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SAM—RECONCILIATIONS AND REPORTS

INTRODUCTION TO RECONCILIATIONS AND REPORTS CHAPTER 7900
(Revised 7/2014)

The reconciliations and reports chapter provides general information, reporting
requirements, and deadlines for preparing financial reconciliations and reports. It also
provides instructions and standard formats for preparing the year-end financial reports.
More detailed instructions for preparing the year-end financial reports are issued
annually to departments by the State Controller's Office (SCO). Additionally,
departments that use the California State Accounting and Reporting System
(CALSTARS) will refer to the CALSTARS Procedures Manual. Departments that use
the Financial Information System for California (FI$Cal) will refer to FI$Cal’'s website:
http://www fiscal.ca.gov/
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RECONCILIATIONS - GENERAL 7901
(Revised 7/2014)

The accuracy of a department's accounting records may be proved partially by making
certain reconciliations and verifications. Departments will reconcile the account
balances to supporting documentation such as invoices, receipts, etc. to ensure the
accuracy and completeness of transactions posted to the departmental accounts.
Departments will also compare department accounts with records other than those
prepared by the department such as bank statements used in a bank reconciliation.

In addition to the above reconciliation processes, reconciliations must be completed
between the department accounts and the accounts maintained by the SCO to disclose
errors as they occur. Departments will analyze differences and make corrections to their
accounts or request correction to SCO accounts so that information between both
systems is complete and accurate. Corrections to errors should be made before
financial reports are prepared to ensure the accuracy of a department'’s financial
reports.

State Administrative Manual (SAM) sections 7921-7924 provide some common
reconciliations. However, each department is responsible for completing any
reconciliation necessary to safeguard the state's assets and ensure reliable financial
data. All reconciliations will show the preparer’'s name, reviewer’s name, date prepared,
and date reviewed. All reconciliations will be prepared monthly within 30 days of the
preceding month, with the exception of property reconciliations. See SAM section 7924.

All reconciliations will be retained at least two years with the exception of federal
reconciliations. For more information on the recommended general retention schedule,
see the Department of General Services website.
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DEPARTMENTS USING CALSTARS 7904
(Revised 6/14)

Departments that use CALSTARS will refer to the CALSTARS Procedures Manual
together with the guidelines and instructions presented within SAM. Instructions and
illustrations of CALSTARS year-end financial reports and reconciliations are available in
the CALSTARS Procedures Manual at the Department of Finance website:
http://www.dof.ca.gov/accounting/calstars/fag/cpm.php.
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DEPARTMENTS USING FISCAL 7905
(New 7/2014)

Departments that use FI$Cal will refer to job aids and other materials at FI$Cal’s
' website (http://www.fiscal.ca.gov/access-fiscal/FISCalJobAidsandTrainingTips.html)
together with the guidelines and instructions presented within SAM.
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RECONCILIATION OF DEPARTMENT’S ACCOUNT BALANCES 7921
WITH SCO BALANCES
(Revised 6/14)

Departments will reconcile their accounts with the corresponding accounts maintained
by the SCO. The SCO provides the following reconciliation reports to departments to
facilitate the monthly reconciliation process:

1. Agency Reconciliation Report-will be used by departments to reconcile their
appropriation account balances. For each appropriation account, the report
displays the beginning balance, transactions that occurred during the month, and
the ending balance. The reconciliation will detail differences in appropriation
balances between the SCO and department’s records. Departments will resolve
reconciling items timely to prevent differences at year-end.

2. Fund Reconciliation Report—will be used by departments to reconcile their general
ledger account balances. Departments will reconcile general ledger account
balances with the corresponding balances maintained by the SCO for non-shared
funds and shared funds.

See Department of Finance, Budget Letter Number 14-04, Attachment 1 for the
responsibilities and authority of fund administrators and fund users for both non-shared
and shared funds. One of the responsibilities of a fund administrator and a fund user is
to “verify the accuracy of departmental accounting records by performing monthly
reconciliations with source documents and corresponding appropriation and general
ledger accounts maintained by the SCO.” This responsibility applies to fund
administrators and fund users of both non-shared and shared funds.
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REVOLVING FUND RECONCILIATION 7922
(Revised 03/11)

Departments will reconcile their Office Revolving Fund account using the method shown
below. ’

Department Name and Number Revolving Fund Reconciliation

As of June 30, 20

Cash:
Cash book balance $7,300.00
Cash on hand includes:
e Cash in sub-revolving 200.00
funds
(e.g., change funds and
cash purchase funds),
e Undeposited receipts, and  50.00
e Unreceipted SCO warrants 600.00 850.00 $8,150.00
in transit for
reimbursement of revolving
fund. 1/
Expense advances: 2/
Travel 500.00
Salary 1,000.00 1,500.00
Claims filed but not yet paid by the SCO 4,000.00
3/
Amount of revolving fund withdrawn
from appropriation or pursuant to $13,650.00
statute

1/ Includes warrants dated the month being reconciled but not received until the
following month (e.g., warrants dated June 30, but not received until July).

2/ List advances on supporting schedules with corresponding revolving fund
check numbers and amounts.

3/ List corresponding claim schedule numbers and amounts.
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BANK RECONCILIATION 7923
(Revised 09/10)

Departments will reconcile their bank account balance with the like account maintained
in the Centralized State Treasury System (CTS). Departments will reconcile their
General Cash, Revolving Fund Cash, and Agency Trust Fund Cash accounts with the
State Treasurer’s Office (STQ) bank balance, adjusted for deposits in transit,
outstanding checks, and other reconciling items. When departments account for more
than one fund in a bank account, departments will identify the fund’s share on the bank
reconciliation.

The State Controller's Office (SCQO) sends a monthly Centralized Treasury Trust System
Account Statement (bank statement) to departments that includes a sequential listing of
the following items by transaction/paid date, document number, and amount:

e Checks paid during the month

e Transfers of Funds (i.e. TC47 SCO transaction code entries) during the
month

¢ Deposits posted during the month

For each check paid, the bank statement shows the check number, date of payment,
and the amount paid. Departments will use the listing to determine the amount of
outstanding checks. The outstanding check amount on the reconciliation will be
supported by a list showing the number, date, and amount of each outstanding check.
Departments will file their physical, cancelled checks in sequential check number order.
Effective October 1, 2010, all agency checks will be converted to electronic images and
will be available on the STO statewide Agency Paid System. Check data is updated
daily and retained for five years from the check paid date. Departments can access and
print images of their checks through the automated system. To obtain access to the
Agency Paid System, departments shall complete the STO’s User ID
Assignment/Removal Form STO-IP 130. The form and information can be obtained by
contacting the STO ltem Processing Section at Item.Processing@Treasurer.ca.gov.

The bank statement also includes a chronological listing of SCO transfers from the
account and bank deposits posted during the month. Departments will compare the
transfers and deposits posted on the bank statement to department records to
determine the amount of outstanding transfers and deposits in transit. The outstanding
transfers and deposits on the reconciliation will be supported by respective lists showing
the document number, date, and amount outstanding. Departments will attempt to
resolve deposits in transit over 30 days.

Errors on the bank statement will be corrected as provided in SAM Section 8060. The
person reconciling the bank statement will trace every reconciling item between the
bank and the department’s records and include an explanation on the reconciliation.
Departments will file bank statements and monthly reconciliations in date order.
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PROPERTY RECONCILIATION 7924
(Revised 09/13)

Departments will reconcile the acquisitions and dispositions of capitalized property with
the amounts recorded in the property ledger. The reconciliation should be done
monthly or at least quarterly, depending on the volume of transactions. See SAM
section 8650, Accounting and Control of Property.

Departments will perform a physical count of all capitalized and non-capitalized property
and reconcile the count with accounting records at least once every three years. See
SAM section 8652, Property Inventory.

In addition, departments will provide the Department of General Services with updated
and reconciled records of its real property assets by July 1 of each year. See SAM
section 1324.14, Statewide Property Inventory.

Refer to SAM Chapter 8600 for detailed information regarding property accounting.
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CALENDAR OF REPORTS AND ACTIONS

(Revised 3/14)

7930

Departments must submit various financial reports and forms to control agencies and
other departments. The following calendar will assist departments plan to meet
reporting requirements. Reports listed in the calendar are limited to reports referenced
in the SAM sections under the responsibility of Department of Finance (Finance), Fiscal
Systems and Consulting Unit (FSCU) (SAM sections 7110-8535; 8538-8778; 8785-

19464).
CALENDAR OF REPORTS AND ACTIONS
Department or Other SAM
Due Date Name of Report or Action Government Requiring | Section(s)
Report Reference
Nonresident Withholding Tax Franchise Tax Board
L Statement, FTB Form 592-B (ETB) S22 06
Bank Statements for Accounts State Treasurer’s Office 19462
February 1 Outside the State Treasury with (STO), Collateral 19463‘
Balances as of December 31 Management Section
(non-
CALSTARS
departments) | Annual information returns (Form ;;IEtL?nzrlldRevenue 8492 191
First week of 1099) : —_—
Service
January 1/
February 28 2/
Year-end financial reports (General (SStzétg)C%r?\tllggiILenr szf'flce 7952-7967
July 31 Fund, Feeder Funds, and Economic | \™=—" " 7976-7977
Uncertainty Funds) e T gUICIET 7979
Reporting (DAR) —
Dishonored Checks for Agency
July 31 Accounts STO 8043
: . 7952-7967
August 20 Year-end flna_nC|aI reports (all other SCO. DAR 2976-7977
funds) excluding Report 13 I ——-
7979
(Continued)
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CALENDAR OF REPORTS AND ACTIONS

(Revised 3/14)

7930 (Cont. 1)

Department or Other SAM
Due Date Name of Report or Action Government Requiring | Section(s)
Report Reference
Report 13, Report of Expenditures | Finance, FSCU; SCO,
August 20 of Federal Funds DAR 1974
Report 14, Report of Accounts STO, Collateral
August 20 Outside the State Treasury, STD. Management Section; 7975
445 SCO, DAR
Bank Statements for Accounts
August 20 Outside the State Treasury with S Callaichl . 19462,
Management Section 19463
Balances as of June 30 —
Report 19, Statement of Capital
Assets Group of Accounts and 7978,
aUgisiz0 Report 22, Statement of Contingent SCO, DAR 7980
Liabilities
Annual Late Payment Penalties General Services
September 30 | Report on vendor payments for . 8474 .1
. Procurement Division
goods and services
] : Finance, Office of State
September 30 Report D Oﬁlge Revolving Fund Audits and Evaluations 072
Claims for Reimbursement —
(OSAE)
Report and remit certain abandoned
personal property (on hand as of
e e June 30) of escaped, discharged, or SICIOE din2a2
paroled inmates
Within 20 days | Submit Report of Independent Employment
of event Contractor(s) form, DE 542 SiovSlopment Soz e
’ Department (EDD)
Reporting Changes in Accruals-
October 1 Subsequent Events SCO, DAR 7981
REV. 413 MARCH 2011
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(Continued)
CALENDAR OF REPORTS AND ACTIONS
(Revised 3/14)

7930 (Cont. 2)

Atthe time of | oot of Cash Shortage Finance, OSAE 8072
occurrence
At least File Gasoline Tax Refund Claim, SCO, Tax Administration 87453
annually Form SCGR-1 Section )
At least . Board of Equalization 720,
annually File sales and use tax returns (BOE) 3730
Resident and Nonresident
At least Withholding Statement, FTB Form
quarterly if 592
taxes are Payment Voucher for Resident and E1B n2z 120
withheld Nonresident Withholding, FTB Form
592-V
REV. 413 MARCH 2011
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QUARTERLY REPORTS 7940
(Revised 03/11)

Quarterly, except for June 30, departments must complete the reports listed below:
a. Trial Balance

b. Budget Report
c. Reconciliation of Controller's Accounts with Budget Report
d. Statement of Revenue (for governmental cost funds only) See SAM section 8210.

The above reports will be completed within 30 days of the preceding quarter and
submitted upon request to the appropriate auditor or Finance budget analyst.

REV. 413 MARCH 2011



SAM—RECONCILIATIONS AND REPORTS

YEAR-END FINANCIAL REPORTS—GENERAL 7950
(Revised 6/14)

The SCO annually issues detailed instructions to departments for the preparation and
submission of year-end financial reports. Departments must have SCO preapproval to
utilize computer generated reports.

Departments will prepare a separate set of year-end financial reports for each fund.
Accounts of two or more funds will not be commingled in department statements except
in a few rare instances and then only upon written permission from Finance, FSCU.

Departments will prepare year-end financial reports as soon after June 30 to meet the
required due dates and to estimate accruals with reasonable accuracy. See SAM
section 7930 for Calendar of Reports and Actions due dates. See SAM 7951 lllustration
- for List of Required Year-End Financial Reports and their distribution. Departments
should plan for additional distribution of all standard reports to meet their internal
management needs.

In order for departments to meet their deadlines, the following is recommended:

a. Issue a year-end work plan. List the specific year-end activities, due dates,
responsibilities, and other important information for the timely completion of year-
end financial reports.

b. Keep accounting staff trained in the year-end financial report preparation
procedures.

c. Keep all phases of accounting current during the fiscal year. All reconciliations
should be kept current and reconciling items should be corrected on a timely
basis. See SAM section 7901 — 7924 for additional information on
reconciliations.

d. Do as much work as possible on year-end financial reports before June 30.
Departments should start work on problem areas early so that sufficient time is
allocated for the timely resolution of issues anticipated in the current year.
CALSTARS departments experiencing or expecting serious difficulty in
completing the required year-end financial reports on time should contact the
Finance, CALSTARS Client Support Unit. Other departments should contact
Finance, FSCU for assistance.

e. Schedule vacations so they will not conflict with the preparation of the year-end
financial reports.

f.  The SCO will provide the following documents for year-end closing: appropriation
balances; journal entries for June; Report of Accruals to Controller's Accounts:
Adjustments to Controller's Accounts; and the Final Reconciliation of Controller’s
Accounts with Final Budget Report. The SCO will notify departments by letter of
the exact dates they may expect these documents.

(Continued)
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(Continued)
YEAR-END FINANCIAL REPORTS—GENERAL 7950 (Cont. 1)

(Revised 6/14)

g.
h.

Departments will submit year-end financial reports to the SCO as soon as completed
rather than hold them until the final submission date.

Throughout the year, departments will review the condition of their cash,
appropriation, and category balances to determine if sufficient funds will be available
to meet expenditures. If sufficient funds are not available, departments have the
following options:

1. Begin negotiations with other departments for prompt payment of
reimbursements, if applicable.

2. Begin negotiations with the Finance budget staff to obtain approval for
additional funding.

3. Return a portion of an advance (e.g., Revolving Fund, General Services,
State Publishing, and Prison Industries) to the appropriation it was originally
withdrawn from.

Departments will estimate receivable and payable accruals when it is not possible to
obtain actual documentation. Lists of all accrual documents, estimated accruals, and
amounts will be retained for audit purposes.

Departments will provide deadlines and instructions to employees for submitting
documents necessary to prepare the year-end financial reports (e.g., travel expense
claims, purchase documents, and invoices).

(Continued)
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(Continued)

YEAR-END FINANCIAL REPORTS—GENERAL

(Revised 6/14)

Below is a list of references, not in this chapter, related to year-end financial reporting.

7950 (Cont. 2)

Subject

SAM Section
Reference

Accruals and Adjustments — Standard Entries

10600 - 10615

Accruals to Trust Accounts — Trust and Agency Funds

19305

Allotment-Expenditure Accounting

e Year-End Accruals a=a0
e 8381

e One-Year Appropriations 3382

e Continuing Appropriations ——
Change in Method of Accrual 8793

Closing Entries

Controller's Accounts

8800
e General 8860
e Year-End Accruals
Expenditures 10210
Federal Trust Funds 17130
I
oA 8200, 10230
o eneral 8084
e From Investments =
8284 .1
e From Surplus Money Investment Fund 8284 2
e From Condemnation Deposits Fund '
Prior Year Appropriation Adjustments 10240
Proprietary and Fiduciary Funds 13400
Revenue 8210, 8290 - .7
REV. 423 SEPTEMBER 2013
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LIST OF YEAR-END REPORTS AND THEIR DISTRIBUTION 7951
(Reviewed 9/2014)

The chart shown in the 7951 lllustration lists the required year-end financial reports,
their distribution, and applicable SAM references.

Departments are required to submit one certification letter per fund. Each certification
letter must have an original signature of authorization and include the certification
statement shown below.

| certify (or declare) under penalty of perjury that the data on the attached statements is
true and correct; and that | have not violated any of the provisions of Article 4, Chapter
1, Division 4, Title 1, Government Code (commencing with Section 1090).

Subscribed and executed this ___ day of , 20 at , California.

Signature of Officer

Name and Title of Officer

The certification letter must include:
a. Date.

b. Department name and organization number.

c. Department mailing address and the name and e-mail addresses for the department
Director and Chief of Accounting.

d. Fund name and number.

e. Alist of the reports submitted. If there is nothing to report, note this on the
certification letter as “no activity to report.”

. Contact person, phone number, and e-mail address.

g. Certification statement signed by the officer responsible for fiscal administration.

REV. 427
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YEAR-END REPORT NO. 1, 7952
REPORT OF ACCRUALS TO CONTROLLER'S ACCOUNTS
(Revised 03/13)

This year-end report provides the SCO with accrual amounts reflected in the

department’s records but not posted by the SCO as of June 30. The SCO uses the

accruals to prepare the State’s consolidated fund statements.

Report No. 1 consists of the forms below and is used to report accruals to the following

accounts:

a. Form 571A — Assets

b. Form 571B — Liabilities

c. Form 571A/B — (1) Asset and liability accounts not preprinted on Forms 571A and
571B and (2) Accrual accounts that require more than one subsidiary number (e.g.,
Due From Other Funds).

d. Form 571C — Revenues and expenditures. Form 571C is preprinted with the
department’s appropriation and revenue accounts.

e. Form 571D — Revenue and expenditure accounts not preprinted on Form 571C.

The accrual amounts are obtained from the Accrual Worksheet shown in the 7953
lllustration. However, the debits and credits shown in the Net Total Accruals Per
Agency column will be reversed when reported on Report No. 1 (see 7952 lllustration 3
and 7953 lllustration).

At year-end, departments identify the amount of obligations and the amount of
encumbrances as of June 30. Obligations are amounts for goods and services received
that have not been scheduled for payment as of June 30. Encumbrances represent
commitments for goods and services that will be received in the following year(s).
Encumbrances may be reported in one liability account, Accounts Payable (general
ledger account [GLA] 3010). The total encumbrances will be shown as a credit in the
encumbrances column for GLA 3010 on Report No. 1. See 7952 lllustration

2. However, if department automated accounting systems maintain separate liability
accounts, departments may report the encumbrances in the applicable liability GLA
(e.g., Due To).

Reimbursements that will fund encumbrances must be reported in the applicable
receivable GLA (e.g., Due From). The reimbursement for encumbrances will be shown
as a debit in the encumbrances column for the respective GLA on the Report No.

1. See 7952 lllustration 1.

A sample of Report No. 1, the Report of Accruals to Controller's Accounts, Forms 571A,
571B and 571C is shown in the 7952 lllustrations.

REV. 421 MARCH 2013
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YEAR-END REPORT NO. 2, ACCRUAL WORKSHEET 7953
(Revised 03/11)

The Accrual Worksheet is designed to provide departments with a uniform and
systematic method of compiling year-end accruals. It is the supporting worksheet for
Report No. 1, Report of Accruals to Controller's Accounts. The accruals consist of the
assets, liabilities, and deferred credits reflected in the department’s records but not
recorded in the SCO accounts as of June 30. They will exclude such accounts as Cash
in State Treasury, Deposits in Surplus Money Investment Fund, and like accounts that
are maintained by the SCO.

The report is organized as follows:

a.
b.
C.

Column totals record general ledger real account activity.

Row totals record nominal account activity.

The first column will list accounts in the following order: current year appropriations,
prior year appropriations, revenues, miscellaneous receipts, and deferred credits.
The 7953 lllustration is only a sample. Each department will enter account titles as
necessary for its individual use.

. The column titled “Deferred Credits” is used to post such accounts as: Uncleared

Collections, Cash Overages, Provision for Deferred Receivables, Reimbursements
Collected in Advance, Revenues Collected in Advance, and reserves. The amounts
should offset like amounts in the General Cash and Accounts Receivable columns
so that the rows net to zero.

Generally, the total of each column must agree with a specific account balance on
the June 30 Trial Balance, unless two or more trial balance accounts were assigned
to one worksheet column. In that case, the vertical column total must agree with the
sum of those trial balance accounts.

See SAM section 10601 for required revolving fund adjustments to the Accrual
Worksheet.

The amounts in the “Net Total Accruals Per Agency” column and column totals for
the assets and liabilities will be posted to the corresponding accounts on the Report
of Accruals to Controller's Accounts, Report No. 1. However, the debits and credits
shown in the Net Total Accruals Per Agency column will be reversed when reported
on Report No. 1 (see 7952 lllustration 3 and 7953 lllustration).

A sample of Report No. 2, the Accrual Worksheet, is shown in the 7953 lllustration.
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SAM—RECONCILIATIONS AND REPORTS

YEAR-END REPORT NO. 3,
ADJUSTMENTS TO CONTROLLER’S ACCOUNTS 7955
(Revised 03/13)

This year-end report identifies any adjustments needed to correct the central records
maintained by the SCO as of June 30. However, this report does not correct the
records of the SCO. A Transaction Request form, CA504, must be sent to the SCO to
correct the errors. The adjustments must also be reported on the Reconciliation of
Agency Accounts with Transactions per State Controller, Report No. 15. Departments
will report to the SCO throughout the year all necessary adjustments as soon as
possible after discovery of the errors. This will allow adequate processing time by the
SCO during the year and reduce the backlog of work at the close of the fiscal year.
Report No. 3 consists of the forms below and is used to report adjustments to the
following accounts:

a. Form 576A — Assets and liabilities. The form must be completed when the

adjustment is between funds or appropriations.

b. Form §76B — Revenues and expenditures. The form contains preprinted account
numbers and titles. The preprinted form must be completed to adjust the nominal
accounts.

Departments must submit an attachment (e.g., copy of transaction request, correction
letter, etc.) to support the adjusting entries on Report No. 3.

If there are no adjustments to the SCO’s accounts, a Report No. 3 is not required. The
certification letter must disclose that a Report No. 3 has not been submitted. See SAM
section 7951.

A sample of Report No. 3, Adjustments to Controller’'s Accounts, is shown in the 7955
lllustrations 1 and lllustration 2.

REV. 421 MARCH 2013



SAM—RECONCILIATIONS AND REPORTS

| uonesnsn|i| SS6.

‘Jususnipe auy Joj uoseal ay) Bujuleldxs (ysenbat uonoesuel) “6-2) Juswyseye ue Aq paiuedwosoe ag jsniu ssuua Bunsnipy 310N

‘suiepad siy) yaiym o) apod 610 161p-1noy ayy Aoads g

"surepad siu3 yalum o} spuny ays Auoads /1

alss vmmnwwh Bujpaday pue BUUNGODY 0 UOISIAIC *3DO SJelioNUoD SBIS - TYNIDINO
| T 1]
IR
[T 11
[T T1
. [T T1

a | €L1E6892 0 ¢ ¥ ¢ JONVAQY NI 331031700 SINIWNISHNGNWIIH
RN

S I L € @ SNOILYIHdd0dddY ¥3HLO 0L 3nd
i

¥y L L g€ O SANN4 Y3HLO oL 3Na
RN

02 ¥ 1 ® SNOILLYIHdO¥ddY ¥3HLO WOH4 3Na
T 1]

0o+ ¥ I ®© SANNS Y3H10 WOoY4 3nad

m LNNOWV 1INNODJV F1LIL INtOJDV

70D E5 KoUaB YD UIIST 5555-biy (916) lojensiuiwpy Buijunodsy ‘ypwsg suep
$SAIpPY llews Jaquiny suoydala 2L ‘uosIad WeIUoD JO AieN
(1000) puny |essuag (5955) Aoueby
JagWINN pue 3wWeN pund JaquinN pue awep fusby
XX0¢2 _Om aunr Aousby _ pun4 AQAWWAADSD QN Juswnsog

SJUN029Y S,J9jj0NuU0Y 0} sjuawisnlpy

ATNO 3SN 008

(oL/g "A2Y) ¥ 925 104 € "ON L40dIY

(£1/20 pasiney)

MARCH 2013

REV. 421



SAM—RECONCILIATIONS AND REPORTS

srizr'es

1de

Iingan

IS9RED

LrESS DL
EX% ]

e0_@
4 9919111113373111374]

(]

g

~H3LNT..

WNISY JOVAITHSAHOM
EERUELEL]

SIHNLIANI X3

LNdNI dNOD

1111

AINO SN SHIMOKINOD
202 ONISFq

®

SUPRIDANTE] BN

10apPEY 4 oL loo 8
200190 4 N [T -4
DOOLF0 4 ET3 oo 28
a £ oo 28

a & I 28

a o i 28

a 55 [1- T -]

a £ 100 €8

a 6 1 I )
000i0 3 % g t8
s =10 -] “@% 0o te
qoolsa 4 * o
QoOLQ o n 10 8
000100 4 re 100 EB
O0CERE 3 13 [Lre>:]
oS 4 HL 0 ER
ooees 4 O X eg
000190 4 H WO R
OCOLF 3 E LI
a X3 1)

a ot w0 e

a ol 100 €8
TS I W1 WOT A B ¥V3 a3d 13
X6l "0t Annr

QNN XYL S370S 1L 3 IHLINGHS STEYAYL INNDNY D
ANND2IY 30 4 I2MH3A HOLOW 3L WOHD I1BYAYY INNCIVY 3
ALYLS INNQTOV SONYNOHAY SHL MOHA 37aYAYd IHNDWY 3

5334 HIHAQ ONY SISNINT SIXYL 40 SONMN43E O
JINQI T X3 INLEHIIO B

S3DNAMIS IWHOSHIA ¥

SNUNIHd- ONNd DHNIATOAIY B3 O AdY
SIDIAEES HAHLO NN ONIATOAIH BIS OL AQY
JONYAQY CNMH DNIATOAIY

SINZWISENOMDY 4

0NN LSOD WWINFNGIACD NON WOM A ITRYAYA LNNOINY ¢
QNET4 1SN TWHAATS THL WOHS JTBYAVL LNNOHY B

AlY DMIHMS TOOHOS ILYLS IHL OHS 318vAYd LNNOWY D
ANNODDY 1304 ITDHIA BOLON IHL NOHL 2EVAYd LNNONY 3
31uLS ANNOTIV SIUNYNOHIY IHL NOHD I1EVAYA INMDNY 3
SHIIHINLO ANV SIENIT SANYL S0 SUNLIFEH 2

dING3 ¥ d¥3 SNILYHILO 3

SIVIALIS TWNOSHI ¥

RO T IS

AONIOY AlrlS AONIOY

SLINNODIY SHIATNOHLNOD QL SININLSArdY

ATNIUY VLS

ANNH TYHINID 010100 (NG

3va 0OFB0 ON ANIWNTOQ
ATNO 3SN SHITICHINDD
(E65! 8 925 NHOL

MARCH 2013

REV. 421



SAM—RECONCILIATIONS AND REPORTS

LIEIYY
ey

aJmeudys

1581¥) auoyy
ki

[y
QF FOISILIP aq KEW JPITRW S\u) SuppaRBIS SUDLAEIND

% 1TOM JUNYIDY ¥, 49 Leaquo]
lPudagay (ehay
‘Wo12d)JD580 JUN0ANY
13134L puang

I

— 1108 N0V 5,40 (10400
IWOURIOLEN pEIRT
U0y 1d) 2250 109Dy
SALTL Py
MR

['PaLiD20 2oaud> RO UpeEaxd)  fuby)59auD3 uBd WOSEIN

PaIw
TON IBINOE J3LLOASUDT 4O UO123J10)

10N ¥307 pIESE ¥ juamie
005 G0 ‘18015 =0, LED)

BusaundIdw JO UD|S)A G

ava F430 L,40|[R4300T 9L

sLacens

TULLED e #TelE|

ANy
umy

*amreulig

18S1w) suoug

a
OF N30 M v Lajiee BiU) BUiparias TLaYIaANG

1utn)

19000 S

§-pREn330 o)A DY UID|EYD)  TUOEYTIAND AY) LOCYSN

1087204593 09 @O JunGuy
IPLg 2300

‘oM {S)LEPLIR 4G PrRg
N WLRRBLDS sy TyD)

JEABID WS 2131TY WD

30N BB PSS ¥ Oummaons
005 wo0y 18IS N0. 2EZL

Bujquraady Jo usysiag

o 91440 5, 20L18007 KIS

{L3cens
T

L

Wiua3g)8] o snig

MARCH 2013

REV. 421



SAM—RECONCILIATIONS AND REPORTS

YEAR-END REPORT NO. 4 STATEMENT OF REVENUE 7956
(Revised 03/11)

At year-end, departments will prepare a final Statement of Revenue, Report No. 4. The

report presents a reconciliation of current year revenue recorded by the department with

revenue recorded by the SCO as of June 30.

The final Statement of Revenue will show the balances of subsidiary revenue accounts

after the revenue accruals have been posted. See SAM section 8210. Some examples

are listed below:

a. Adjustments for dishonored checks and cash shortages.

b. Revenue items cleared during July representing cash received and earned on or
before June 30.

c. July apportionment of Surplus Money Investment Fund earnings.

d. Accrual of interest earned on investments in securities.

A sample of Report No. 4, Statement of Revenue, is shown in the 7956 lllustration.

REV. 413 MARCH 2011



REV. 413

SAM—RECONCILIATIONS AND REPORTS

SAM - RECONCILIATIONS AND REPORTS

(Revised 03/02)

Agency Name and Number
STATEMENT OF REVENUE - REPORT NO. 4
Fund Name and Number
For the period of July 1,20 ____to June 30,20 _
Ofthe __ Fiscal Year

Revenue For General Fund:

CODE NO. TITLE DETAIL TOTAL
0141200 Sale of documents 11,899.43
0142500 Misc Services to the Public 22,195.72
0161400 Miscellaneous Revenue 11,219.35
Total Revenue 45,314.50

RECONCILIATION OF STATE CONTROLLER'S REVENUE WITH STATEMENT OF REVENUE, JUNE 30, 20

DESCRIPTION DETAIL TOTAL
Total Revenue per State Controller's Office Accounts 45,091.73
Reconciling Factors:
Accruals per Report of Accruals 1/ 222.77
Adjustments to Controller's Accounts 2/ 0.00
Total Reconciling Factors 222.77
Total Revenue per Statement of Revenue 45,314.50

| certify (or declare) under penalty of perjury that the foregeing is true and correct and that
| have not violated any of the provisions of Article 4, Chapter 1, Division 4, Title 1,
Govemment Code (commencing with Seclion 1090).

Subscribed and executed this day of .20__ at
Califoria.

Signature of Officer

Type or prinl name of Officer

Title of Officer

1/ Cumrent year revenue only. The amount should agree with the revenue accrual total on the Report
of Accruals to Controller's Accounts, Report No. 1.

2/ This category should contain adjustments (other than year-end accruals) that have been recorded
on the agency's books but have not been recorded on the books of the SCO. Example - A
reimbursement that was emmoneously recorded by the SCO as revenue, has been corrected on
the agency's books. The comrecting entry had not been posted by the SCO as of June 30.

The amount should agree with the adjustments on the Form 576B, Adjustments to Controllers
Accounts, Report No. 3.

7956 llustration

MARCH 2011
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YEAR-END REPORT NO. 5, 7957
FINAL RECONCILIATION OF CONTROLLER’S ACCOUNTS WITH

FINAL BUDGET REPORT

(Revised 03/11)

At year-end, departments will prepare a Final Reconciliation of Controller's Accounts
with Final Budget Report, Report No. 5. This report presents a reconciliation of a
department’s appropriation balances with the SCO account balances as of June 30.
The SCO sends a Final Reconciliation of Controller’'s Accounts With Final Budget
Report, STD. 573 to departments for each appropriation that exists on the SCO records
as of June 30. The difference between the SCO and the department account balances
consists of: expenditure accruals as reported on Report No. 1, Report of Accruals to
Controllers Accounts; adjustments as reported on Report No. 3, Adjustments to
Controller's Accounts; and pending budget revisions, allocation orders, and/or executive
orders.

A sample of Report No. 5, Final Reconciliation of Controller's Accounts With Final
Budget Report, is shown in the 7957 lllustration.
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SAM - RECONCILIATIONS AND REPORTS
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SAM—RECONCILIATIONS AND REPORTS

YEAR-END REPORT NO. 6, FINAL BUDGET REPORT 7961
(Revised 6/14)

At year-end, departments will prepare a Final Budget Report, Report No. 6. This report
presents a summary status of appropriations including expenditures, encumbrances,
and balances as of June 30 for each appropriation.

This report is not submitted to the SCO, but is kept on file for year-end financial
reporting and audit purposes, except for CALSTARS departments that submit
automated statements. This report will be used to support past/prior year expenditures
during the budget development process.

A sample of Report No. 6, Final Budget Report, is shown in the 7961 lllustration 1 and
lllustration 2. Refer to SAM section 7940 for quarterly reporting.
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SAM—RECONCILIATIONS AND REPORTS

YEAR-END REPORTS NO. 7 AND 8,
PRE AND POST CLOSING TRIAL BALANCES 7962
(Revised 03/11)

At year-end, departments will prepare a pre-closing and post-closing trial balance as of
June 30. The Pre-Closing Trial Balance, Report No. 7, lists the general ledger account
balances for nominal and real accounts, including accruals and adjustments, before the
nominal accounts have been closed. The Post-Closing Trial Balance, Report No. 8,
lists the general ledger real account balances, including accruals and adjustments, after
the nominal accounts have been closed. General ledger accounts that require a
subsidiary number must be reported individually (e.g., Due to Other Funds, Due From
Other Funds, Prepayments to Other Funds, Provision for Deferred Receivables, etc.).
A pre and a post-closing trial balance are required for each fund in the State Treasury
(including the Special Deposit Fund) and for trust fund accounts outside the State
Treasury.

A sample of Reports No. 7 and 8, Pre and Post Closing Trial Balances, is shown in
7962 lllustrations 1 and lllustration 2.
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SAM—RECONCILIATIONS AND REPORTS

SAM - RECONCILIATIONS AND REPORTS

(Revised 03/02)
Agency Name and Number
PRE-CLOSING TRIAL BALANCE - REPORT NO. 7
Fund Name and Number
As of June 30,20 __

ACCT NO. ACCOUNT TITLE DEBIT CREDIT
1110 General Cash 215,599.78
1130 Revolving Fund Cash 79,799.46
1190 Cash on Hand 2,850.00
1311 Accounts Receivable - Abatements 10,311.29
1312 Accounts Receivable - Reimbursements 105,666.78
1315 Accounts Receivable - Dishonored Checks 2,364.00
1319 Accounts Receivable - Other 94,500.52
1380 Contingent Receivables 383,091.67
1410.0014 |Due From Hazardous Waste Control Acct 1,843,538.16
1420 Due From Other Appropriations 11,278,371.13
1590 Due From Other Governmental Enlities 216,978.22
1600.01315 |Provision for Deferred Rec.-Dishonored Cks 2,364.00
1600.01319 |Provision for Deferred Rec. - A/R Other 94,500.52
1600.01380 |Provision for Deferred Rec. -Contingent Rec 383,001.67
1710 Expense Advances 17,000.00 '
3010 Accounts Payable 1,908,340.81
3020 Claims Filed 1,567,760.00
3114.0044 |Due 1o Motor Vehicle Acct 273,951.93
31156 Due to Other Appropriations 11,281,639.16
3210 Due to Federal Govemment 132,561.66
3220 Due to Local Government 94,686.90
3290 Due to Other Governmental Entities 151,499.03
3400 Advance Collections 34,851.21
3730 Uncleared Collections 119,850.41
5570 Fund Balance - Clearing Account 37,219,440.96
8000 Revenue 45,314.50
8100 Reimbursements 5,974,840.19
9000 Appropriation Expenditures 44,984,070.61
9891 Refunds to Reverted Appropriations 4,893.35
9893 Prior Year Appropriations Adjustments 55,444 .68

59,289,586.30| 59,289,566.30

1 certify {or declare) under penalty of perjury thal the foregoing is true and correct and that
| have not violated any of Ihe provisions of Article 4, Chapter 1, Division 4, Title 1,
Government Code (commencing with Section 1090).

Subscribed and executed this day of .20__at

California

Signature of Officer

Type or print name of Officer

Thle of Officer

7962 lllustration 1
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SAM - RECONCILIATIONS AND REPORTS

{Revised 03/02)
Agency Name and Number
POST-CLOSING TRIAL BALANCE - REPORT NO. 8
Fund Name and Number
As of June 30,20
ACCT NO. ACCOUNT TITLE DEBIT CREDIT
1110 General Cash 215,599.78
1130 Revolving Fund Cash 79,799.48
1180 Cash on Hand 2,850.00
1311 Accounts Receivable - Abatements 10,311.29
1312 Accounts Receivable - Reimbursements 105,666.78
1315 Accounts Receivable - Dishonored Checks 2,364.00
1319 Accounts Receivable - Other 94,500.52
1380 Contingent Receivables 383,091.67
1410.0014 Due From Hazardous Waste Control Acct 1,843,538.16
1420 Due From Other Appropriations 11,278,371.13
1590 Due From Other Governmental Entities 216,978.22
1600.01315 |Provision for Deferred Rec.-Dishonored Cks 2,364.00
1600.01319  |Provision for Deferred Rec. - A/R Other 94,500.52
1600.01380 |Provision for Deferred Rec. -Contingent Rec 383,091.67
1710 Expense Advances 17,000.00
3010 Accounts Payable 1,908,340.81
3020 Claims Filed 1,567,760.00
3114.0044 Due to Motor Vehlcle Acct 273,951.93
31156 Due to Other Appropriations 11,281,639.16
3210 Due to Federal Government 132,561.66
3220 Due to Local Government 94,686.90
3290 Due to Other Governmental Enlities 161,499.03
3400 Advance Collections 34,851.21
3730 Uncleared Collections 119,850.41
5570 Fund Balance - Clearing Account 1,795,026,29
16.045,097.30] 16,045,097 30

| certify (or declare) under penalty of perjury that the foregoing is true and cofrect and that
I have not viclated any of the provisions of Asticle 4, Chapter 1, Division 4, Title 1,
Government Code (commencing with Section 1090).
Subscribed and executed this ____ day of 20__at
California

Signature of Officer

Type or print name of Officer

Title of OHicer

REV. 413
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YEAR-END REPORT NO. 9, 7963
ANALYSIS OF CHANGE IN FUND BALANCE (STATEMENT OF OPERATIONS)
(Revised 03/11)

The Analysis of Change in Fund Balance, Report No. 9, is also known as the Statement
of Operations. Departments must prepare an Analysis of Change in Fund Balance
when they account for any one of the following:
a. A non-governmental cost fund in its entirety.
b. An account within a non-governmental cost fund, such as accounts in the Federal
Trust Fund and the Special Deposit Fund.
c. Non-Treasury Trust Funds — Non-Treasury Trust Funds include all money outside
the State Treasury and all Agency Trust Fund Cash (e.g., Fund 0990).

The Analysis of Change in Fund Balance provides the beginning fund balance for the
fiscal year, plus any additions (e.g., revenues) less any deductions (e.g., expenditures).
All additions and deductions will be detailed by the individual account number and
amount. In addition, any interfund transactions will include a four-digit subsidiary
number to identify the related fund (e.g., 9811.0001 Operating Transfers In General
Fund).

The balance of a prior year appropriation account (e.g., Refunds to Reverted
Appropriations, Prior Year Appropriations Adjustments, etc.) as of June 30, will be
reported as an addition or deduction on Report No. 9, depending upon the account
balance as follows:

a. If the account has a credit balance, list the amount as an addition.

b. If the account has a debit balance, list the amount as a deduction.

The ending fund balance must agree with the fund balance shown on Report No. 20,
Statement of Financial Condition, if required.

A sample of Report No. 9, Analysis of Change in Fund Balance, is shown in the 7963
lllustration.

REV. 413 MARCH 2011
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(AGENCY)
ANALYSIS OF CHANGE IN FUND BALANCE
For a Govemmental Fund Accounted by a Single Agency
Fiscal Year Ended June 30, 19

Account No.

Fund Balance —Unappropriated, July 30, 19 ..o i 00003530

Additions:
REVEIUE -t eeteiienie e i sieennnib e saeessmm et e vme cns st aesnesssnsssnnssasssass 0ns 8000
Operating Transfers In. oo vz s 9811

Other Additionsl’ . ......cooooovroiees s .. 9821, 9891, 9893 (if a credit balance)

Total Additions

Deductions:

Appropriation Expenditures2’ AR = ... 900, 8100

Operating Transfers Out . ... VR e 9812
Other Deductionsl?. ....cccc vivviuimmcesiscsmrio i 9822, 9893 (if a debit balance)

Total Deductions

Fund Balance — Unappropriated, June 30, 19 ....oviiiiineciniininissiasas 0. 9530

/' List each account title and amount separately
Appropriation expenditures (9000) Less Reimbursements (8100)

o I

(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE
For a Proprietary Fund

Fiscal Year ended June 30, 19

Account No.

Fund Balance. July 1, 19XX
Fund Balance — Unappropriated. . ... . ..5530

Additions:
Operating Revenue (fumish supporting statement) Y i 8090
Capital Contributions (Permanent) Received during the Fiscal Year
(not unused prepayments or loans)g/ R B A DA Rz 5 100
Other Additions3 . .. e —— 9811

Total Additions

Deductions:

Operating Expenses (or Expenditures) (furnish supporting statement)l’._.. 9000, 8100
Capital Contributions (Permanent) returned during the Fiscal Year

7963 Tllustration

MARCH 2011
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(not unused prepayments or loans)® . .....5100
Other Deductions3’ i i L a1 400, 9812
Total Deductions

Fund Balance, June 30, 19XX
Fund Balanceé — Unappropriated — T 5530
Capital Contribution (Permanent) v R i e a 100
Total Fund Balance, June 30 193X

Y Overall supporting statement will suffice. Details by prison, industry, etc. are not required, but
statements showing these details are acceptable provided they also show combiried figures for the
fund.

2 Derived Dby analysis of Account No. 5100,
3/ List each account title and amount separately

7963 Tllustration
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(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE
for Trust and Agency Fund
(Other than the Special Deposit Fund and funds derived from Federal Sources)

Fiscal Years Ended June 30, 19

Account No.
Fund Balance — Unappropriated, July 1, 19XX.....ccc.ocoviaieioi it ianias 10,5530
Additions:
Operating REVENUC .......ccouives oo reis caieimesiaenrorseesessseressiosesesisass e etssoncesesonesen. 8000
Operating Transfers IN..... .. ..oiissision s misessresisnssssssesssssrarss sisisibize e seecene 9811
Other Additions L/, .. . e 28030
Total Additions
Deductions:
Operating Expenses (or Expenditures) . A I ,.9000
Operating Transfers Out ’ e i ; rRTe— ) I )
Other Deductions /... . 9000
Total Deductions
Fund Balance — Unappropriated, June 30, 19XX
_Deposits .. st e e e eereea ceeee <3910
Fund Balance —Unapproprlated R, e . 5530

Total Fund Balance, June 30, 19XX

L/ List cach account title and amount separately

7963 Illustration

MARCH 2011
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The general form of the Analysis of Change in Fund Balance will be as follows:

(AGENCY)
ANALYSIS OF CHANGE IN FUND BALANCE
For the Special Deposit fund
Fiscal Year Ended June 30,

Fund Balance, July 1,19

Additions: 1/
Receipts for Depositors 2/
Receipts from the Federal Government

Gifts and Grants Received 3/
Unclaimed Checks and Deposits

Other Additions 3/

Deductions: 1/
Payments to and for Depositors 2
Operating Expenditures Y
Operating Transfers Out R
Transfers to Controller's Accountability &/
Other Deductions 2/

Fund Balance, June 30, 19__

1/ Additions and deductions will be determined by analysis of the debit and credit entries to the

appropriate real accounts where the data requested above are not shown in nominal accounts.

2 "Receipts for Depositors" and "Payments to and for Depositors” represent all amounts credited and
charged respectively to depositors.

3 "Gifts and Grants Received” represents amounts received from donors (other than the Federal
Government) for the benefit of groups or for special projects or programs.

4 Operating Expenditures” represents expenditures from Special Trusts which are made for the purpose
for which the trust was established

2 "Operating Transfers Out" consists of transfers caused by miscellaneous types of transactions

& "Transfers to Controller's Accountability” represents the debits to Account No. 5530 for unclaimed
checks and deposits ordered into the State Treasury

£ List each account title and amount separately

7963 Illustration

MARCH 2011
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(AGENCY)
ANALYSIS OF CHANGE IN FUND BALANCE
For a Trust and Agency Fund Qutside the State Treasury
Fiscal Year Ended Tune 30,19

Fund Balance July 1,19 . (Should agree with Ending Fund Balance shown on prior year
statement)

Additions: 1/
Receipts for Depositors 2/
Interest and Dividend Income
Receipts from the Federal Government

Gifts and Grants Received 3/

Operating Revenue — Other &

Securities Received from or Purchased for Individuals &
Other Additions &

Deductions: 1F
Payments to and for Depositors 2
Operating Expenses (or Expenditures) 2/
Operating Transfers Out 3/
Securities Sold for or Released to Individuals 3/
Other Deductions &’

Fund Balance, June 30,19 . (Should agres with Fund Balance shown on statement of Financial
Condition).

L/ Additions and deductions will be determined by analysis of the debit and credit entries to the

appropriate real accounts where the data requested above are not shown in nominal accounts

e "Receipts for Depositors” and "Payments to and for Depositors” represents all amounts credited and
charged respectively to depositors.

3/ "Gifts and Grants Received" represents amounts received from donors (other than the Federal
Govemment) for the benefit of groups or for special projects or programs

4/

=/ "Operating Revenue — Other" includes any other source of income, such as canteen or concession
profits, for which no other provision is made in this statement form.

"Securities Received from or Purchased for Individuals” represents a portion of the credits to Account
No. 3510, Deposits. The debits to this account will be shown under deductions as "Securities Sold for
or Released to Individuals "

2/ List each account title and amount separately

£+ "Operating Expenditures” represents expenditures from Special Trusts which are made for the purpose
for which the trust was established

7963 Illustration
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"Operating Transfers Out" consists of transfers caused by miscellaneous types of transactions. The
drawing of a check to remit to the State Treasury unclaimed checks and deposits, other deposits, or
special trusts is not considered a transfer. The drawing of a check to remit the amount of unclaimed
checks is not reported as a deduction since the check payable to the State Treasurer is merely one in
substitution of the unclaimed checks and has no effect on the entries made at the time the unclaimed
checks were written. The drawing of a check to remit unclaimed trust deposits is reported is an "Other

Deduction."

7963 Tllustration
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(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE
For a Retirement Fund

Fiscal Year Ended June 30,19

Fund Balance — Unappropriated, July 1 19XX......cooooviioiiorires

Additions: .............

Member Contributions

Employer Contributions
State
Public Agencies
Income from Investments
Subrogation Collections

Other Additionsl/

Deductions:...........

Contributions Refunded (Including Interest)

Death Benefits Paid
Retirement Allowance Paid
Subrogation Payments

Other Deductionsl/
Total

Fund Balance — Unappropriated, June 30, 19XX

1" List each secount tiile and amount separately

Account No.

rernrennnn 3530

wriennn..8090

...9000, 9812

5530

(AGENCY)

ANALYSIS OF CHANGE IN FUND BALANCE
For Trust and Agency Fund

(Derived from Federal Sources)

Fiscal Year Ended June 30, 19__

Fund Balance — Unappropriated, July 1, 193X .. ..ocuvveivirereeessssensoeeneemeeess s

Additions:

Federal Grants and COMACES ...................vivsiesoss inrsinsissessinsssmsdsmesbi it i

Operating Transfers In

Other AdditionsV/ .. ... ... .. ..
Total Additions

Deductions:

Operating Expenditureszl
State Operations S
Local Assistance $

7963 Illustration
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Account No,
5530

8020
L9811

8000

..9000, 8020
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Operating Transfers Out ..ot amsiminma9812

Other Deductionsl! .. : 9000
Total Deductions

Fund Balance — Unappropriated, June 30, 19XX . . . .. ..o oo o0 ., 5530

1/ List each account title and amount separately
V) Operating Expenditures (9000) less Federal Grants and Contracts (8020)

7963 Illustration
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YEAR-END REPORT NO. 10 7965
ANALYSIS AND RECONCILIATION OF REVOLVING

FUND ACCOUNTABILITY

(Revised 03/11)

During the fiscal year, Account No. 1130, Revolving Fund Cash, is accounted for on an

imprest basis. Because the revolving fund consists of items other than cash, this

procedure will overstate cash in a department’s year-end reports. Therefore, adjusting

entries are necessary at year-end to properly reflect the actual revolving fund

composition, as of June 30, for year-end report purposes. The adjusting entries will

reduce the balance of the revolving fund cash account to the balance of the revolving

fund portion of the department’s checking account. The adjusting entries are recorded

in the fund the revolving fund was withdrawn from and are reversed as of July 1. The

amounts of these entries will also be shown on the Accrual Worksheet, Report No. 2 as

Revolving Fund Adjustments. See SAM section 10601.

The source for the adjusting entries is an Analysis and Reconciliation of Revolving Fund

Accountability, Report No. 10. The report consists of the following:

a. Cash in subrevolving funds, undeposited receipts, and unreceipted SCO warrants in
transit issued for reimbursement of the revolving fund.

b. Cash book balance — Amount of revolving fund cash in the department’s general
checking account.

c. Salary and travel advances — Amount of outstanding advances to employees for
salary and travel advances.

d. Claims filed on or before June 30 to reimburse the revolving fund but not paid by
June 30.

e. Revolving fund disbursements not scheduled for reimbursement by June 30 and
expenditures have been accrued via the A-8 entry.

f.  Amount of revolving fund withdrawn from appropriation or pursuant to statute.

Report No. 10 is not submitted to the SCO, but it is kept on file with other year-end
reports for audit purposes.

A sample of Report No. 10, Analysis and Reconciliation of Revolving Fund
Accountability, is shown in the 7965 lllustration.

REV. 413 MARCH 2011
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(Revised 03/02)

Agency Name and Number
ANALYSIS AND RECONCILIATION OF
REVOLVING FUND ACCOUNTABILITY, REPORT NO. 10
As of June 30,20___

DETAIL TOTAL

1. Cash book balance (as shown on bank statement) -
Revolving fund portion of centralized State Treasury
System bank account no. $7,300.00

2. Cash on hand:
a. Cash in subrevolving funds (e.g.,change 200.00
funds and cash purchase funds)
b. Undeposited receipts 50.00
c. Unreceipted SCO warrants in
transit for reimbursement of
revolving fund 600.00 850.00

3. Advances:
a. Salary 1,000.00
b. Travel 500.00 1,500.00

4, Claims filed but not yet paid by the SCO 4,000.00

5. Revolving fund disbursements not scheduled
for reimbursement by June 30 1/ 1,700.00

6. Amount of revolving fund withdrawn
from appropriation or pursuant to statute $15,350.00

1/ Excluding salary and travel advances to employees

7965 llustration
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YEAR-END REPORT NO. 11, BANK RECONCILIATION 7967
(Revised 6/14)

This report will be prepared by departments in accordance with SAM section 7923
requirements for monthly bank reconciliations. Report No. 11 is not submitted to the
SCO, but it is kept on file with other year-end financial reports for audit purposes.

A sample of Report No. 11, Bank Reconciliation, is shown in the 7967 lllustration.

REV. 426 JUNE 2014
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{Revised 06-14)

AGENCY NAME AND NUMBER
GENERAL CHECKING ACCOUNT RECONCILIATION, NO.
For Period Ending June 30, 20

Report No. 11

Beginning Balance Receipts Disbursements Ending Balance
as of Mav 31, 20 ADD DEDUCT as of June 30,20
PER CONTROLLER'S STATEMENT: $440,000,00 $5,000,000.00 $5,100,000.00 $340,000.00
Deposits in Transit:
May31,20 50,000.00 -50,000.00 0.00
June 30,20 __ 80,000.00 ‘80,000.00
Outstanding Checks:
May 31,20 -40,000.00 -40,000.00 0.00
June 30,20 120,000.00] -120,000.00,
SCO Reconciling ltems:
1. Ck #452-671110 for $50,000.00,
Redeemed for $40,000.00 10,000.00 -10,000,00
ADJUSTED SCO BALANCE $450,000.00 $5,030,000.00 $5,190,000.00 $290,000.00
Detail of Agency Records
General Cash Accounts
Fund #### $123,400.00 $3,123,200.00 $3,198,100.00 $48,500.00
Fund ##it4 217,800.00 1,833,300.00 1,946,900.00 104,200.00
Revolving Fund Cash 8,800.00 8,500.00 10,000.00 7,300.00
Agency Trust Fund Cash 100,000.00 65,000.00 35,000.00 130,000.00
TOTAL BOOK BALANCE 450,000.00 5,030,000.00 5,190,000.00 290,000.00
Cash Reconclling Items:
0.00
ADJUSTED BOOK BALANCE $450,000.00 $5,030,000.00 $5,190,000.00 $290,000.00
Prepared by: Date -
Reviewed by: Date

7967 lllustration
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YEAR-END REPORT NO. 13,
REPORT OF EXPENDITURES OF FEDERAL FUNDS 7974
(Revised 9/2014)

At year-end, departments will prepare a Report of Expenditures of Federal Funds,
Report No. 13, for all federal funds. Departments must report expenditures and
encumbrances for each federal award by Catalog of Federal Domestic Assistance
(CEDA) number and program title. Expenditures shall include accruals of all valid
obligations incurred and receivables earned as of June 30, with the exception of
payments to sub-recipients which must be recorded on a cash basis. Circular A-133
defines a sub-recipient as a non-federal entity that expends federal awards received
from a pass-through entity to carry out a federal program, but does not include an
individual that is a beneficiary of such a program. For additional guidance on year-end
financial reporting, refer to SAM section 17130.

The remaining balance of the grant shall not be accrued as expenditure if it does not
represent valid obligations incurred as of June 30. Encumbrances shall include
commitments that will become expenditures after June 30 when goods or services are
received.

The original signed Report No. 13 is submitted to the Department of Finance (Finance),
Fiscal Systems and Consulting Unit by August 20th. A copy of Report No. 13 must be
submitted to the State Controller's Office with the year-end financial reports. Supporting
documentation used to prepare the Report No. 13 must be maintained by the
department in the event Finance, Office of State Audits and Evaluations or the
California State Auditor’s Office requests to review.

A sample of Report No. 13 is shown in the 7974 lllustration.
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YEAR-END REPORT NO. 14, 7975
REPORT OF ACCOUNTS OUTSIDE THE STATE TREASURY
(Revised 12/13)

At year-end, departments (including agencies) must prepare a Report No. 14, Report of
Accounts Outside the State Treasury, form STD, 445. The Report No. 14 must include
any account outside the centralized State Treasury System (CTS) in which state money
is deposited or must indicate that there are no accounts to report. Department of
Finance (Einance), Fiscal Systems and Consulting Unit (FSCU) approval (See SAM
section 8002) or statutory authority is required to maintain accounts outside of the CTS.

Each Report 14 shall include the tax identification number(s) under which the accounts
were or could be established, department name, address, organization code, fiscal
year-end date, signature, name and title of officer signing the report, contact telephone
number and date signed. Only one Report No. 14 per department shall be submitted.

If no accounts exist outside the CTS, indicate “No accounts outside State Treasury” on
the Report 14.

When there are accounts outside of the CTS, the Report No. 14 shall include the
following:

 Account title and number appearing on bank/savings and loan/other depository
statement.

e Type of account (savings, checking, ZBA, certificate of deposits, investment,
etc.).

 Brief description and purpose of account. Must be consistent with the purpose
approved by Finance, FSCU or authorized by law.

e Name and address of depository and branch.
e “Finance approval” and date or specific statutory authority.

» Book balance of account as of June 30. If the account was closed during the
reporting period, include “N/A” and the date when the account was closed.

* Indicate whether the account is collateralized or if collateral is not required.

(Continued)
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(Continued)

YEAR-END REPORT NO. 14, 7975 (Cont. 1)
REPORT OF ACCOUNTS OUTSIDE THE STATE TREASURY

(Revised 12/13)

Accounts outside the CTS shall be reviewed periodically to ensure compliance with
Finance approval and/or legal authority. If the account was approved by Finance and
there is a need to update any conditions of the approval, including the purpose of the
account or the banking information, a new request for approval must be submitted to
Finance FSCU.

The department head or designee that is at least one level above both legal and
administrative functions is required to certify under penalty of perjury all information
stated on the Report No. 14 is true and correct and the use of the account(s) is
consistent with Finance approval or as authorized by law. A designee shall only be
allowed to certify Report No. 14 in the absence of the department head. The
certification also affirms the deposited funds will be adequately collateralized throughout
the year in accordance with law. For additional information regarding the security and
collateral requirements, consult with the State Treasurer’s Office (STO).

The original Report No. 14 must be sent to the STO and a copy must be sent to the
State Controller’'s Office by August 20.

A sample of Report No. 14 is shown in the 7975 lllustration.
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YEAR-END REPORT NO. 15, 7976
RECONCILIATION OF AGENCY ACCOUNTS WITH TRANSACTIONS

PER STATE CONTROLLER

(Revised 6/14)

This report assures the accuracy and completeness of a department's revenue and
expenditure accounts reported on its year-end financial reports. The Report No. 15
presents a reconciliation of a department's nominal accounts, the 8000 and 9000 series
general ledger accounts with transactions per the State Controller as of June 30. The
fund administrator will also record in their accounting system and include on the Report
15 certain statewide assessments charged to the fund. Submit this report with other
year-end financial reports to the SCO.

A sample and instructions of how to complete Report No. 15, Reconciliation of Agency
Accounts with Transactions per State Controller, is shown in the 7976 lllustration 1 and
lllustration 2.
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SAM — RECONCILIATIONS AND REPORTS
(Revised 06/14)

Agency Name and Number
Fund Name and Number
RECONCILIATION OF AGENCY ACCOUNTS WITH TRANSACTIONS PER STATE CONTROLLER
Fiscal Year Ending June 30, 20XX

Column Description

A Transactions Per Controlier - Enter from the “Expend/Revenue” column of the Controller's Agency
Recongiliation Report at June 30, 20XX.

Enter the Revolving Fund Advance and Service Revolving Fund Advance from the "Advance"
column of the Controller's Agency Reconciliation Report

Enter the amounts for the prior year advances from last year's Report 15.

B Reverse prior year Adjustments to Controller's Accounts. Enter reversal of [ast year's Report 15,
Column E, Adjustments to Controller's Accounts.

C Reverse prior year Accruals. Enter reversal of last year's Report 15, Column F, Accruals,

D Reverse PY Corrections Made by Controller's. Enter reversal of any prior year corrections made by
SCO to Report No 1, Report of Accruals to Controller's Accounts and Report No 3, Adjustments to
Controller’s Accounts

E Current year Adjustments to Controller's Accounts. Enter from Report No. 3, Adjustments to
Controller's Account

F Current year Accruals, Enter from Report No. 2, Accrual Worksheet, Use amounts from the last
column of Report No. 2 titled “"Net Total Accruals Per Agency” and use opposite sign.

G The total of columns A through F must equal the total of columns H through O

H-O Columns H through O must agree with the corresponding nominal accounts, 8000 and 9000 series
accounts, on the Pre-Closing Trial Balance, Report No. 7

Use additional columns to identify other accounts as necessary

See 7962 lllustration 1 for detail

P Statewide Assessments include assessments for (1) SCO reporting for the Comprehensive Annual
Report (GAAP reporting),; (2) Finance, Fiscal Systems and Consulting Unit; and (3) Financial
Information System for California,

The Fund Administrator will record and report Statewide Assessments. Obtain amounts from
Controller’s Journal Entries for these assessments which will display the organization code of the
department assessing the charge (e.g., 0840 for SCO, 8860 for Finance.) Do not include statewide
assessments for charges recorded against your department’s organization code, as these types of
assessments are charged to your department's appropriations (e.g., Pro Rata.)

CALSTARS departments which submit manual year-end financial reports will report statewide
assessments in Column P. The statewide assessments in Column P will be independent of other
figures on Report 15. The total of Column H, Appropriation Expenditures must agree to total
expenditures (GL 9000) on the Pre-Closing Trial Balance (Report No. 7). CALSTARS departments
should refer to the CALSTARS Praocedure Manual for detailed instructions on how to record the
transactions,

Non-CALSTARS departments will report statewide assessments as expenditures in Column H,
Appropriation Expenditures. Total appropriation expenditures on Report 16 must agree to total
expenditures on Report 7, the Pre-Closing Trial Balance

7976 Nustration 2
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YEAR-END REPORT NO. 18, 7977
STATEMENT OF CHANGES IN CAPITAL ASSETS GROUP OF ACCOUNTS
(Revised 6/14)

This report accounts for changes resulting from capital asset acquisitions and
dispositions during the fiscal year. Submit this report for each fund, except for Fiduciary
Funds, with other year-end financial reports to the SCO. See SAM sections 7463 and
8660 for additional information.

A sample of Report No. 18, Statement of Changes in Capital Assets Group of Accounts,
is shown in the 7977 lllustration.

REV. 426
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YEAR-END REPORT NO. 19, 7978
STATEMENT OF CAPITAL ASSETS GROUP OF ACCOUNTS

(Revised 6/14)

This report accounts for the total capital assets of a department and identifies the fund
that purchased the capital assets. Report No. 19 summarizes the information contained
in Report No. 18 as of June 30. Submit this report with other year-end financial reports
to the SCO. See SAM sections 7463 and 8660 for additional information.

A sample of Report No. 19, Statement of Capital Assets Group of Accounts, is shown in
the 7978 lllustration.
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Agency Name and Number
Statement of Capital Assets Group of Accounts - Report No. 19
As of June 30, 20XX

Debit Credit
Balance Balance

CAPITAL ASSETS
Tangible Assets

Land (2310) $ 1,225,000 88

Buildings (2321) 2,861,000.00

Improvements Other Than Buildings (2331) 535,000.00

Equipment (2341) 425,600.00

Construction Work in Progress (2350) -

Infrastructure - Depreciable (2362) -
Intangible Assets

Computer Software - Amortizable (2411) 126,000.00

Land Use Rights - Amortizable (2412) 100,000.00

Patents, Copyrights, and Trademarks - Amortizable (2413) 50,000 00

Other Intangible Assets - Amortizable (2414) -

Land Use Rights - Non-Amortizable (2422) -

Patents, Copyrights, and Trademarks - Non-Amortizable (2423) -

Other Intangible Assets - Non-Amortizable (2424) -

Internally Generated Intangible Assets In Progress (2430) 1,000,000.00
TOTAL CAPITAL ASSETS $  6,321,600.68 '
Investment in Capital Assets from:*
General Fund (0001) 4,864,202.86
Capital Outlay Funds (specify fund name and number) 654,856.80
Cther Funds (specify fund name and number) 802,541.22
TOTAL INVESTMENT IN CAPITAL ASSETS $  6321,600.88 '

1. Physical inventories of capital assets are made at least once every three years
2. Subsidiary capital asset records are in agreement with the general ledger control accounts shown above

7978 lllustration
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YEAR-END REPORT NO. 20,
STATEMENT OF FINANCIAL CONDITION 7979
(Revised 03/11)

This report discloses the balances of the assets, liabilities, and fund equity as of

June 30. Departments must prepare a Statement of Financial Condition when they

account for:

a. A non-governmental cost fund.

b. An account within a non-governmental cost fund, such as the Federal Trust Fund
and the Special Deposit Fund.

General ledger accounts that require a subsidiary number must be reported individually
(e.g., 1400.0001 Due From General Fund).

A sample of Report No. 20, Statement of Financial Condition, is shown in the 7979
lllustration.
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SAM - RECONCILIATIONS AND REPORTS
(Revised 03/02)

Agency Name and Number
Fund Name and Number
STATEMENT OF FINANCIAL CONDITION - REPORT NO. 20
As of June 30,20 __

Account
Number Account Description Total
ASSETS
1313 Accounts Receivable - Revenue $30.00
1110 Cash 70.00
1410.0681 Due From Surplus Money Investment Fund 101.68
TOTAL ASSETS $201.68
LIABILITIES AND FUND EQUITY
5530 Fund Balance - Unappropriated $201.68

TOTAL LIABILITIES AND FUND EQUITY $201.68

| certify (or declare) under penalty of perjury that the foregoing is true and correct
and that | have not violated any of the provisions of Article 4, Chapter 1, Division 4,
Title 1, Govenment Code (commencing with Section 1090).

Subscribed and executed this day of ,20__at
California.

Signature of Officer

Type or print name of Officer

Title of Officer

7979 lllustration
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YEAR-END REPORT NO. 22,
STATEMENT OF CONTINGENT LIABILITIES 7980
(Revised 03/11)

This report discloses estimated liabilities such as federal audit exceptions, other audit
exceptions, and pending litigation. A Statement of Contingent Liabilities, Report No.
22, is not required if there are no contingent liabilities. In this situation, departments will
indicate that there are no contingent liabilities to report in the certification letter to the
SCO.

A sample of Report No. 22, Statement of Contingent Liabilities, is shown in the 7980
lllustration.

REV. 413 MARCH 2011



REV. 413
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SAM - RECONCILIATIONS AND REPORTS
(Revised 03/02)
Agency Name and Number
Fund Name and Number
STATEMENT OF CONTINGENT LIABILITIES - REPORT NO. 22
As of June 30, 20__ _
Prepared by
Telephone number:
Estimated
Reference or Estimated Date of
Type of Contingent Liability Identification Amount Payment Comments
ex. Federal Audit Federal Audit
Exception Number Dollar Amount By fiscal year
| certify (or declare) under penalty of perjury that the foregoing is true and correct
and that | have not violated any of the provisions of Article 4, Chapter 1, Division 4,
Title 1, Govemment Cade (commencing with Section 1090).
Subscribed and executed this day of . 20__at
California.
Signature of Officer
Type or print name of Officer
Title of Officer
7980 lllustration
MARCH 2011
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REPORTING CHANGES IN ACCRUALS - SUBSEQUENT EVENTS 7981
(Revised 6/14)

Reporting changes in accruals enable the State Controller’s Office (SCQO) to more
accurately prepare an annual report as required by law.

After issuing its year-end financial reports, if a department determines there are material
differences between amounts accrued as of June 30 and subsequent events (e.g.,
receipts and expenditures) relating to prior year funds, it will immediately contact the
SCO, Division of Accounting and Reporting, for instructions. The definition of material,
for this purpose, is a net change in the total accrued income and the total accrued
expenditures of $100,000 or more. If possible, submit changes to the SCO by
September 15.

To determine if material changes have occurred, departments will periodically review
their expenditure and income accruals as follows:

a. Expenditures

Prior year expenditures incurred and abatements received to the date of the review,
plus an estimate of prior year expenditures yet to be made and abatements to be
collected, will be compared with the amount anticipated when the expenditure
accrual was determined.

b. Income

The total of amounts billed as prior year income and amounts of prior year income
received at the date of the review, plus an estimate of prior year income yet to be
billed or received, will be compared with the total amount of income anticipated
when the income accrual was determined.

If the net effect of (a) and (b) above is $100,000 or more, departments will contact the
SCO for instructions.

Departments will not reopen its prior year accounts to record income changes because
such subsequent events are recorded as prior year adjustments in the year they occur.
However, if the SCO includes the adjustments in the annual report for expenditures,
departments must reopen its accounts and post the adjustment in order for the
expenditures in the following year to agree with the records of the SCO.

REV. 426



SAM—RECONCILIATIONS AND REPORTS

ANALYSIS OF CASH IN TRANSIT 7982
(Revised 03/11)

Departments will prepare an Analysis of Cash in Transit as of June 30. This analysis is
not submitted to the SCO, but kept on file with other year-end reports for audit
purposes. A recommended format is shown below.

ANALYSIS OF CASH IN TRANSIT
As of June 30,20

Remittance Advice Controller's Receipt
Total

Fund | No. Date | Amount Et,md No. Date
1/

0001 1009 6/29 $500 2749 | 7/3

0001 1010 |6/29 1,500 2775 7/6
$2,000

1234 1011 6/29  $1,000 2781 7/3

1234 1012 6/29 .2,500 2799 | 7/6
$3,500

1/ Must agree by fund with the June 30 balance of Account No. 1150, Cash in Transit to
State Treasury.
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