TO:
Constitutional Officers, Cabinet Secretaries

All Department Heads, and Fiscal Officers

FROM:
John P. McCarty, Secretary

Finance and Administration Cabinet

DATE:
May 10, 1999

SUBJECT:
Closing Schedule - Fiscal Year 1998-99

PLEASE READ IN ITS ENTIRETY.  MAJOR CHANGES HAVE BEEN MADE.  Updates reflecting the MARS Schedule are indicated by the gray shading.
The schedule of closing procedures for the 1998-99 fiscal year is attached.  It includes the deadlines and procedures which apply to accounting, purchasing, budgeting, and personnel matters.

In accordance with KRS 45.229(2), the Finance and Administration Cabinet is legally required to close the old year accounts within thirty days of June 30.  It is important that all agencies comply with the document submission schedule and procedures outlined in this memorandum.  With the MARS implementation on July 1, the closing period for FY 1999 will commence earlier and end earlier to help ensure a smooth transition between the two systems.

During the closing period, all transactions for goods and services which have been received by June 30, 1999, must be submitted on DOA forms currently used in STARS.  All goods and services to be received after June 30, 1999, must be submitted in accordance with the MARS implementation schedule.

Deadlines vary according to type of document.  No deadline is earlier than March 15 and none is later than 4:30 p.m., July 2.  All expenditure or receipt documents for old year transactions received in the Finance and Administration Cabinet, Division of Accounts, after 4:30 p.m., July 2 will be entered into the accounting system for the 1999-2000 fiscal year.  Therefore, expenditure documents received after this cut-off date will be charged to 1999-2000 allotments.  


John P. McCarty, Secretary

Date

Finance and Administration Cabinet
ACCOUNTS

1.
Transfers of Funds.  All transfers for 1998-99 (inter-fund and intra-fund transfers, and interdepartmental grants) must be made by June 30.  Requests for transfer of General Fund allotments between major objects of expenditure and/or fund groups must be fully justified in writing to the Governor's Office for Policy and Management prior to incurring any financial commitments.

2.
Journal Vouchers and Internal Billings.  All multiple charge listings (e.g., telecommunications, motor pool, printing, etc.) or adjustment of these charges, for which Internal Billings are prepared in the old year, must be received in the Division of Accounts by 4:30 p.m., July 2. All multiple charge listings (e.g., Physical Plant work orders, legal services, toll charges, postage, etc.) for which Journal Vouchers are prepared in the old year, must be received in the Division of Accounts by 4:30 p.m., July 2.  Both the charges and revenue must post to the same fiscal year.

3.
Authorizations to Acquire Investments.  Requests chargeable against old year funds should be received in the Division of Accounts by June 30, using  DOA-20.  New year authorizations will not be processed earlier than July 1, beginning July 1.
4.
Pay-In-Vouchers.  Deposits of old year receipts (those on hand or in the bank as of June 30) will be accepted through July 2 on DOA-2, with the exception of the General and Transportation Funds.  Pay-In-Vouchers on General Fund and Transportation Fund will be accepted by the Division of Accounts through June 30.  All FY 1999-2000 receipts should be submitted on MARS Cash Receipt (CR) documents beginning July 1.
For those agencies with Federal Funds, Reports 4425 & 4430 will be produced on Monday, June 28, for expenditures of the previous week.  Agencies should continue to process all old year expenditure drawdowns on old year PVs through Friday, July 2.

Refunds of 1998-99 expenditures will be posted to old year expenditure accounts if received in the Division of Accounts by July 2.
5.
Refund of Receipts.  Request and Authorization for Refund vouchers, DOA-26, received through July 2 will be processed against old year accounts.  Refunds processed after July 2 must be entered into MARS as a payment document against 1999-2000 funds.
6.
Travel Expense Vouchers.  Travel Expense Vouchers, DOA-34, chargeable against old year funds must be received in the Division of Accounts by July 2.  The travel must be completed by June 30.

7.
Imprest/Petty Cash Reimbursement Schedules.  Final reimbursement schedules, forms DOA-16 and 18, for 1998-99 must be received in the Division of Accounts no later than July 2 in order to be charged to old year funds.  Reimbursements submitted after July 2 will be charged to fiscal year 1999-2000.  Due to financial reporting requirements, old year and new year reimbursements cannot be included on the same schedule.  Specific instructions for financial reporting requirements will be covered at a later date.  Requests for amendments to present authorities should be sent to the Division of Purchases. 

8.
Inter-Account Bills.  Inter-Account Bills, DOA-7, for goods and services received on or before June 30, 1999, must be received in the Division of Accounts no later than July 2 in order to be charged against 1998-99 funds.  All Inter-Account Bills must show the document number of the original expenditure when appropriate.  Both the charge and credit must post to the same fiscal year.  
9.
Purchase Orders/Authorizations for Payment (For Straight Disbursements Only).  Purchase Order/Authorization for Payment (For Straight Disbursements Only), both manual DOA 19 and KAPS, for goods and services received by June 30, 1999, must be received in the Division of Accounts no later than July 2.  KAPS straight disbursements must be both physically in hand and also be electronically in the Accounts Document Authorization mailbox in KAPS by 4:30 p.m., July 2, in order for payment to be made against 1998-99 funds. Payments submitted after July 2 will be charged to fiscal year 1999-2000.

10.
Receiving Reports for Purchase Contracts, Purchase Orders and Memoranda of Agreement.  Goods or services must be delivered by June 30 and Receiving Report for Contracts,  DOA-39, 40, 40-A, or 70, and Receiving Report for Purchase Orders, DOA-19, must be received in the Division of Accounts by 4:30 p.m., July 2, in order for payment to be made from old year funds.  KAPS receiving reports must be both physically in hand and also be electronically in the Accounts Document Authorization mailbox in KAPS by 4:30 p.m., July 2, in order for payment to be made against 1998-99 funds.  Payments against old year (1998-99) contracts that have expired should be straight disbursed using 2000 funds.  The contract should be referenced in the payment document line description.  These straight disbursement payments submitted after July 2 will be charged to 1999-2000 funds.  Payments against  1999-2000 contracts (CTs and MAs) should not be submitted prior to July 1.
11.
Receiving Reports for Personal Service Contracts.  All invoices and receiving reports against Personal Service Contracts, DOA-39 or 40, for services performed by June 30, 1999, should be received in the Division of Accounts no later than July 2.  Personal Service Contract payments must be in accordance with KRS 45A.695 and KRS 45A.705 and other applicable laws.

12.
Receiving Reports for Property Rental Agreements.  All Receiving Reports against Property Rental Agreements, DOA-39 or 40, must be received in the Division of Accounts no later than July 2.  

13.
Management Budgets.  See the MARS Agency Implementation Notebook for further details about preparation of Management Budgets.
14.
Capital Projects Encumbrances.  Encumbrances in the Capital Projects Fund entered prior to June 11 will be carried forward to the new year after the old year is closed.  New contracts should be entered in MARS starting June 14.

15.
KAPS Generated Encumbrances and Obligations.  Until July 2, an agency may process a Fiscal Year Advice of Change on KAPS POs for goods or services not received.  This advice will liquidate the old year encumbrance/obligation.  During the final week of old year processing, all remaining obligations and encumbrances related to KAPS requisitions and purchase orders will be liquidated by JV.

16.
Non-KAPS Obligations.  During the final week of old year processing, all remaining obligations will be automatically liquidated by Journal Vouchers.

17.
Procurement Card Payments.  Payment documents for procurement card purchases prior to June 17, 1999, must be both physically in hand in the Division of Accounts and electronically on the STARS Pending File by 4:30 p.m., July 2, in order to be paid from 1998-99 funds.  All payments submitted after July 2 will be charged to 1999-2000 funds.  Procurement Card purchases processed by First Chicago after June 17, 1999, will be paid from 1999-2000 funds.

Annual Financial Report and Annual Inventory
The Division of Accounts will be requesting closing financial data for the purpose of preparing the Commonwealth's Comprehensive Annual Financial Report in compliance with Generally Accepted Accounting Principles (GAAP).  The request will arrive about May 21, 1999.  

Since the financial information being requested in the closing package is essentially the same as the last several years, training for the closing package will be offered by request only.  Those agencies interested in receiving closing package training should contact Richard Ioos at (502)564-7750 Ext. 2154, by May 14, 1999.  Training sessions will be scheduled the week of June 7-11 based on the number of requests received.

Agency personnel should begin plans to accomplish this task in a timely manner. Due to time constraints as mandated by the KRS, closing packages for the financial report will be required to be returned to the Division of Accounts no later than August 6, 1999.  Certain financial information must be captured as of June 30, 1999, and agencies should begin scheduling personnel to capture this data.  All agencies are required to report fixed assets as of June 30.  In addition, agencies required to report inventories should schedule physical inventories to be taken as of June 30 (See KRS 45.313).  Instructions for the taking of physical inventories will be included in the closing financial data solicitations.

PURCHASES

1.
Purchase Requisitions Above $18,000 (Old Year).  Old year requisitions above $18,000, DOA-32, (both manual and KAPS) must be received by the Division of Purchases no later than 11:45 a.m., April 2, and delivery must be assured by June 30 in order to be paid out of 1998-99 funds.  Requisitions submitted between now and April 2 should state on the face of a manual requisition or in the narrative (Screen 2126) on a KAPS requisition one of two statements:  "Delivery is desired prior to June 30, 1999."  This would allow the Division of Purchases to award the Contract and if delivery could not be made until after June 30, payment would be made with 1999-2000 funds; or "Delivery must be completed prior to June 30, 1999," and if the vendor could not meet the deadline, the Division of Purchases would not issue a Contract.  If neither of the above statements are indicated on the DOA-32, the Purchase Requisition will be returned to the requesting agency.  It will be the agencys responsibility to resubmit these requisitions prior to the April 2 deadline for 1998-99 funding.  Due to the volume of old year requisitions received by the Division of Purchases, agencies are urged not to wait until a day or two before the deadline to submit their requisitions.  The chances of processing them and obtaining deliveries by June 30 are greatly reduced.  This requirement does not apply to requisitions for the establishment of price contracts since no encumbrance of funds is involved.

2.
Small Purchase Requisitions.  The Division of Purchases will exercise its Small Purchase Authority, to a maximum of $18,000, on using agency requisitions, DOA-32, (both manual and KAPS) submitted in accordance with KRS 45A.100 which total $18,000 or less. The small purchase requisition should be received in the Division of Purchases no later than May 3 to allow time for required solicitation of quotations, encumbrance of funds, contract award, and vendor delivery by June 30.  The total aggregate amount cannot be artificially divided by submitting more than one requisition for the same item during the close-out period.  This would be in violation of KRS 45A.100(2).  Old-year small purchase requisitions totaling $18,000 or less will be awarded from FY 1998-99 funds when delivery is guaranteed and completed by June 30.  Deliveries made after June 30 will be charged against FY 1999-2000 funds.  The Division of Purchases will award all small purchase contracts regardless of vendor delivery date stated in the quotation.  Items available on price contract cannot be obtained by small purchase authority.

3.
Deferred Requisitions.  Requisition processing in KAPS will be cutoff June 11.  Requisitions to be charged against 1999-2000 funds should be submitted in MARS beginning June 14. 

4.
Advices of Change in Order.  Requests for changes which affect contracts charged against old year allotments (1998-99) must be received by the Division of Accounts no later than July 2.  
GOVERNOR'S OFFICE FOR POLICY AND MANAGEMENT
1.
Advice of Allotment Adjustments - Old Year (1998-99).  Requests for advice of allotment adjustments, DOA-4, affecting the old year appropriations must be received by the Governor's Office for Policy and Management no later than June 18.

2.
Establishment and Deletion of Accounts.  Requests for establishment and deletion of accounts for fiscal year 1998-99 must be received by the Governor's Office for Policy and Management no later than June 18 using DOA-14.  Requests for establishment of new year accounts (1999-2000) should be submitted to the Governor's Office for Policy and Management electronically through MARS table updates by proxy or using the new MARS form.
3.
Appropriation Revisions.  In accordance with the budget reporting requirements mandated under the General Provisions section of House Bill 321 (1998 General Assembly), requests for appropriation revisions affecting the Old Year (1998-99) must be received by the Governor's Office for Policy and Management no later than Monday, March 15.  Requests for appropriation revisions affecting the first quarter of the New Year (1999-2000) must be received by the Governor’s Office for Policy and Management no later than Tuesday, June 15.

Because of statutory requirements, GOPM and the Division of Accounts will not be able to unilaterally increase appropriations during the closing period.

FUND BALANCES
General Fund

All General Fund balances at the close of the fiscal year, with the exception of continued appropriations, will lapse to surplus.
Transportation Fund
After determining statutory appropriations and receivables and contracts to be forwarded into the 1999-2000 fiscal year, the remaining allotment balances will lapse to Transportation Fund Surplus at the close of the fiscal year.
All Funds

Remaining 1998-99 cash balances will be forwarded to fiscal year 1999-2000 at the close of the fiscal year.   Agency cash accounts are not allowed to close with negative balances.  General Accounting staff will be working with you during the week of July 5 in order to clear up these balances.  All allotment balances except continued appropriations will lapse.
Lapses and Returns to the General Fund From Other Funds
Agencies that wish to return excess or unused General Fund money from other funds to the General Fund must submit written requests to the Governor's Office for Policy and Management prior to July 2.
PERSONNEL
1.
Personnel Actions.  Regular cut-offs of June 18 will be observed for personnel action requests affecting the June 30 paychecks (for first pay period of June).

2.
Payrolls.  All payrolls processed by the Division of Accounts after June 30 will be charged to the 1999-2000 fiscal year.  The system supplemental will be run on June 29 and will be included in fiscal year 1998-99.
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1998-1999 Fiscal Year


1999-2000 Fiscal Year
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"New Year"






Not Later Than
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MARS Document







March 15
Appropriation Revisions
Appropriation
First Quarter Not Later Than June 15

April 2
Purchase Requisitions Above $18,000 – Old Year

---

May 3
Small Purchase Requisitions

 - Old Year

---

May 3
Deletion of Accounts – New Year

---

June 18
Personnel Actions

---

June 18
Advice of Allotment Adjustments - Old Year

---

June 18
Management Budget
Obligation Plan and/or Cash Collection Plan 
June 3 using data prep spreadsheet; June 7 online.

June 29
Payrolls

July 1

June 30
Authorizations to Acquire Investments 
Manual Warrant/Investment
July 1

June 30
Pay-In Vouchers (General and Transportation Fund)
Cash Receipt
July 1

July 2
Multiple Charge Listings  (Journal Vouchers)
Payment Voucher
July 1

July 2
Journal Voucher Transfers of Funds
Journal Voucher
July 1

July 2
Refund of Receipts 
Payment Voucher
July 1

July 2
Travel Expense Vouchers
Travel Voucher
July 1

July 2
Imprest/Petty Cash Reimbursement Schedules
Payment Voucher
July 1

July 2
Inter-Account Bills
Internal Voucher
July 1

July 2
Purchase Orders/Authorizations for Payment (For Straight Disbursement Only)
MARS Payment Document (Payment Voucher or Miscellaneous Quick Pay)
July 1

July 2
Receiving Reports for old year (non-Transportation or Capital Project Fund) Purchase Contracts (CT's), Purchase Orders (PO's) and Memoranda of Agreement (MA's)
Straight Disbursement (non-referencing Payment Voucher or Miscellaneous Quick Pay)
July 1

July 2
Receiving Reports for new year Purchase Contracts (CT's), Purchase Orders (PO's) and Memoranda of Agreement (MA's)
MARS Payment Document (referencing invoice)
July 1

July 2
Receiving Reports for Personal Service Contract
MARS Payment Document (invoice)
July 1

July 2
Receiving Reports for Property Rental Agreements
MARS Payment Document (invoice)
July 1

July 2
Advices of Change in Order
Purchase Order Modification
July 1

July 2
Establishment and Deletion of Accounts - Old Year

---

July 2
Procurement Card Payment
MARS P-Card Document
July 1

July 2
Multiple Charge Listings  (Internal Billings)
Internal Voucher
July 1

July 2
Pay-In Vouchers (except General and Transportation Funds)
Cash Receipts
July 1

---
Deferred Requisitions – KAPS
Purchase Requisition
No later than June 11

---
Deferred Requisitions – MARS
Purchase Requisition
June 14

---
Establishment of Accounts – New Year
MARS Form or Table Update by Proxy
June 7
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June 18
Advice of Allotment Adjustments - Old Year

---

July 2
Advices of Change in Order
Purchase Order Modification
July 1

March 15
Appropriation Revisions
Appropriation
First Quarter Not Later Than June 15

June 30
Authorizations to Acquire Investments 
Manual Warrant/Investment
July 1

---
Deferred Requisitions – KAPS
Purchase Requisition
No later than June 11

---
Deferred Requisitions – MARS
Purchase Requisition
June 14

May 3
Deletion of Accounts – New Year

---

July 2
Establishment and Deletion of Accounts - Old Year

---

---
Establishment of Accounts – New Year
MARS Form or Table Update by Proxy
June 7

July 2
Imprest/Petty Cash Reimbursement Schedules
Payment Voucher
July 1

July 2
Inter-Account Bills
Internal Voucher
July 1

July 2
Journal Voucher Transfers of Funds
Journal Voucher
July 1

June 18
Management Budget
Obligation Plan and/or Cash Collection Plan 
June 3 using data prep spreadsheet; June 7 online.

July 2
Multiple Charge Listings  (Internal Billings)
Internal Voucher
July 1

July 2
Multiple Charge Listings  (Journal Vouchers)
Payment Voucher
July 1

July 2
Pay-In Vouchers (except General and Transportation Funds)
Cash Receipts
July 1

June 30
Pay-In Vouchers (General and Transportation Fund)
Cash Receipt
July 1

June 29
Payrolls

July 1

June 18
Personnel Actions

---

July 2
Procurement Card Payment
MARS P-Card Document
July 1

July 2
Purchase Orders/Authorizations for Payment (For Straight Disbursement Only)
MARS Payment Document (Payment Voucher or Miscellaneous Quick Pay)
July 1

April 2
Purchase Requisitions Above $18,000 – Old Year

---

July 2
Receiving Reports for new year Purchase Contracts (CT's), Purchase Orders (PO's) and Memoranda of Agreement (MA's)
MARS Payment Document (referencing invoice)
July 1

July 2
Receiving Reports for old year (non-Transportation or Capital Project Fund) Purchase Contracts (CT's), Purchase Orders (PO's) and Memoranda of Agreement (MA's)
Straight Disbursement (non-referencing Payment Voucher or Miscellaneous Quick Pay)
July 1

July 2
Receiving Reports for Personal Service Contract
MARS Payment Document (invoice)
July 1

July 2
Receiving Reports for Property Rental Agreements
MARS Payment Document (invoice)
July 1

July 2
Refund of Receipts 
Payment Voucher
July 1

May 3
Small Purchase Requisitions

 - Old Year

---

July 2
Travel Expense Vouchers
Travel Voucher
July 1

