Financial Accounting Service (FAS) FY 08 Annual Close Memo

Enclosed is the FY 08 annual close information.  Please review and take note of important dates/action items that need to be completed.  


I.    FY08 ANNUAL CLOSE ACTIVITY SCHEDULE 

· 9/04/08 – FMS Call

· 9/11/08 – FMS Call

· 9/18/08 – FMS Call

· 9/19/08 – Payroll input to FMS for PP18 (Accounting Period 12/08)

· 9/23/08 – September System Payroll Accruals input to FMS (view in FMS 24 Sept 08)

· 9/24/08 – Last day for payments using canceling BFY 03 & 02/03 funds (see item

II.B)     
· 9/25/08 – FMS Call
· 9/25/08 – Credit Card System (CCS) transactions for invoice billings 


submitted as of 9/24/08 recorded in FMS (can be viewed in FMS on 9/26) 

· 9/26/08 – Last day for station input of EB transactions in FMS (see item II.C)
· 9/26/08 – Last day for FSC staff other than annual close team to process any type of transactions into FMS (see item II.D1)
· 9/27/08 – FSC interfaces to FMS are held (see item II.D2)

· 9/27/08 – VBA CAATS interface to FMS are held (see item K)
· 9/28/08 – FSC interfaces to FMS are held (see item II.D2)

· 9/29/08 – FSC interfaces to FMS are held (see item II.D2)

· 9/30/08 – Last day for stations to process payment transactions (see item II.E)

· 9/30/08 – FSC interfaces to FMS are held (see item II.D2)

· FMS on-line processing will end at 8:00 PM ET

· The first DMI/IFCAP interface to FMS will process at 8:35 PM ET

· The final DMI/IFCAP interface to FMS will process at 10:00 PM ET

· AITC recommends a 9:00 PM ET deadline to process IFCAP transactions to ensure they are picked up on the final DMI interface to FMS.
· 9/30/08 – Last day for all other station input into FMS (see II. F)

· 9/30/08 – LGY interfaces LS&C, VALERI, CPTS and WINRS will continue throughout annual close (see item K)
· 10/01/08 – FMS DOWN – no interfaces will process in FMS

· 10/01/08 – FY 08 Period 13 Adjustments coordinated through VHA, VBA, NCA etc.
· 10/02/08 – Period 13 Trial Balances distributed.
· FRS – The FY 09 tables in FRS will be unavailable for seven days after the official date of annual close.  FRS will be available to review FY 08 and prior year data, but the new FY 09 data will not be available until approximately 10/09/08.
· 10/02/08 – FMS Call

· 10/02/08 – FMS DOWN – no interfaces will process in FMS

· 10/03/08 – FMS DOWN – no interfaces will process in FMS

· 10/03/08 – Payroll input to FMS for PP19 (Accounting Period 01/09) – as currently scheduled – may be delayed based on status of annual close processing
· 10/04/08 – FMS UP for FY 09 Activity Only (Accounting Period 01/09)
· 10/04/08 – Credit Card System transactions for invoice billings submitted for     

  9/25/08-10/3/08 recorded in FMS (Accounting Period 01/09)

· 10/04/08 – Release Fee Basis to FMS (Accounting Period 01/09)

· 10/04/08 – September Accruals Reversed (Accounting Period 01/09)

· 10/04/08 – Annual Close process completed. Trial Balances for Accounting 

  Periods 14 & 00 distributed

· 10/09/08 – FMS Call

· 10/16/08 – FMS Call

· 10/17/08 – Payroll input to FMS for PP20 (Accounting Period 01/09)

· 10/23/08 – FMS Call

· 10/28/08 – October System Payroll Accruals input to FMS

Accounting Period Definitions

Period 12 – accounting period for the month of September.  This period is closed during the nightly cycle on the night of September 30.

Period 13 – accounting period for adjustments on October 1st.  This period is open only to the annual close team members.  Significant adjustments requested by field stations with approval from VACO program offices and selected annual close processing list adjustments are completed during this period.  Trial balances from Period 13 are used for annual certification letters and for the audited financial reporting.

Period 14 – accounting period for annual close.  General ledger accounts like those used for revenue and expense are closed for the fiscal year based on the settings in the FMS YACT table.

Period 00 – accounting period for beginning of the new fiscal year.  Trial balances for this period show the opening balances in FMS for the new fiscal year.

II.  TO COMPLETE FMS PROCESSING FOR FY 08, THE FOLLOWING 

     SCHEDULE IS PROVIDED AS A GUIDE FOR INPUT OF 

     TRANSACTIONS:

A.  Annual Close Review

1. Review outstanding obligations to determine if they meet the requirements of an obligation as defined in MP-4, Part V, 1B.04J.  Estimated obligations are to be adjusted (increased or decreased) accordingly.

2. Review FMS suspense file (SUSF) for documents, which are in HELD or REJECTED status.  Make corrections and re-submit, or delete the documents.  Do not delete documents generated by interfaces to FMS (e.g. CC, CB, TM, etc).
3. Ensure transactions affecting unobligated balances, such as payroll accruals, adjustments, obligation of purchase orders, PCS obligations, adjustments of 1358, etc., are processed.
4. In reviewing available unobligated balances, ensure sufficient funds are available to cover the balances in general ledger 1321 (Accounts Receivable Refunds - Non Federal).

5. An automated process to move BFYs 04 - 08 Tricare and Shared Medical Resources bills to BFY 09 will take place as part of annual close processing.  Only Revenue Source Codes 8002, 8006, 8035 for Shared Medical Resources; 8028, 8029, 8030 and 8065 for Tricare are affected.  These transactions should not be reversed because Public Law 104-262 allows funds to remain in the current budget fiscal year.
6. Review and adjust the allowance for bad debts balance established in AMAF for public receivables in appropriated funds (0151, 0152, 0160, 0161, 0162, etc).  These SV accrual transactions should be set to not reverse.
B.  September 24, 2008 is the last day payments can be made for appropriations expired as of the end of BFY 03 (i.e. 3630160, 362/30160, 362/30161, 3630151, 3630152, 36X4537B2/B3 for BFY 03 (1 VA+ Fund), etc.).  The scheduled payment date must be the same date the payment voucher is processed.  Payments scheduled for payment after September 24, 2008 will be cancelled.  

C.  September 26, 2008 is the last day for Station input of any EB transactions in FMS.  

D. 1.  After September 26, 2008, FSC staff will be restricted from processing documents into FMS (other than the annual close team).  The intention is to eliminate documents which would adversely affect FY 08 funds for the stations.  

2.  All interface transactions generated by the FSC will also be held after September 26, 2008.  Examples of held FSC interfaces include: CAPPS Receivers and Payments; Prime Vendor Subsistence EDI; FEDCAP; CX files; and FedTraveler.  Non-FSC interfaces (i.e. IFCAP) will continue to process.

E. 1. Stations can continue to process payment transactions via IFCAP or FMS directly through September 30, 2008.  Only FSC generated payment transactions will be held.  

2. Scheduled payments during the FMS down period will be accelerated
F.  September 30, 2008 is the last day to process transactions affecting accounting period 12 for September 2008 business.   

G.  Annual and Multi-year Appropriations expired as of the end of BFY 03 (includes 02/03) will close/cancel as part of the FY 08 Annual Close Process.  Review ALL outstanding subsidiary records for validity.

1. Travel Obligations MUST be reversed manually.  

2. Advances MUST be collected, written off, or reclassified as receivables if valid.

3. Non-Travel Obligations/Payables will be automatically reversed as part of the annual close process.  Payable balances will be recorded in the appropriate AMAF fund (i.e. 3630160-AMAFMC, 3630151-AMAFGE) to general ledger 2960.

4. Receivables should be reviewed for validity.  The annual close process will automatically close the open receivables in BFY 03 and create the receivable using the same document number in Fund 36 3200 with a BD 09 transaction.  

5. Work in Process (general ledger 1720) should be reviewed and closed or moved as appropriate.

6. General ledger 2130, obligations must be cleared and holdbacks released prior to 9/25/08.

7. BFY 03 Supply fund 4537B2 and 4537B3 will close during annual close.  
H.  Payroll Accruals

1. MANUAL PAYROLL ACCRUALS MUST HAVE A REVERSAL PERIOD OF 01/09.

2. Payroll accrual adjustments for the September accrual period require special effort.  Request Fiscal Officers review payroll accruals in order to ensure accuracy.  Refer to MP-4, Part V, Chapter 15 (http://vaww.va.gov/publ/direc/finance/M4P5C15.htm) for payroll accrual adjustment instructions.

3. The number of business days in the system for the September 2008 payroll accrual is TWELVE work days (September 15 - 30).

I.  On October 1, 2008, corrections to adjust the September 2008 Trial Balance

    should be coordinated with the respective office (VHA, VBA, NCA etc.) for approval.  
    VHA, VBA, NCA etc. will contact the Annual Close staff to process the corrections.

J.  Posting Fixed Asset depreciation is not part of the annual close process and

     will post at the end of the calendar month for September 2008 as usual.

K.  SO documents having the accrual flag set to N in FMS will not accrue at the end of the year.  Review your SO documents to ensure the validity of the accrual flag.  Note: SO documents with equipment BOCs should have the accrual flag set to N.

Standardized SO documents should have the accrual flag set to Y unless the BOC is equipment.  Ensure enough funds are obligated for all Standardized Obligations.

1VA+ Fund, Government Printing Office, and Lease Obligations SO/MO should have the accrual flag set to N.

For 1VA+ Fund, FY 08 Agreement Customers, station fiscal staff need to process their HT obligation document using a date prior to October 1, 2008 and to limit their use of the document to only line 001.

Prime Vendor Pharmacy SO documents should have the accrual flag set to Y.

Note:  VA Directive 4668 – “VA activities will record an accrued liability for goods and services received and accepted but unpaid at the end of an accounting period.  An accrued liability will also be recorded for salaries and wages earned but unpaid at the end of an accounting period.”

For VBA:

SOs in the FMS fund 0137 for State Approving Agencies (SAA) should have an N in the Auto Accrual indicator. 

If there are SOs in VBA GOE fund 0151A1 for Contract Counseling, they should have an N in the Auto Accrual indicator.  The stations should do an SV-CC accrual transaction for the remainder of FY 08 Contract Counseling services rendered and unpaid.

Stations should do an SV-CC accrual transaction (BOC 4192) for amounts of Non-Ch 31 Contract Counseling Services rendered and unpaid at the end of FY 08. 

LGY Interfaces LS&C, VALERI, CPTS and WINRS interfaces will continue throughout annual close

VBA interface CAATS to FMS are held 09/27/08.

ATTENTION IFCAP USERS: 

To ensure synchronization regarding prior year processing, IFCAP has an option called “Enter/Edit Date When SOs become ARs”.  This option is found on the “FMS Documents Inquiry/Error Process” sub-menu of the “Funds Distribution Program Menu”.  Field station personnel must manually input September 30, 2008 in this date field.  This field must be populated earlier than September 30 as IFCAP prohibits the entry of a prior date in this field.

L.  Direct questions concerning annual close to FAS staff as follows:

	VISN/Organization
	Trial Balance Accountant

	VISNs:  1, 7, 16, 19

Area Office: Central

Other Stations:  101, 103, 116, 785


	Primary:    Anita Aleman (512) 460-5176

Alternate:  Sue Simpson (512) 460-5042

	VISNs:  2, 9, 18, 22

Area Office: Western

Other Stations:  102, 104, 200, 201, 203, 282, 283, 284, 285, 389, 705, 774, 775, 786, 787, 788, 789, 790, 791, 793, 794, 795, 796, 797, and 799
	Primary:    Freda Hill-Terry  (512) 460-5322

Alternate:  Brenda Burton  (512) 460-5308

	VISNs:  3, 10, 17, 23

Area Officer: Eastern


	Primary:    Sue Simpson (512) 460-5042
Alternate:  Anita Aleman (512) 460-5176

	VISNs:  4, 5, 11, 20


	Primary:    Sandra Gibson (512) 460-5012

Alternate:  Anita Aleman (512) 460-5176

	VISNs:  8,12, 99


	Primary:    Sandra Gibson (512) 460-5012

Alternate:  Freda Hill-Terry  (512) 460-5322

	Regional Offices serviced by ALAC
	Primary:   ALAC  

	VISNs:  6, 15, 21

Area Office: Southern
	Primary:    Brenda Burton  (512) 460-5308
Alternate:  Freda Hill-Terry  (512) 460-5322


M.  Per Jim Bradley, Director, Management and Financial Reports Service,

      (047GB) in VACO, the annual station certification letter is based on 

      Accounting Period 13.


1.  Certification letters for VHA should be sent to: 




VHA Office of Financial Management  (173A)




Attn:  Certification Office




810 Vermont Ave NW




Washington, DC 20420

2.  Certification letters for VBA should be sent to the Administrative and Loan     Accounting Center (ALAC) per the Year-End VBA Letter 20-XX-36.     
3. Certification letters for NCA:  The Fiscal Officer should submit the certification letter to the cemetery station Director for signature and subsequent submission to:

National Cemetery Administration

Finance Division (41B1A)



Attn: Barbara Naglic




5108 Russell Road




Quantico, VA  22134
Detailed instructions for these certifications will be sent separately from the responsible offices.

III.  FINANCIAL ACCOUNTING SERVICE (FAS) YEAR-END PAYMENT PROCESSING PLANS FOR CREDIT CARD SYSTEM (CCS), PRIME VENDOR PAYMENT SYSTEM, FEE BASIS PAYMENT SYSTEM, TRAVEL MANAGEMENT AND REJECTED PAYMENTS ARE AS FOLLOWS:

A. CCS (PURCHASE) TRANSACTIONS 

1. FAS will follow these procedures in processing purchase card transactions for FY 08.  On the night of Thursday, September 25, 2008, Credit Card System (CCS) will record the obligation/expenditure transactions for the billings in FMS.  These transactions will include invoice billings submitted to Citibank as of close of business September 24.  FMS reports reflecting those postings will be available on September 26.  This report, along with input from cardholders should be used to determine the unbilled purchases for September 25-30 to record the accrual.  Obligation/expenditure transactions for the daily billings received beginning with charges for activity on September 25 will not be recorded in FMS until the system opens for FY 09.  When the recording of these transactions resumes, the CCS will determine the proper appropriation year to be charged based on the purchase date provided by the merchant.

2. The purchase card is to be used through the end of FY 08 and on into FY 09 on a business as usual basis.  There is no suspension on the use of the purchase card provided an appropriation or continuing resolution has been enacted for

FY 09.

3.   Stations should compute their unbilled purchase and fleet card transactions for FY 08 and, depending on the appropriation or fund, process a SV CC document with a transaction date of 9/30 and an accounting period of 12/08.  The SV CC document must have a reversal period of 01/09.  To minimize the effort required for this step, the accrual may be established at summary cost center and BOC levels.

4. Use the IFCAP “Accrual (Monthly)” menu option to record the year-end accrual.

5. Ensure there are funds obligated and accrued for outstanding convenience check amounts.

6.  Cost transfers made by VBA between fiscal year appropriations may be done

through the CCS using the Batch Modification Screen or on-line in FMS.  Stations with access to the Internet may also access the CCS through this media.  The CCS Batch Modification Screen has a field for the beginning and ending fiscal year.

Some VHA stations ask their IS/IRM to take action to keep Purchase Card ET transactions from hitting FMS at yearend to aid in their unobligated balance reconciliation.  For example in VISN 2, after the last file of charges are received and reconciled, IS puts the VISTA options, Reconciliation and Edit/Remove Reconciliation, out of order so no ET can be generated.  

Cardholders are reminded they MUST determine if funds are available in the control point before using the purchase card.  All purchase card payments with post date September 25, 2008, should be reconciled by September 30, 2008.

B.  PRIME VENDOR PROCESSING 

Prime Vendor Purchase Card (CD) transactions are held beginning with Citibank charges for September 25, 2008 like other purchase card transactions.  Prime Vendor EDI transactions will be held in conjunction with other FSC interfaces beginning on September 27, 2008.  

C.  FEE BASIS PAYMENT PROCESSING 

Fee Basis Purchase Card (CG) transactions are held beginning with Citibank charges for September 25, 2008 like other purchase card transactions.  The AITC will hold the regular Fee Basis (FV) payment processing starting on September 30, 2008.  Payments will continue when FMS opens for FY 09. 

D. TRAVEL MANAGEMENT 

Travel Management Center (TM) Reject documents should be resolved prior to the end of the fiscal year in order for the field stations to maintain an accurate record of funds.  TM Rejects cause differences between Treasury and VA accounting records and can adversely affect VA receiving an unqualified opinion on the financial statements.

Field stations can research the SUSF table to determine if there are any TM transactions in held or reject status for their station.  The instructions for scanning the SUSF table in FMS are located in the FMS Field Station User’s Guide, page B-65.  Do not delete TM rejects from SUSF.
E. REJECTED CAPP/CERTIFIED PAYMENTS 

1. During the period September 27 through September 30, 2008, FSC will contact Station Fiscal Offices concerning any critical FY 08 

appropriation transactions increasing and decreasing Station’s unobligated balances by $100 or more.

2. The last day for FSC to process rejects is September 26, 2008
.

IV.  FY08 Annual Close Checklist

Annual Close 
Item Accomplished


Memo Ref #



II. A. 1.

Review outstanding obligations


      


II. A. 2.

Review FMS table (SUSF) for held or rejected
      




documents

II. A. 3.

All documents affecting unobligated balances
      




processed

II. A. 4.

Available unobligated balances have sufficient
     




funds to cover general ledger 1321

II. A. 5.
BFYs 04 - 08 Tricare and Shared Medical Resources bills moved to BFY 09 are not reversed


II. B.


September 24, 2008 – last day for payments  

from appropriations expired as of the end of BFY 03 and BFY 02 03  

II. C.


September 26, 2008, last day for EB transactions

II. D.
After September 26, 2008, FSC Staff restricted by system modifications from entering documents

II. F.

September 30, 2008 – last day for station input, which 

affects
 September 2008 business

II. G. 1.

BFY 03 travel obligations are reversed

II. G. 2.

BFY 03 advances – collected, written off or reclassified 

II. G. 3.

BFY 03 non-travel obligations and payables are
     




reviewed

II. G. 4.

BFY 03 receivables are reviewed


      

II. G. 5.

BFY 03 work in process – review and take action

II. G. 6.
BFY 03 GL 2130 obligations cleared/holdbacks released prior to 9/25/08.

II. G. 7.

BFY 03 4537B2/B3 will close.  Review obligations.

II. H. 1.

Manual payroll accruals have a reversal period of
      




01/09
II. H. 2.

Payroll accrual adjustments reviewed for accuracy

II. H. 3.

September 2008 payroll accrual is twelve days
      

II. I.


October 1, 2008 – coordinate September 2008
      




Trial Balance corrections with respective office




(VBA/VHA/NCA)

II. J.
Fixed Asset depreciation will post at the end of calendar month

II. K.


Review accuracy of accrual flags for SO documents. 

II. L. 


Annual Close questions to FAS staff

II. M.
Annual Station Certification letter is based on Accounting Period 13.

III. A.3.
Process SV-CC to accrue unbilled purchase and fleet card transactions.

III. D.
Process TM rejects.
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