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To: 
Financial Services Personnel

From: 
George Ashkar 
Sedong John 

Lam Le

Myeshia Armstrong

 
Sherry Pickering
Jean Gill

Terri Porter

Lily Wang

Date: 
June 14, 2005

Subject: Policy and Procedure Updates for ADNOAT’s

Please be advised of the following updates to our policy and procedures for Accounting Department Notice of Accounting Transactions (ADNOAT’s). These changes are effective immediately.

Format Changes:

1. Add two new date fields to body of our ADNOATs and to attachments: Legal Posting and GAAP Posting.  Inclusion of these dates will reduce confusion during year-end transition periods, when it may be unclear in which period to post a given transaction (the year just ending or the year just beginning). In addition to being present in the body of each AD NOAT and attachments, the dates will also appear on our website, to save readers from having to open an AD NOAT to view the posting instructions.  See the enclosed prototype of an AD NOAT with the new dates.

2. Standardize the Subject Line in terms of order and content.  The preferred structure for the Subject Line will be provided shortly.

Policy Statements:

1. ADNOAT’s and accompanying Transaction Requests to the State Controller’s Office (SCO) should not be issued during the last weeks of June when the SCO does not guarantee processing of Transaction Requests.    If both circumstances and materiality warrant submission of the Transaction Request and corresponding publication of an AD NOAT, the ADNOAT will need to provide dual instructions in the event that the transaction is not processed by the SCO before fiscal year end.

2. ADNOAT’s are the preferred form of communication between the Chancellor’s Office (CO) and campuses, for transactions between those agencies.  An ADNOAT should be published even if only one transaction between the CO and one campus is contemplated. The benefit of utilizing an ADNOAT versus personal email or correspondence between the individuals immediately involved is that the instructions will be viewable by other interested parties in the event post-processing review is needed.
3. ADNOAT’s and their accompanying Transaction Requests should be released simultaneously.  We should publish our ADNOAT on our website at the same time that we submit to the SCO a related Transaction Request. 
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