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University of Southern ICalifornia
Financial Services

UNI\~RSITY

OF SOlJTIiERN UGB 203, MC 8003,8211900
CAL.I .."'ORNIA

MEMORANDUM

TO: BUDADM and PAS System Users

FROM: Marc Bloom, Assistant Comptroller, Accounting Systenfs

DATE: April 21, 2004

SUBJECT Year-End Closing Procedures

With the 2003/2004 fiscal year coming to a close on June 30, it is nece1 sary to review a number of year

end procedures that directly affect your account(s). This memorandum nforms you about the closing

procedures for the following:

.Check Requests -2003/2004 Expenditures

.Check Requests -2004/2005 Expenditures

.Requisitions -2003/2004 Expenditures

.Requisitions -2004/2005 Expenditures

.Change Orders -2003/2004 Expenditures

.Invoices Drawn Against Purchase Orders -2003/2004 Expendit es

.Departmental Journal Vouchers -2003/2004 Transactions

.Internal Requisitions -2003/2004 Expenditures

.G-Receipts -2003/2004 Income

.G- Receipts -2004/2005 Income

.Service Center Liens -2003/2004 Liens

.Service Center Liens -2004/2005 Liens

.Transferring Deferred Income and Expense

.Payroll Authorizations -Faculty Appointments

.Biweekly Payroll Processing

.College Work Study Processing

The deadlines listed below are the due dates in the university office spet ified, D.Qt the date of
preparation. To insure proper processing, please hand deliver all items If any questions arise, please
contact the relevant office listed on the last page of this memorandum. hank you.

CHECK REQUESTS -2003/2004 EXPENDITURES

Deadline -Wednesda~ June 30.2004.5:00 p:.m.
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2003/2004 expenditures c.an no,t be charged to the 20?4/2005 budget. ~ ere current yellf budgets are
exhausted and the expendIture IS necessary , transfemng funds from oth r accounts should be
considered. Contact Disbursement Control for normal processing.

CHECK REQUESTS -2004/2005 EXPENDITURES

2004/2005 check requests must be charged to the 2004/2005 fiscal year! and must be approved by
Financial Administration and Performance B 203 for both the UP and HSC cam l~. Appropriate
documentation must accompany all requests for deferment. No 2004/2 05 expenditure I~an be charged to
the 2003/2004 fiscal year. After approval is granted, normal processing through Disbur!)ement Control
occurs.

Expense reports for travel on which an expense was incurred before Jwie 30, 2004 for a trip or event on
or after July 1, 2004 no longer requires approval. I

REQUISITIONS -2003/2004 EXPENDITURES

Deadline -Frida~ June 18.2004.5:00 p.m.

2003/2004 expenditures can not be charged to the 2004/2005 budget. ~ ere current yell! budgets are
exhausted and the expenditure is necessary , transferring funds from oth r accounts should be
considered. Contact Purchasing Services for normal processing.

REQUISITIONS -2004/2005 EXPENDITURES

2004/2005 requisitions must be charged to the 2004/2005 fiscal year an must be approved by Financial
Administration and Performance U B 203 for both the UP d H cam uses. Appropriate
documentation must accompany all requests for deferment. No 2004/2 05 expenditure I~an be charged to
the 2003/2004 fiscal year .After approval is granted, normal processing occurs through Purchasing
Services.

CHANGE ORDERS -2003/2004 EXPENDITURES

Deadline -Increases -Friday: June 18, 2004, 5:00 12.m.
-Decreases -Wednesday June 30.2004, 5:00 12.m.

All change orders for the 2003/2004 fiscal year must be received in Purbhasing Service~) by the listed
deadlines. I

INVOICES DRA WN AGAINST PURCHASE ORDERS -2003/200~ EXPENDITURES

Deadline -Wednesday June 30.2004» 5:00 n.m.

All invoices received by departments for goods and services delivered r rendered prior to June 30th
must be expensed in 2003/2004. It is imperative that original invoices e delivered to F'urchasing
Services b~ 5:00 p.m. on Wednesda~ June 30th to ensure that fiscal 20 3/2004 is char I~d. FAX copies
will not be accepted. I

DEP ARTMENT AL JOURNAL VOUCHERS -2003/2004 TRANS~CTIONS

http :1 Iwww .usc. edu/ deptlfinserv lfinsysl compt 1.html 4/29/2004



Year-End Closing Procedures Page 3 of6

Deadline - June, 2004 -Thursda~ June 24.2004.12:00 noon
13 Series, 2004 -Thursday Jul~ 15.2004. 12:00 noon

Departmental Journal Vouchers must be received by Financial systemt dministration, UGB 203, by the
dates listed above to be included in the 2003/2004 fiscal year. All Inte al Requisitions must be included
on these Journal Vouchers.

INTERNAL REQUISITIONS -2003/2004 EXPENDITURES

Deadline -June, 2004 -Thursday June 24. 2004. 12:00 noon
-13 Series, 2004 -Thursda~ Jul~ 15.2004. 12:00 noon

All decisions and procedures in this area are left to the discretion Ofthe
~ epartments involved. It is the responsibility of each service department to submit Internal Requisitio on departmental Journal

Vouchers to Financial System Administration, UGB 203, by the dates 1 sted above to b(~ included in the

2003/2004 fiscal year. If questions arise, please contact the appropriate ervice department.

Travel purchases made via Internal Requisitions through USC DesignatFd Travel Ageru;ies in the
2003/2004 fiscal year for travel in the 2004/2005 fiscal year no longer qeeds a deferral :)tamp.

G-RECEIPTS -2003/2004 INCOME

Deadline - June,2004 -Wednesda~ June 30.2004.3:30 p.m.

Al12003/2004 deposits must be receipted through the Cashier's Office ~ y 3:30 p.m. on Wednesday June

30,2004 to be included in June, 2004. All deposits receipted after 3:30 .m. on Wednes:day June 30,

2004 will be recorded as 2004/2005 income.

G-RECEIPTS -2004/2005 INCOME

2004/2005 income received in the 2003/2004 fiscal year and to be reco ded in the 2004.12005 fiscal year
must be approved by Karen Mitsuuchi or Pegg~ Stepanian, UGB 203 fi r both the C and HSC
campuses. Appropriate documentation (including deferment reason) m st accompany all requests.

SERVICE CENTER LIENS -2003/2004 LIENS

All Service Center Liens other than Mailing Services, Telephone, Ne ork Access, an(L Electricity
Liens will be automatically carried forward to the 2004/2005 fiscal ye during 13 series closing on
Thursday July 22,2004. If you have any other liens that should not be arried forward to the 2004/2005
fiscal year, please contact the appropriate service center to close these 1 ens before the end of the 13
senes.

SERVICE CENTER LIENS -2004/2005 LIENS

Mailing Services. Telephone. Network Access. and Electricity Liens ~ ll be automatic:illy created in

the current unrestricted fund group (accounts beginning with 11 throu 18 and 84) during June closing

on Thursday July 1. 2004. Please contact the individual service centers or creation of all other liens in
the new year using normal procedures.

TRANSFERRING DEFERRED INCOME AND EXPENSE
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Depending on the amount of accounting work at this fiscal year's closi g, certain deferred transactions
will be transferred by Financial System Administration to the proper c ent unrestricted income and
expense accounts in July, 2004. Most transactions will occur during A ust, 2004 with the remainder
taking place in September, 2004. You can help expedite this process by making sure that a valid account
number and object code has been provided along with deferment reaso .

PAYROLLAUTHORIZATIONS-FACULTYAPPOINTMENTS

Deadline -Saturday June 19.2004.5:00 ~.m. -(For entering on line ru4ding)

The Payroll/Personnel system automatically accrues the July and AUgU~ t 2004 current unrestricted
instructional expenses (accounts matching 12-XXXX-XXXX) for stan ard academic appointments
(September 1 -August 31) and charges these expenses to the 2003/200 fiscal year.

BIWEEKL Y PAYROLL PROCESSING

Deadline -Thursday Jul~ 1.2004.5:00 n.m. (BW #14) -(For entering ~ours)

It is imperative that all hours be entered on-line into the Payroll system for all wage payments for the
pay period ending Wednesday June 30,2004, no later than the time list d above. This will assure the
proper inclusion of these expenses in the 2003/2004 fiscal year. Hours ot entered b this date will
re uire submission of a erwork time sheets and PCR's -Pa 011 Che k Re uest and ma not be
considered as 2003/2004 ex~ense.

COLLEGE WORK STUDY PROCESSING

Deadline -Saturday May 22.2004.5:00 p.m. (BW #11) -(For entering I hours)

The college W 3/2004
academic year
Wednesday M Tuesday
May 11, 2004. listed
above. In addit sday
May 20, 2004.

1
d~artmental account during 2003/2004 if CWSP funds are de~leted.

If you are entering on-line summer CWSP hours to be charged to
enter hours on B/W #12 to B/W #14. WSP must be est
award.

YEAR-END QUESTIONS

Questions Re2ardin2 Office I Phone

1740-2710

Contact Person

Disbursement Control l:Qorothy Jackson ICheck Requests

~uliana Huehn-
~ohnson

Requisitions Purchasing Services 740-9780
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'(323) 442-

'1657
HSC Campus

Irane Singleton

~uliana Huehn-
~ohnson

Invoices Purchasing Services 1740-9780

(323) 442-

11657
HSC Campus i~ane Singleton

Change Orders IIPurchasing Services I~uliana Huehn-

I~ohnson

i740-9780

HSC Campus I~ane ~mgleton 11(323) 442-

1657

Deferred Travel Expense Reports IIDisbursement Control 1740-2709Iponald Burnett

Other Deferred Expense UPC &
HSC

Financial Administration and
Perfomlance i821-1900ipennis Foster

IIthris Gill 821-1900

Departmental Journal Vouchers

Internal Requisitions IIService DeDartment

Deferred Travel Internal
iRequisitions

Business Services paniel Palm 11(213) 437-

1310

IIG-Receiots IICashler's Office :t3arb ara Curtis 11740-0430

Ik323) 442-

13040
HSC Campus ~arter Williams

Deferred Income UPC & HSC Financial System Administration lI~aren Mitsuuchi 11821-1977

11821-1900

Service Center Liens IIService Department

Transferring Deferred Income
and Exoense Financial System Administration t<aren Mitsuuchi 821-1977

Payroll Authorizations
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IBiweekly Payroll IIT\ 11 co--.~--- I I~A" oo~~ I
ICollege Work Study~IPayroll Servlces J ivian Chiang 1740-8855 I
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