

MEMORANDUM
May 5, 2008

TO:	 			Vice Presidents, Deans, Division Heads, 
					Directors, Department Heads and Administrators

FROM: 		Ana C. Pañeda
					Associate Controller

SUBJECT:	Year end closing schedule
				Fiscal Year ending May 31, 2008

We are rapidly approaching the year-end closing of the books.  The information included in this memorandum will help ensure the closing process is as smooth as possible for your areas of responsibility. Please note that this memorandum reflects information for all departments.  The School of Medicine may have earlier deadlines.  The Office of Medical Finance will send notification of year-end deadline information for the School of Medicine under a separate memorandum.

Please read this information and do not hesitate to contact us in the Controller’s Office if you need help or have questions regarding the closing.

WHAT WE NEED YOU TO DO

· Review the April monthly accounting reports (report 90’s) for possible errors and omissions and submit entries with needed corrections as soon as possible but no later than   June 3rd (if related to payroll to appear on the 1st preliminary closing) and June 6th (non payroll) in order to have these corrections reflected in the first preliminary closing.

· Review all purchasing encumbrances and notify Purchasing of any discrepancies as soon as possible.  Also, please make sure that all required change orders to purchase orders are processed timely to enable Accounts Payable to process invoices without delay.  Please note: failure to process change orders when needed leads to incorrect encumbrance balances.  You can help by processing purchase order change notices on a timely basis.

· During the month of May, as often as possible, review the on-line screens of the Financial Record System (FRS) and/or the Departmental Management Accounting System (DMAS) to examine transactions posted against your accounts.  Submit corrections by June 3rd (payroll) and June 6th (non payroll) for 1st Preliminary closing, and by June 16th (payroll) at 9:00 am, June 18th (sponsored accounts (6xxxxx) non-payroll), June 19th (accruals and deferrals journal entries), and June 23rd at noon (non-sponsored accounts and non-payroll, other than accruals & deferrals) for 2nd and final closing.
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NOTE: in all cases, submission dates reflect when information must be received in central offices

· No later than June 3rd, submit to the Disbursements Office in Coral Gables all DE/GAs, BERFs & Check requisitions for fiscal year 2007/2008 through May 31, 2008 in order for the expense to appear in the 1st Preliminary closing, and through June 13th at noon, for the expense to appear in the 2nd and final closing.  After June 1st, please mark the requisition “OLD YEAR 08” or “NEW YEAR 09” as applicable across the top of the form.  Please base your notation of either Old or New Year on the date the materials or services were received or the date the expenditures occurred.  The following are types of fiscal year 2007/2008 (OLD YEAR) expenditures that DE/GAs, Berfs and Check Requisitions should be prepared for:

1) Materials or services received on or before May 31, 2008 not covered by purchase orders.
2) Reimbursement of petty cash or imprest funds for expenditures incurred on or before May 31, 2008. Please do not commingle old (2008) and new (2009) year expenditures on the same requisition.
3) Reimbursements of travel and other expenditures incurred on or before May 31, 2008.

· No later than June 3rd, submit to the appropriate Accounts Payable Office in Medical, Gables or UMHC/ABLEH all accounts payable invoices and receiving reports for goods received or services rendered on or before May 31st in order for the expense to appear in the 1st Preliminary closing, and by no later than June 13th at noon, for the expense to appear in the 2nd and final closing.

· Interdepartmental charges are charges between departments and may be presented on various types of documents including journal entries, interdepartmental requisition forms (IDRs) and Sponsored form FA11.  Regardless of the form used to create the transaction, the cutoffs for interdepartmental charges are as follows (please note the School of Medicine may have earlier deadlines – refer to their yearend memo for more information):
·  For interdepartmental charges presented on a paper form - by June 6th for 1st preliminary closing and by June 16th for 2nd and final closing.
·   For interdepartmental charges entered on-line through the IDR subsystem - by May 30th to appear on FY 2008 reports.

· Journal entries, including expense accruals (other than salaries) and revenue deferrals, should be submitted:
· on or before June 6th for 1st Preliminary closing;
Second and final closing:
· on or before June 18th for journal entries on sponsored accounts (6xxxxx) – no expense accruals or revenue deferrals are proper in sponsored accounts; 
· on or before June 19th for revenue deferral and/or expense accrual 
· on or before June 23rd at noon for non-sponsored, non payroll and non revenue deferrals or expense accruals. 

Year end closing schedule																			Page 3
Fiscal Year ending May 31, 2008

If the transaction involves either an expense accrual or a revenue deferral (see definitions below), submit the journal reversing the accrual or deferral transaction to be posted in fiscal year 08/09 together with the original journal.  These items, together with proper documentation (including reasons why a deferral or accrual is needed), should be forwarded to Eva Lazan at Medical Finance, locator code D2-4, for Medical campus.  For campuses other than Medical, please forward the information to Maria Molina, Coral Gables Controller’s Office, locator code 1422.

Please note that the School of Medicine may have earlier deadlines - refer to their yearend memo for more information. 

Definition notes: 

· Expense accruals represent expenses that will be paid in fiscal year 2008/2009 or beyond but where the service was rendered or materials received before May 31, 2008.
· Revenue deferrals represent revenues received before May 31, 2008 but where the activity giving rise to the revenue will not occur until future fiscal years.


· Payroll Journals and Default accounts.   Default accounts are not valid accounts to hold salary charges. They are used as temporary buckets until the correct account is identified.  Default accounts must be cleared and payroll journals processed as soon as possible, but no later than June 3rd for 1st Preliminary closing, and no later than June 16th at 9:00 am for 2nd and final closing.  Please note any charges left in default accounts after June 16th will be charged to your departmental accounts.

	Payroll Entries Cut Offs
		Deadlines for Departmental submission		Reflected in FRS/DMAS on

	      June 3rd
	     June 9th

	      June 16th at 9:00 am–FINAL for FY 08
	    Ongoing, final reflected on June 20 




· Salary accruals will be run by the Payroll Office and will appear on 1st Preliminary closing reports as follows:
																									     Estimated FRS  
      Pay Type                     	       Pay Period            Paid On  	    Entry         		Posting date
     
Bi-weekly and Physical Plant payrolls: 
8R/2R01(A03/A05)        5/16/08 - 5/31/08        6/05/08    11 days accrual     		6/2/08     

Student payroll:
7R01(A04)                     5/17/08 - 5/30/08        6/12/08  100% of 7R26 actual		6/3/08      

9/12 Faculty payroll:                      	                                    Accrue 12th
 6R01                             6/01/08 - 6/30/08        6/30/08       payment (100%)			6/3/08	
Summer payroll:                		                                           Accrual for 2nd 
 1R01 + 3R01                6/01/08-6/21/08   6/30/08               payment (100%)		6/2/08						                First summer session
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· Please designate a responsible individual in your area to be available through August 11th to answer questions pertaining to journal entries, account status, analysis needed for the auditors, and other information required for the year-end closing.  


WHAT WE WILL PROVIDE TO HELP YOU WITH THE CLOSING

· Key contact list of personnel and key closing dates (attached). 
· Controller’s Office Web Page at http://www.miami.edu/controller that contains a Fiscal Year end Information Section.
· The Departmental Management Accounting System (DMAS) for ease in researching transactions on the web at http://datagate.miami.edu/.  The user password and identification for this system are the same as that for FRS.  Features available on DMAS include:
· 10 year account summary and detail information,
· ability to download account information onto an Excel spreadsheet at the click of a button for Account Summary, Departmental Account List, Transactions by month, and Transactions by sub-object by year,
· imaged copies of paid Accounts Payable invoices, Business Expense Reimbursement Form, paid checks, and Check Requisitions available by clicking on the round icon to the right of a transaction.  
· RDS on-line report distribution system will also be available for you to review Report 90’s and labor distribution reports as soon as they are available without the wait for physical delivery.  For access to this system, please contact Caridad Sexton at 284-3250.  Training for this system is provided by the Information Technology Department; contact Jim Balter at 284-2748.

Please do not hesitate to contact the Controller’s Office if you encounter any problems, need clarification or have questions.  As always, your cooperation and support are appreciated.
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YEAR END DEADLINES 
(Note - Medical campus may have earlier deadlines, please refer to memo from Medical Finance)
Dates below reflect when information must be received in central offices
	
Description 
	
1st Preliminary Departmental Closing
	
 2nd and Final Department Closing



	Purchase Orders - create or change orders for old year. 
	
May 30 (1:00 pm)
	
     Not Applicable

	Cash receipts to Bursar’s Office
	      May 30 (1:00 pm)
	     Not Applicable

	DEGAs (check requisitions)
BERFs (employee reimbursement)
Accounts Payable invoices
	
      June 3
	    
     June 13 (12:00 noon)

	
Journal entries and transfers:

	· Payroll & default salaries
	       June 3
	     June 16 (9:00 am) 

	· Cash receipts journals to Controller’s Office
	
June 3 (5:00 pm)
	
     Not Applicable

	· Sponsored "6" accounts - other than payroll
	
       June 6
	
     June 18

	· Other than payroll & other than sponsored accts.
	
       June 6
	
     June 23 (12:00 noon)

	Revenue deferrals & expense accruals journal entries
	
       June 6
	
     June 19 

	
Interdepartmental Requisitions (IDR):

	· Manual (IDR forms, Journals)
	       June 6
	     June 16

	· On-line
	       May 30
	     Not Applicable

	FRS System Close
	       June 10
	     June 25

	Reports –RDS (online)(*):

	· Labor distribution 
	       June 2 (**)  
	     June 23

	· Report 90’s 
	       June 11
	     June 26

	Reports – paper 

	· Labor distribution (*)
	       June 2 (**) 
	     June 27

	· Report 90’s (*)
	       June 12 
	     June 27


 (*) – Report 90’s and Labor Distribution reports can be accessed on-line via the Report Distribution System (RDS) the day after the system produces the reports.  
(**) – Labor information on Report 90’s and Labor Distribution reports for 1st Preliminary Closing will not be the same.  This was done to allow all payroll journal entries received to date to be reflected on FRS on a timely basis.
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KEY CONTACTS LIST
                                          					
New accounts/account changes (non-sponsored)
Medical campus	………………………………………		     Eva Lazan			     6-9041
All others………………………………………………..			Blanca Jacomino		8-3048

New accounts/account changes (sponsored only)
    Gables & South Campus..…………………….........……			Pat Nolen				8-2665
    Rosenstiel………………………………………………..			RSMAS team			5-4800
    Medical Campus…………………………………………			Rita Castaneda			6-4490

Check requisitions (DE/GAs)...................................…..…..				Elsa Liauwapau			8-2287

Travel reimbursements (BERFs).................................……				Elsa Liauwapau			8-2287

Accounts Payable (invoices, receiving reports)
    Medical campus.........................................................….				Hazel Burgess			6-4495
    UMHC/ABLEH…………………………………………..			Pat Viteri					6-6054
    All others………………………………………………..			Elsa Liauwapau			8-2287

Purchasing Card (Pcard)…………………………………..				Patricia Evans			8-9418

Purchasing (Purchase Orders)
    Gables campus...………………………………………… 			Amy Lopez			 	8-5369 
    Rosenstiel campus….................................................…..				Lynette Tilden			5-4105
    Medical campus………………………………………….			Maita Beguiristain		6-3666

Payroll........................................................................……				Sandi Raff				8-3556

HRS Salary Journals
    Non sponsored………………………..…………………			Judy Mallon				8-2666
    Sponsored Gables & South campus............................….				Judy Mallon				8-2666
    Sponsored Rosenstiel campus……………………………			RSMAS team			5-4800
    Sponsored Medical campus………………………………			Gloria Gari				6-3825

Accruals and Deferrals of Revenues and Expenses
     Medical campus…………………………………………			Eva Lazan				6-9041
     All others……………………………………………….			Maria Molina			8-6148

Journal Entries
Medical campus.........................................................…				Eva Lazan				6-9041
All others……………………………………………….			Maria Molina			8-6148

General Accounting........................................................…				Piedad Muñoz			8-4244

Financial Reporting........................................................….				Bertha Lorente			8-4352

Ad Hoc Reporting / General User Support......................….			Alex Canetti				8-4659
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