated hard copy reports to the SCO

		0890		Each campus submits hard copy reports to the SCO

		0942		Each campus submits hard copy reports to the SCO

		0947		The C.O. submits consolidated hard copy reports to the SCO

		0948		The C.O. submits consolidated hard copy reports to the SCO

		6028		Each campus submits SAM99 electronic file to the SCO

		6041		Each campus submits SAM99 electronic file to the SCO

		Report 3 should be prepared for each fund, If and where applicable.

		Special Reports

		14		Each campus submits a hard copy report to the SCO and the CO

		14b		Each campus submits a hard copy report to the CO

		14c		Each campus submits a hard copy report to the CO

		18		Each campus submits a hard copy report to the SCO and the CO

		19		Each campus submits a hard copy report to the SCO and the CO
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Reporting_Schedule

		Yearend Reporting Schedule, 2006

		Requirements for University

		Report Description		Due Date		Where to send		How to submit

		FIRMS submission, 4th Qtr		07/17/06		CO		FIRMS format

		Reports to the SCO, governmental funds		07/31/06		SCO		SAM99

		Manual Reports to the SCO (1)		07/31/06		SCO/CO		Hardcopy

		Final Budget submission (2)		08/16/06		CO		FIRMS format

		GAAP adjustments for the SCO		08/22/06		CO		Excel template

		GAAP reporting package (3)		10/18/06		CO		Web template

		FIRMS GAAP submission, final version		01/31/07		CO		FIRMS format

		Requirements for Auxiliary Organizations

		Report Description		Due Date		Where to send		How to submit

		FIRMS submission, legal basis		07/31/06		CO		FIRMS format

		Audited financial statements with supplementary Schedules		09/29/06		Campus/CO		Hardcopy

		IPEDS data submission, GAAP basis		10/31/06		CO		FIRMS format

		Campus president's review of Auxiliary audited f/s		12/01/06		CO		Hardcopy

		Note:

		(1) For hardcopy reports to the SCO, see Attachment III A & B in the Yearend Reporting Instructions.

		Note that Reports 14, 18, and 19 need to be submitted to both the SCO and the CO, whereas

		Reports 14b and 14c need to be submitted only to the C.O.

		(2) For Final Budget submission, this is an estimated date.  See the memo from the systemwide

		Budget Office for a more accurate date.

		(3) For GAAP reporting package submission, this is the due date for the initial submission of

		complete reporting package.  See the GAAP audit schedule for more detailed information.





Reporting Reqiurements

		State Reporting Requirements by Fund

		State Fund Number		How to report

		0001		Each campus submits SAM99 electronic file to the SCO

		0377		Each campus submits SAM99 electronic file to the SCO

		0498		Each campus submits SAM99 electronic file to the SCO

		0505		The C.O. submits consolidated hard copy reports to the SCO

		0573		The C.O. submits consolidated hard copy reports to the SCO

		0574		Each campus submits SAM99 electronic file to the SCO

		0575		The C.O. submits consolidated hard copy reports to the SCO

		0576		The C.O. submits consolidated hard copy reports to the SCO

		0578		The C.O. submits consolidated hard copy reports to the SCO

		0580		The C.O. submits consolidated hard copy reports to the SCO

		0581		The C.O. submits consolidated hard copy reports to the SCO

		0583		The C.O. submits consolidated hard copy reports to the SCO

		0658		Each campus submits SAM99 electronic file to the SCO

		0660		Reported to the SCO by Public Works Board

		0705		Each campus submits SAM99 electronic file to the SCO

		0736		Each campus submits SAM99 electronic file to the SCO

		0785		Each campus submits SAM99 electronic file to the SCO

		0791		Each campus submits SAM99 electronic file to the SCO

		0839		The C.O. submits consolidated hard copy reports to the SCO

		0890		Each campus submits hard copy reports to the SCO

		0942		Each campus submits hard copy reports to the SCO

		0947		The C.O. submits consolidated hard copy reports to the SCO

		0948		The C.O. submits consolidated hard copy reports to the SCO

		6028		Each campus submits SAM99 electronic file to the SCO

		6041		Each campus submits SAM99 electronic file to the SCO

		6048		Each campus submits SAM99 electronic file to the SCO

		If information exists:

		Report 3 should be prepared for all funds.

		Report 22 should be prepared for all funds.

		Special Reports

		14		Each campus submits a hard copy report to the SCO and the CO

		14b		Each campus submits a hard copy report to the CO

		14c		Each campus submits a hard copy report to the CO

		18		Each campus submits a hard copy report to the SCO and the CO

		19		Each campus submits a hard copy report to the SCO and the CO
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