DMB Office of Financial Management
Agency Interim Assessment/Close-Out Checklist

Effective date: March 31, 2001
Agency Name Due date: May 11, 2001

The checklist has two columns: In the first column, indicate the completion of a step by initialing under “Completed
by.” If you have not been able to complete a step by the date this memo is due, please check the “Attachments”
column and attach a brief description of the problem, the steps being taken to resolve the problem, who specifically
will be taking those steps, and a projected time of completion. A list of applicable RMDS reports to use during the
assessment is attached.

The checklist is to be completed by the chief accountant or his/her designee and reviewed and signed by both the chief
accountant and chief financial officer.

Completed Attach-
by ments

A. Clearing of Current Year Transactions:

1. Internal Transaction (I.T.) File - All transactions more than one month old have
been cleared.

2. Deposits Clearing Fund D22 #4000 - All transactions more than two weeks old
have been cleared. (Year-End Closing Guide (YECG), Chapter 9, Section 2)

3. Payroll Clearing Fund D22 #2000 — No operating activity should remain in this
fund at year-end.

4. EFT Clearing Fund D22 #4500 - All returned transactions should be cleared from
this fund. Self-study guide available through the EIS homepage @
http://mainweb.state.mi.us/

5. Manual Warrants - All manual warrants have been recorded and errors have been
cleared. (YECG, Chapter 14, Section 5)

B. Prior Year Balances:

1. Prior Year Accounts Receivable Balances - Uncollected amounts have been
written-off to the proper accounts or justified as still collectible. (YECG,
Chapter 11, Section 2)

2. Prior Year Accounts Payable Balances - Unpaid amounts have been written-off
and recorded as general purpose revenue or justified as still valid payables.
(YECG, Chapter 14, Section 6)

3. GL2952 and GL2953 - Accounts payable and accounts receivable write-off
clearing accounts. These should have a zero balance. A balance in either GL
indicates that the write-off process has not been completed. (YECG, Chapter 11,
Section 2 & Chapter 14, Section 6)




4. Restricted revenue carryover amounts are recorded for the correct amounts and
in the correct coding blocks. This amount may be less than the DAFR6400
restricted revenue carry-forward amount by the amount remaining to cover
prior year encumbrances and the amount remaining in the DAFR6710 "Y/E
Encumbered Basis Budget" for work projects and capital outlay. (YECG,
Chapter 8, Section 1)

5. Encumbrances - Purchase orders have been canceled or justified as still valid.
R*Stars encumbrances have been liquidated or justified as still valid.
Overexpenditures caused by encumbrances and all negative encumbrances have
been eliminated. (YECG, Chapter 14, Section 1 and Chapter 8, Section 5,
Exhibit B)

C. Account Classification:

1. Balance Sheet Accounts - Accounts with negative balances (assets with credit
balances, liabilities with debit balances) have been corrected or justified.

2. Appropriation Type 09 - These appropriations have no authorization or net
operating activity. The only exception is for the '20' appropriation used to
record general purpose revenues (YECG, Chapter 8, Section 5, Exhibit B).

3. Comptroller Objects - Revenue and expenditure objects with negative balances
have been corrected or justified.

4. Revenue and Expenditure Classification - Classification of all revenue and
expenditures as federal, local, miscellaneous, general purpose, restricted, etc.,
corresponds to coding on the related D23s.

5. There are no general ledger 3604 (GAAP Expenditure Credit) balances in
general purpose D23s.

6. There are no balances in comptroller objects for which usage is restricted. (See
attachment for a list of restricted comptroller objects and those agencies that are
allowed to use them.)

7. Other Comptroller Objects - All comptroller objects with amounts in the GAAP
Subclasses 4999/9999 have been reclassified to the appropriate coding.
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D. Other:

1.

Interagency Funding - Contact has been made with the chief accountant of each
agency that provides funding or to which funding is provided to verify that all
such transactions have been recorded by both agencies. (This includes operating
transfers, restricted revenue distributions, expenditure credit funding, etc.;
YECG, Chapter 16, Section 1)

. Judgments - All court judgment payments have been identified and recorded,

using COBJ 5320, in the appropriate 20. (See PA 431 of 1984, as amended,
section 396; YECG, Chapter 14, Section 2, Exhibit B)

. Headlee Reportable Expenditures - The agency has recorded all “Headlee

Reportable” expenditures. Current year amounts have been compared to prior
year and budgeted amounts of the same period. Significant differences have
been explained. (YECG, Chapter 18)

. Analytical Review - The agency has compared the current year balance sheet

and operating statement amounts with the prior year through the same period
and has explained any material variances.

. GL 2951 - There is no net change in GL 2951 from the prior fiscal year at the

summary level. (Compare the 89 screen for the most recent month to month 13
of the prior fiscal year. In some cases there may be a net change for an agency.
This is acceptable as long as there is an offsetting difference, which you have
confirmed, in another agency within the same appropriated fund.)

. The balances on the DAFR 6350, as supported by amounts in the DAFR6710

and DAFR 6400, have been reviewed and are deemed reasonable. (YECG,
Chapter 8, Section 5, Exhibit A-C)

. Appropriation End Dates — Determine and list the ‘20’ appropriations for prior

AYs that require an extension of the effective end date to allow future
liquidation of remaining A/R, A/P, and encumbrance balances.

. Agency-Specific Issues - Are there any accounting transactions that are specific

to your agency and therefore not covered by the above that are not properly
recorded through the end of the most recent quarter? If so, attach an
explanation.
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I have reviewed the above and related attachments and concur with the information provided herein.

Chief Accountant Date

Chief Financial Officer Date



Restricted Comptroller Objects (D10)

Certain comptroller objects (D10s) are designated for a specific purpose. Agencies can use the DAFR9670 v. 06
weekly bucket, by agency at the D23 level, to monitor comptroller object balances that need to be reclassified.

Object Description Purpose

1970 Proceeds from refunding bond issues Debt Service

1980 Proceeds from bond sale Agencies with Bonding Activity
2001 Equity trsf from other OFM must approve
2010 Operating trsf from PG Component unit use only
2800 Cumulative effect of accounting change OFM use only

2850 Restatement of Beginning Fund Balance OFM use only

6166 VTS Maintenance Expense VTS use only

6345 Revenue sharing Treasury use only

6635 Bond interest expense Debt service funds only
6640 Bond paying agent fees Debt service funds only
6645 PMT of refunded bond escrow agent Debt service funds only
6705 Bond prin. retirement Debt service funds only
6715 Capital lease payments OFM use only

6720 Capital lease payments OFM use only

6725 Capital lease payments OFM use only

6735 Capital lease acquisitions OFM use only

6800 Cumulative effect of accounting change OFM use only

6850 Restatement of Beginning Fund Balance OFM use only

6855 Tax expenditures Treasury use only

6920 Equity trsf to other funds OFM must approve
6922 Equity trsf to component units OFM must approve
8006 Revenue sharing — Headlee Treasury use only

The following comptroller objects should only be used when/if the State reimbursement rate exceeds the Federal
reimbursement rate.

4811 Std Mileage - Nontaxable Portion of Taxable - In State
4812 Std Mileage - Taxable Portion - In State

4816 Prem Mileage - Taxable - In State

4817 Prem Mileage - Nontaxable Portion of Taxable - In State
4866 Std Mileage - Nontaxable Portion of Taxable - Out of State
4867 Std Mileage - Taxable Portion - Out of State

4871 Prem Mileage - Taxable - Out of State

4872 Prem Mileage - Nontaxable Portion of Taxable - Out of State



Version @ Version @
Version Version @ D68 D68 By Version @
Checklist Step Report ID Bucket @ D23 D22 Aggregate Agency Other Sort
A1 DAFR6821 Daily 01 (by agency)
A2 DAFR8920 000 GAH Daily 07
A3 DAFR6350 000 GAH Weekly 02
A4 DAFR3051 Control 01 (by agency)
A5 DAFR3801 Control 01 (by bank ID)
B1, B2, B3, C1 DAFR8920 000 GAH Daily 01 02
B4 R*STARS 60 Screen N/A
B5 DAFR7880 000 GAH Monthly 11
B5 DAFR7820 Monthly 10
Cc2 DAFR6350 000 GAH Weekly 21
C3, C4, Ce, C7,D3 DAFR9670 Weekly 06 05 07
D3 DAFR9670 (PY) Daily 02 01 03
C4 DAFR6380 000 GAH Weekly 02
C5 DAFR6350 000 GAH Daily 25
D4 DAFR8590 (Gov only, PY)  Daily 01 02
D4 DAFR8600 (Prop only, PY)  Daily 01 02
D4 DAFR8590 (Gov only, CY)  Weekly 05 06
D4 DAFR8600 (Prop only, CY)  Weekly 05 06
D5 R*STARS 89 Screen N/A
D6 DAFR6350 000 GAH Weekly 02
D6 DAFR6710 000 GAH Weekly 50
D6 DAFR6400 000 GAH Weekly 06

To access the Year End Closing Guide please visit the following web site:
http:/intra.state.mi.us/dmb/ofm/reports/year_end/year_end.htm

The requester ID for each report is ‘000 GAH (version #)” except for the DAFR3801, which is a control report, and is listed as “000

(version #)”.

IAgencies should review the respective reports at all applicable levels: the Fund (D23), Appropriated Fund (D22), and GAAP Subfund

(D68) levels.




