San Bernardino County Superintendent of Schools

Fiscal Management and Advisory Services

TIMELINES

2006-07 Adopted Budgets, Year-End Activity and Final Financial Reports 2005/06
K-12 (SINGLE & DUAL BUDGET ADOPTION CYCLE DISTRICTS) AND COMMUNITY COLLEGES

YEAR-END CLOSING DEADLINES

	DEADLINE
	ACTIVITY
	DISTRICT RESPONSIBILITY
	COUNTY OFFICE RESPONSIBILITY

	
	
	
	

	April 21, 2006
	Newspaper Designation Certification
	Take Board action on Newspaper by 4-21.  Pay for Advertisement

Provide name of local paper to COE
	Place ads in newspapers of general circulation within timelines designated by District Board Meeting to adopt Budget.

	
	
	
	

	June  9, 2006

	Interfund Transfers-Inactivated 2:30pm
	Documentation must be received in School Claims by 6-12 at 4:00 p.m.
	School Claims will process as June business.

	
	
	
	

	June  9, 2006

	Final Accounts Payable “OPEN” Batch Listing And Interfund Transfers
	Districts should validate that they do not have open batches for both Accounts Payable and Interfund Transfers
	

	
	
	
	

	
	Commercial Warrants Batches must be released in system no later than 2:30 pm (June 9, 2006)
	
	

	
	
	
	

	June 12, 2006
	Commercial Warrants Pre-List

(includes Wire Transfers)
	“Pre-lists” must be received in School Claims June 12th by 4:00 p.m.

Interfund transfers must be received in School Claims by 4:00 p.m.
	School Claims will process commercial pre-lists received by the June 12th deadline (4:00 p.m.) as June business on the June financial system

	
	
	
	

	June 16, 2006
	Warrant Cancellations
	Must be received in School Claims by 4:00 p.m. (If not by June 16th must be established as an accrual.)
	School Claims will process warrant cancellations received by the June 16th deadline (4:00 p.m.) as June business.

	June 16, 2006
	Books closed to Cash Transactions (Except Deposits) at County Auditor
	See above year-end deadlines.
	

	
	
	
	

	
	County Cash Transfers
	
	BAS, Retirement and Internal Business submit cash transfers to School Claims.  The Transfers must be received in School Claims by 4:00 p.m. (Cash Transfers affecting the Auditor’s Financing Accounting System (FAS).

	
	
	
	

	
	Journal Entries/Cash Journal Vouchers
	Must be received in School Claims by 4:00 p.m. for journal entries requiring School claims audit.

Journal Entries that do not require School Claims audit may be posted by districts until June month-end closing the date of July 10.
	All journal entries (which require School Claims’ audit) received by 4:00 p.m. on June 16, 2006 will be processed by School Claims on the June books before closing the month of June 2006.  Intra-district (Journal Entries that do not require audit by School Claims) may be posted by districts until the June month-end closing date of July 10.

	
	
	
	

	June 21, 2006
	Deposits of Money
	Must be received in School Claims by 3:00 p.m.
	School Claims will process deposits received by June 21 deadline (3:00 p.m.) as June business.  On the UA’s, this is the figure to be used as 7/1/06 beginning cash balance in the County Treasurer with any other transactions posted by School Claims through the month end process. Deposits for June receipts made after this date are treated as Accounts Receivables.
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	DEADLINE
	ACTIVITY
	DISTRICT RESPONSIBILITY
	COUNTY OFFICE RESPONSIBILITY

	June 23, 2006
	Commercial Warrants Security ID Card

Inactiviated
	
	Inactivation is initiated by School Claims at 2:30 p.m.

	
	
	
	

	
	
	
	

	June 26, 2006
	Old Stores (consortium system)
	Final Stores transactions completed by 4:00 p.m.
	(I.T. closes Stores Flag to 05/06)

	
	
	
	

	June 26, 2006
	Unemployment Insurance Rates Established
	
	School Claims supplies to IT to enter – for July 1 Payrolls

	
	
	
	

	June 30, 2006
	2005-06 ACCRUALS: District Input
	Purchase Orders can be rolled to Current Liability.   Receipt of goods and services as of 6-30-2006 must be validated.

Accrual reports should be submitted to BAS when cmpleted.  Districts should lock system after completion of accruals.
	BAS will validate accruals week of August 14, 2006

	
	
	
	

	
	Districts may begin entering Accruals “on or before 7-1” or wait until July 10 for close of June Month
	District must use AP set-up program to enter accruals and journal to proper set-up objects.
	

	
	
	
	

	July 1, 2006
First Business Day

Monday July 3, 2006
	Budget Transfers
	Must be received by BAS by 4:00 p.m.
	Budget transfers received by July 1 will be processed on the June books before closing the mounth of June 2006.  Intra-district budget transfers may be posted by districts until the June month-end closing date of July 10.

	
	
	
	

	
	
	2006-07 BUDGET PROCESS DEADLINES & DISTRICT/

COUNTY RESPONSIBILITIES
	

	
	
	
	

	July 1, 2006
Or sooner

First Business Day 

July 3, 2006
	BUDGET SUBMISSION:
(K-12 Single Budget Adoption Cycle Districts)
2005-06 Budget Data (as adopted by Governing Board) must be in the Financial System by 8:00 a.m.

Monday July 3, 2006
	File with BAS by 4:00 p.m within 5 days of adoption

All districts must input 2006-07 budget data in GLD and lock system.  (NOTE:  all budgets will be locked Tentative Status in GLD pending BAS validation of agreement between budget document and data in system).
	BAS will validate agreement between and hard copy of budget.  BAS will unlock system for any corrections required to be made by District.  After validation, budgets will be rolled to  “ADOPTED STATUS” in FCS 

 Deadline for BAS review of Budgets:  August 15  Once Budget is approved, budget will be rolled to “APPROVED STATUS”.


	
	
	
	

	
	(Community Colleges) Tentative

	File with BAS by July 1, 2006  Statutory Date

	BAS Reviews  Community Colleges:
Budgets remain in “TENTATIVE STATUS” in FCS but system will be unlocked to allow continued financial activity
And input of proposed adopted budget



	
	Charter School Budgets
	District Review Completed and filed with BAS by July 1, 2006

First Business Day July 3, 2006
	BAS comments on District Review of Charter  during District Budget review.

	
	
	
	

	
	
	
	

	
	
	
	

	NOTE:  ADOPTED BUDGETS MUST BE SUBMITTED TO BAS WITHIN 5 WORKING DAYS OF ADOPTION OR BY JULY 1ST, WHICHEVER OCCURS FIRST.
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	DEADLINE
	ACTIVITY
	DISTRICT RESPONSIBILITY
	COUNTY OFFICE RESPONSIBILITY

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	July 3, 2006
	Self Insured Workers Comp Rates
	Provide Worker’s Comp Rates to School Claims Attn: Lupe Saldivar in writing if not part of IPA
	School Claims. changes rates for July 15 and all future payrolls

	
	
	
	

	
	JPA Worker’s Comp Rates
	
	Risk Management provides rates to School Claims
School Claims changes rates for July 15 and all future payrolls

	
	
	
	

	No later than 

July 5, 2006
	System opened for 2006-07 payment processing
	
	School Claims aims to have the system opened by third working day of the month, July 3.  

	July 7, 2006
	Workers  Compensation Rate Change
	School Claims/I.T. enters for July 15th semi monthly
	School Claims will enter  rates received from Risk Mgmt & Self Insured Districts.

	July 9, 2006
	New Stores (Evaulation Journals)
	Post Stores evaluation adjusting journals to close inventory
	

	
	
	
	

	July 10, 2006
	2005-06 Unaudited Actuals books closed to all month of June activity
	
	System is locked by School Claims @ 2:30 p.m.

	
	
	
	

	
	System is closed to all further transactions that affect actual month of June cash activity.  
	Districts may book year-end  accruals, journals and budget transfers.  
	BAS begins process of journal audit and posting.

	
	
	
	

	Week of July 10, 2006
	Final Monthly Financial Report 

(excluding Accruals)
	Districts have system-capability to run month end report builders to determine final data for June

* Financial Activity Report (FAR210)

* Budget Summary Report (BDX 210)

* General Ledger Report (GLD 160)
	

	
	
	
	

	
	
	NO FURTHER INVOLVEMENT
 BY  SCHOOL CLAIMS
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	DEADLINE
	ACTIVITY
	DISTRICT RESPONSIBILITY
	COUNTY OFFICE RESPONSIBILITY

	July 11, 2006
	Enter 2005-06 Accruals:  District Input
	Accrual reports should be submitted to BAS when completed.  Districts should lock system after completion of accruals.
	BAS will validate accruals.

	
	
	
	

	
	For districts that waited to receive the official Final June Financial Report from School Claims before entering Accruals.
	Accrual Reminder:  Districts must use AP set-up program and JE to proper set-up object.
	

	July 20, 2006
	Financial Extract to SACS Software completed for

Review of SACS TRC errors

Preliminary Close report error listing review
	District completes all error corrections in the financial system to ensure no SACS material errors upon closing,
	BAS advisors work with districts needing help.

	
	
	
	

	July 25, 2006
	ACCRUAL LISTING to district
	District validates that accruals listed have been incorporated into their accruals and reflected in proper set-up object.
	BAS will provide list to districts of common accruals know.

	August 1, 2006
	Year end Appropriation Transfer
	Small districts Elementary under 901 ADA
Unified under 1501 ADA

Submit Board Resolution requesting COE to identify and process transfers covering all major object code classifications between funds to permit payment f obligations at the close of the fiscal year.
	Work with small districts on appropriation transfers within deadlines dates.

	August 21 2006
	Financial Extract to SACS Software completed for

Review of SACS TRC errors

Preliminary Close report error listing review
	District completes all error corrections in the financial system to ensure no SACS material errors upon closing,
	BAS advisors work with districts needing help.

	
	
	
	

	August 14, 2006

4:00 p.m.
	Journal Entries and Cash Journal Vouchers
Budget Transfers

FAR 311 Accrual Reports – Certified by District Authorized Agent to sign District Orders 
Deadline for receipt of Journal Entries and Budget Transfers for preliminary negative appropriation report.


	Submit to BAS by 4:00 p.m. August 14

Submit to BAS by 4:00 p.m. August 14

Transfers should cover amounts entered from accruals so that all

Major Object expense lines have positive balance
Submit to BAS by 4:00 p.m. August 14

Items picked up by County Schools Express mail courier on Monday Augusts 14 for delivery to BAS will be considered meeting the 4:00p.m. deadline. 
	BAS will validate non-accrual Journal Entries and Transfers received to date and post to system by 2:00 p.m. August 14th.

All others will be processed as part of accrual process.  

Districts are reviewed on a first in basis.  Status of Accrual review letters are sent to all districts at the close of accrual audit week.

	
	******Books Closed 4:00 p.m. **********
	Districts Complete Close Report Once all Transactions are Posted

Extract Final SACS Financial Data Complete Supplementals  
	

	August 15, 2006

To August 22, 2006
	BAS review of FAR 311 Accruals Reports
	Districts reviews SAC Reports for final Board Approval and completes Supplemental Reports and Board Presentation
	Review REASAP

	
	
	
	Review District Budget Major Object Appropriation Balance

	
	
	
	

	
	
	
	

	August 15, 2006
	Deadline for BAS review of Tentative Budgets

Community Colleges
	
	Upon approval of budget by BAS.  2006-07 Budgets will remain in “Tentative System” in system; however, system will be unlocked by BAS to allow continued district financial activity.

	
	
	
	

	
	Deadline for BAS review of Final Adopted Budgets (K-12 Single Budget Adoption Cycle Districts)
	
	Upon approval of Budget by BAS, 2006-07 budget will be rolled from “Adopted Status” to “Approved Status” in FCS and GLD as final budget approval letters are sent to district CBOs.
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	DEADLINE
	ACTIVITY
	DISTRICT RESPONSIBILITY
	COUNTY OFFICE RESPONSIBILITY

	
	
	
	

	August 22, 2006
	Accrual and Appropriation Letter
	Review Letter.  Process appropriate journals and budget entries by August 29, 2006 4:00 p.m.
	BAS notifies districts of any discrepancies discovered during accrual review.

	August 22-29, 2006
	Technical Corrections to the Unaudited Actuals in the form of Journal Entries and Budget Transfers to BAS by 4:00 p.m.  System locked 4:00 p.m.
	Districts should complete final reviews of U/As for technical errors and process any required journal entries or budget transfers. District can submit a request form to correct specific ARs and CLs or create new accruals.  Form should be submitted to BAS with explanation and documentation if needed in lieu of completing Journal.  After posting by BAS, districts should rerun any corrected report to validate.  Final corrections will be processed by August 29, 2006 by 4:00 p.m.
	BAS will post 2005-06 Journal Entries and Budget Transfers.

Journal entries for 2006-07 will be posted by School Claims.

BAS will correct/add Accrual entries to adjust FAR 311 based on district reequest by authorized agent.

	
	
	
	

	August 29, 2006
	2005-06 Unaudited Actuals (All K-12 Districts)

******System Closed 4:00 p.m. **********
	After all final corrections to 2005-06 have been posted, perform year-end close.
	

	August 30, 2006
	All Journal and Budget Entries are due to BAS by 8:00 a.m.
	After all final corrections to 2005-06 have been posted, perform year-end close.
	

	
	
	
	

	September  8, 2006
	Single Budget Adoption Cycle District Final Adopted Budgets (which required Technical corrections) rolled from “Adopted Status” to

“Approved Status” in FCS and GLD.
	
	BAS to roll from adopted to approved status once budget review is completed.

	
	
	
	

	September 15, 2006
	2005-06 Unaudited Actuals

(K-12 Single Budget Adoption Cycle Districts)

SACS data disk and forms.  Year-end close report.

District Adopts Appropriation Limit Resolution (GANN )  Report filed with Unaudited Actuals
	To be filed with BAS.  Perform year-end close job before preparing final SACS financial reports.

Adopted Gann Resolution kept for Audit Review
	BAS will review for mathematical and technical accuracy prior to submitting to CDE on October 15.  Asset and Liability U/A adjustments are validated and rolled to FY 2006-07.

	
	
	
	

	September 29, 2006
	Adopted Budget Submission 

(Community Colleges)

Budgets (as adopted by the CC Governing Board) must be in the Financial System (in GLD) by
4:30 pm
	CC must adopt budget by September 30th
District must input 2006/07 budget data in GLD and lock system.

(NOTE:  All budgets will be in locked tentative status in GLD pending BAS validation of agreement between budget document and data in systems)


	Budget to be rolled to “Adopted Status” after validation by BAS that budget document agrees with 2006-07 budget data in system.

Budget will be rolled from “Adopted Status” to “Approved Status” in FCS and GLD unless significant technical corrections are required.

	
	
	
	

	October 15, 2006
	2005-06 Unaudited Actuals to CDE (K-12 and Charter Schools)
	
	Transmitted by BAS to California Department of Education after review for mathematical and technical accuracy.

	
	
	
	

	October 15, 2006
	Adjusted Beginning Balances
	
	BAS will complete asset/liability rolls upo completion of unaudited actual validation.
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	DEADLINE
	ACTIVITY
	DISTRICT RESPONSIBILITY
	COUNTY OFFICE RESPONSIBILITY

	December 15, 2006
	2005-06 Audit Reports (Audited Actuals)
	Districts file Audit Reports with:

* County Superintendent (Business Advisory Services)

* Department of Education

* State Controller

Any required Audit Adjustments to 06-07 Beginning Balances should be posted by District at this time.
	BAS will validate that Districts have posted any required Audit Adjustments to 06-07 Beginning Balances by January 31,2006

	
	
	
	

	January 31, 2007
	2005-06 Audit Findings and Recommendations to

Governing Boards
	Written response to Audit Findings to Board by January 31, 2007 and Plans of Correction by March 16, 2007 to BAS.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	INTERIM FINANCIAL REPORTS
	

	
	
	
	

	
	
	1ST PERIOD ENDED 10-31-06

DUE TO BAS  12-15-06
	

	
	
	2ND PERIOD ENDING 1-31-07

DUE TO BAS 03-16-07
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