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GEORGIA DEPARTMENT OF TECHNICAL AND ADULT EDUCATION 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and central office

Year End Close Procedures
General

Prior to the end of each fiscal year DTAE Central Office will provide each Technical College with a schedule for completing the year end close procedures.
Prior Year Federal Programs

Analyze the cash accounts for all prior year Federal programs that come from DTAE using the GLXXX44N year to date Program Trial Balance. Any excess cash balances resulting from the cancellation of prior year payables from DTAE Federal programs/projects should be remitted to DTAE Central Office by the date specified in the annual schedule. It is very important to include the project, program and sub-class breakdown for each amount being remitted to DTAE Central Office. This information should be the same information used when you requested the funds. All prior year DTAE Federal programs should have $0.00 balances at the completion of this process.
June Cash Requests
The year end close schedule will reflect the due dates for both the monthly and semi-monthly cash request. It will also reflect the dates the Technical Colleges will receive the ACH. 
The Central Office will e-mail each Technical College an organizational budget status report which will reflect the current budget and year to date expenses for each Technical College per the Central Office’s books. This should be reviewed for accuracy and used to assist with the June Cash Request. Revenue recorded by each Technical College should equal the expenses recorded by the Central Office for its organization code at this point in time. Also, the budgets recorded by the Central Office and each Technical College should be equal. If there are any discrepancies, the Central Office must be notified and any needed corrections made. 
Any remaining balance of State Funds should be requested on the June monthly or semi-monthly cash request.
The DTAE year end close schedule will also include an additional final cash request in July to allow all of the Technical Colleges to draw down the remaining funds needed before the year end close. 
Preparing For Close

Verify that all vouchers have been posted by reviewing query AP042.

Verify that all payments have been posted by reviewing query AP043.

Verify that no vouchers are on hold by reviewing query AP014.

Monitor the daily Budget Exceptions report (APXXX0401) and the Match Exceptions Report. Correct any outstanding items.

Ensure that all manual or hand-drawn checks are entered and posted into the system.

Run the following queries to ensure that all AR transactions have posted to the General Ledger: AR001, AR003, AR004, & AR010.

Request preliminary reports:

GLXXX044M Business Unit Department Trial Balance

GLXXX044N Trial Balance by Program Detail 

APXXX0403 Outstanding Payables

GLXXX041A thru I GL Activity Detail Reports.

GLXXX045C Budget Comparison (order this report based on how you budget i.e.; second level/third level, etc. Analyze how your trees are set up to determine how you should order this report)

Review the GLXXX045C Budget Comparison reports at the program/project level to identify projects that are overspent. Analyze expenditures for accuracy and re-rate those expenses charged to the wrong program/project combinations. Personal Services need to be re-rated with a Journal Voucher and supported by the appropriate LDXXX21 report. All other expenditures are to be re-rated using an adjustment voucher or a journal voucher.
Verify that all payrolls have been released and posted to expense by navigating in P/S to: Go-Process Financial Information-Process Journals-Inquire- Journal Status- Journal Header. In the GL Journal ID box type in LD and click OK. A list of all LD journals will appear and you need to verify that all have a status of posted.

Verify that all fringes have been paid and recorded.

Verify that all hand-drawn payroll checks have been entered and posted into the system.

Verify Student receivables balances in Banner for validity and accuracy. Correct as needed.

Review student receivables over $100 per individual in Banner that have been deemed uncollectible and record them in People Soft using the allowance for uncollectible receivables account (126001). This must be done with a JV. Notify the Director of Accounting at Central Office of this amount. For additional information see the Accounting Procedure for Uncollectible Accounts Receivable.

Payroll accruals, if any, should be entered.

Analyze open purchase orders. Verify all PO’s against documents in suspense file. Balance to preliminary GLXXX44M by the encumbrance SCOA 328001.

Perform all expense and revenue balancing procedures against the preliminary GLXXX44M. Correct all reconciling items. Make sure the travel advances have been reconciled and the travel advance account 125004 should have a zero balance at year-end.

Ensure that all People Soft check numbers are accounted for prior to the June close. Order a year to date AP0417 Payment Inventory List Report. This report lists all check numbers and amounts entered into the system. Navigation to this report is GO- Administer Procurement-Create Payments-Report-Payment Inventory List. Fill in the appropriate bank information. Analyze to determine missing check numbers.

Expense all petty cash disbursements and reimburse all petty cash accounts.

Record all valid student receivables into People Soft. 

Ensure that all clearing accounts are zeroed out. (Ex. 196050 & 196051)
Perform preliminary bank reconciliation on all bank accounts and correct any reconciling items.

Reconcile salaries, travel and per diem. (See the DTAE procedure for instructions)
Perform preliminary reconciliation for all financial aid programs with the amount awarded by financial aid.

Make the appropriate entry to set up a reserve or cover a deficit for all excess revenue in all live work and trust projects.

Perform the appropriate reconciliation for asset management and bookstore inventories.

