THINGS TO DO LIST
(SIMPLIFIED)
MAY
1.  Correct in-process out of balance report.
2.  Correct AFRS and FMS error rejections.
3.  Do SMART checklist.
4.  Make sure payroll transfers have been made to ensure that you do not make large transfers out of Account 001 in June.
5.
Monitor expenditure levels using GA 3233 or GA 3235.
JUNE
1.  Pay all bills possible by June 30.
2.  Close out cash register and deposit all money received on June 30.
3.  Daily monitor expenditure levels by appropriation using GA 3233 or GA 3235.
4.  Be sure all transfers for special allocations are made - Approp. Indexes 103,109 etc.
5.  Do SMART checklist.
JULY (Month 25)
1.  Liquidate all encumbrances if not already liquidated.
2.  Invoice other State agencies no later than July 21, sending estimate if necessary.  Send invoices to State Board so they receive them by deadline dates.
3.  Accrue expenditures for goods and services received by June 30 but not paid.  Accrue an estimated amount if the invoice will not be received in time.
4.  Reconcile bank account through June 30 and make all necessary entries.
5.  Record asset acquisitions and deletions in FMS and FAE (be sure to include library).  Remember FMS must have the correct amount.  Reconcile the two systems and explain any differences.
6.  Manually recalculate depreciation, where necessary, on buildings and record in FMS.
7.  Record all other depreciation, balancing to the CR 2128 report.  If the asset is not recorded in FAE but is in FMS, manually compute the depreciation and add the amount to FMS.
8.  Record work-in progress as GL 2510 in FMS and reconcile to FAE.  (GL 2510 reconciles to Disclosure Form G.)
THINGS TO DO LIST
(SIMPLIFIED)
JULY (Month 25) (Continued)
9.  Record inventory adjustments in proprietary funds.

Consumable
254   1410/6510  (EA)

Merchandise
330   1420/6516 (Fx)
10.  Record prepaid airline tickets in Funds 1xx.

002   6510/1110

254   1410/6510

255   9590/9540
11.  Record annual and sick leave accruals.
12.  Make sure all unemployment charges are recorded so can balance to Employment Security office at year end.
13.  Reclassify long-term leases to short-term leases for amounts due within 12 months.
14.  Record revolving fund allocations and expenditures as instructed by SBCTC.  Revolving funds include AG, Auditor, GA, etc.
15.  Reconcile receivables and payables with other State agencies and with other colleges.
16.  Record or adjust receivable allowance accounts as necessary.  Reclassify long-term to short-term for amounts due within 12 months.
17.  Monitor so all checks received from other State agencies dated in June are posted into current year with GL 1120, deposits in transit.
18.  DO SMART CHECKLIST.
POST FMS CLOSING END OF JULY BEGINNING OF AUGUST
1.  Run SMART checklist.  
2.  Enter all correcting entries into Adjusting Entry screen.
3.  Rerun steps 1 and 2 until all corrections are made.
4.  Run the Disclosure Form transmittal page.
5.  Input all disclosure form data on the Disclosure Form screens.
6.  Print out all adjusting entries by fund.
7.  Print out all disclosure forms.
8.  Mail state signature form to SBCTC by 8/23.
AUGUST
Monitor payments for items accrued at year end so entries are made correctly.
Reverse any deferred revenue accrued at the end of last year (Job Group FG034A).
