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Background

e 15+ years within the USG

e Served within multiple roles (Accountant, Asst. Controller, Controller,
Asst. VP)

e Supervised Purchasing, Bursar’s Office, Accounting Office, Payroll
Office, Budget Office, and Auxiliary Services

e Obtained Bachelor in Business AdministratidBhorter College
* Masters in Accounting Southern Polytechnic State University




What Is an Encumbrance?

BPM 1.2.2 Budgetary Reporting

“Obligated” funds are commonly referred to as encumbranegseaning the
Institution has issued a purchase order for goods and services or has sighed a
contract. Although encumbrances are not expenses for GAAP purposes, they
represent an expense of the institution for that particular budget year, and
therefore represent an expense for the State of Georgia’s statutory basis of
accounting/ Budgetary Compliance Reporting (BCR).




Reqguirements

BPM 1.9.3 Other Systems

A reconciliation should be performed between the various balances maintained in
any other system and the cumulative balances maintained in the financial records.
The reconciliation should be performed at least quarterly. Documentation
confirming these reconciliations should be maintained in the institution’s files for at
least three (3) years and include all relevant supporting documentation, including
prepared by, prepared date, reviewed by, and reviewed date.




Sources of Information




Payroll Encumbrances

» Detall held in the PeopleSoft HCM system
« Payroll expense and encumbrance journals on ledger
« PERS SERV_BOR table (No longer contains encumbrance detail)

 Actual verification of the amounts is done using the queries within
the HCM module.







Payroll Query: BOR_CA ENCUMB_QRY

Values

| e tmea v e kit e Aeeca e 2o o
Journal_D:-T Acctg Dﬂ:.;_ S v e n = & =

- (blank) 4——%@ 235951 - B '
s . _________=x =

10/26/7 2 18 Total - - .

551200 - 179.93 179.93
552100 - 20,117.92 20,117.92
_d I |'.l:l;¢1ifl-'-'m g -ml ¥ .
T& I b!LII'II“I 1-_-'1!,_‘-.
55‘3123 ¥ i -__.-_iw-‘.'h.".
g ':'E‘i;!lq - 20,642.96 20,642.96
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(blank) Total T

Grand Total - 30,000.31 30,000.31

If the journal date is missing,
then it probably has not been
journal generated in financials.
The accounting date will show
what date range the process
needs to be ran for.




Payroll Query: BOR_CA BUD ACTUALS SUM_POS

Position ]qutlﬂ Co |Combo Code

1D Name

0004922 Mouse, Mickey 7 TTTvT T iToTT es T T

'0004922 Mouse, Mickey 10048546 1110300 690

'0006209 Duck, Donald '10043524 '15502&[: 690 604

'0006209 Duck, Donald 10045524 wt-n;nn ﬂ'ﬁqn

rﬂﬂﬂﬁzﬂg Duck, Donald 10043524 J..J‘..JUI’.'U'U : u‘:r 3 L v e e v =
'0006209 Duck, Donald 55048624 155:]200 “30 69155020 ~ T~ 551200 92830 106005500

'0006209 Duck, Donald 10048624 "1ss0200 'Esm 691550200064 '55'2100 8,435.86 2,290.20] 6,516.46 [ 14,952.32 1{16{!0 15400 11000 69H
'0006209 Duck, Donald 10048624 200 690 69155020006A 553123  16,452.43 a,861.200 11,685.95 ety = 38 10600 15400 12%
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0016552 Mouse, Minnie 10049069 1620300 . 5

'0016552 Mouse, Minnie "10049060 1620300 690 69162030010A 525100 " 62,069.04]] - B - 10000 16200 11000 69L
‘0016552  — e s e S b i s AT T0G P T MR T TS
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Encumbmm:l:







Manual Encumbrances

Queries:
BOR_KK_MANUAL ENCUMB (Manual Encumbrances)
690 DSC ENCUMBRANCE JOURNALS




Manual Encumbrances

690 DSC ENCUMBRANCE JOURNALS







Encumbrance Reconciliation Template

|DALTON STATE COLLEGE (BL: G2000)
Account: ﬂz.:lllﬂﬂ %'1{’ ﬁfumhnnm

Prepared By: r.n'EnEI.m:I

|Reviewed By:

Reconciliation as of: 6/36/2019

| N I |

Detail Listings (Pulls rmﬁ—ﬁ—aﬁ;ﬁﬁﬁﬂ _ Reconciliation Summary

D o Shauld march HAE 101l

Payron encumorances 5 (U UV} Should match E48 total Lyenasl_LM Leager £ 43074

Manual Encs + YE 142 5 - Should mateh DAE total jrass = bl N s
Ubiit Encumbcances . 8_____ i . 1 W 1’ !Lm.__l....._... 7 A40 147 A2 Mﬁf_ﬂ% PR = .

i o

Co s :-".ﬂftsa&mw 5 - I I | L

4 =i -_ll :: ::_ = L] :: ' L

Grand Total 5 2,940,147.62 (B11:B16) Variance 0.00 vt
Tsnrean:neet Summary § 2940,147.62 Total from Fid (11 i i

Encumb ledger, -_l;\:"‘ . 3 AN AAT B ks Womad rirat B4 s i — _

Difference . 5 a5 {0.00) &

Encumbrance F




Encumbrance Reconciliation Template

Encumbrance Reconciliation by Fund as of JUNE 30, ZEIE
Tl I i il

Difference Between Supporting

f:-ur%"ir-.- spreadsheet

Payroll tietqﬂ:‘if::’ e o Documentation
Fund Open Purchase Orders G =T Wanialfn: 1 ! __GrandTatal sf Data™ =yl firance Leoger 7wk en " endufmo'ieoger

10000 5 101595924 | s 1 = - 5 - » - i P sutnaranpag le - ale par 14 PR BEG A g}

10500 5 644 65946 | 5 5 5 5 4465946 | 5 644,659 45 Li e ap

10600 5 SET 40348 | % g 5 5 587405348 5 SETES

12000 5 5 5 5 5 > 5 5 5

12210| 5 B,B02.50 | & 5 ¥ $ BB0250 3 BB0250 | & = $ (8,802 501

12220 5 . 5 5 5 5 - 5 = 5 5 e

12230 5 4193750 | 5 ] 5 5 4193750 3 4193750 5 = E (41,937.50)

12240 5 24561 5% 5 5 5 2461 | 5 2451 | & =

12250 5 f

12260] %

12270| & 2000 | 5 5 5

12280 5 127500 | 5 5 5 5

13000 & 525140 | 5 5 5 3

12000 5 - 5 5 5 5 5 3 5

15000 5 - | s ] 5 L - K - % = $ :

16000 5 198 83884 | 5 5 5 L 198 B3B B4 5 19883884 5§ 5 (198,838 .84)

20000 5 4426356 5 5 ] 5 44 16356 5 4426356 S5 - 5 (44,263 .56)

50000 5 29530505 | & & 5 5 29530505 | 5 39530505 | 5 - 5 {295,305.05)

BOO0C 5 s 2 3 s = 5 = 3 5 -
Grand Total 5 2,940,147.62 % & 5 5 2,940,147.62 5 2,940,14762 5 - 5 (2,940,147 .52)







The Process




Reconciliation Pileces

e Detall ledger-BOR_KK ENC BAL AS OF PD
Note: This query pulls from DETAIL_EN by expense accounts

* Open PO EncumbrancedavigationBOR Menu8OR Purchasing-
BOR PO Reports and run PO Opecas of Accounting Period

 Manual Encumbrancedkun journal query to pickup manual
encumbrances (i.e. payroll and/or manual journals).

Note: UseKK_Amount_Type 2 EnQg
 Encumbledger:BOR_TRIAL_BALANCE

Note: Change the ledger = ENCUMB

Important: The DETAIL_EN and ENCUMB ledgers should be in sync. To verify run integrity check:
BOR_CHK DTL _ENC, if results exist, try to rebuild ENCUMB ledger (refer to YE procedures).




Reconciliation Pleces

W
-

|Summary spreadsheet

u%:ﬁ .I-n-n.n‘f‘rl.'.'t--:-_u_%-.,mu_\_r!m,'

Pmd 1 . st e [ W Y P
Fund YE1 &__
> 7 N = N > ANLLTIT ™ =] l,UAJ.JJ—S' a i - ~ =] 14, ViAI.TIT.4A™)
5 S s 63465946 S 644,659.46 | § - s (644,659.46)
- l& - le - Iy SA7ANT AR | & SR7 4N 4R | & = le (887 ana asl
> 3 v . 3 - - . > -
S H S B8B80250 5 880250 | § a S (8,802.50)
_wan: $ $ < s - I8 . $ :
1S s s 4193750 S 4193750 | § . s (41,937.50)
s s s 2461 & 2451 o8 3 (24.61)
$ $ $ - s - |8 . s
5 s s 96,4065= '3 96,406 9455 i TLNEEEA
5 s s 2000 S 20004 * - 2u. 0T ~~
s s s 127500 S 127500 'S - s (1.275.00)
e -2 e =] [ - - & J*‘_J!.;sl "p a »,6-5.351 JJ'I [ ] _ =2 — e \a.‘JE 35 an
$ . $ . s 198 83884 5 198 83855 - j 8,858
s - S - 8 AA.26356 S 4426356 | S - 5 (44.263.56)
5 SH=E= i =) Y - T2 IIINGD = AT IVIND e J s =) \&T2,2va. WD)
Grand Total - 13 - |8 - 8 2,940,147.62_ $ 2,965 LA0m & L& . e \-,-12,940.147 &1




Reconciliation Pleces

* Open PO EncumbrancedavigationBOR Menu8OR Purchasing-
BOR PO Reports and run PO Opecas of Accounting Period

PO Open Enc as of Acctg Period

e P08 CRtrnL N RO ()RRG A Ao e Pe i 2 em = = - laggai bt s nno e S g g i, R

Run Control ID PO_Open_Accounting_Period

[[ 1] -

S

Run Time *0:-27 2640




Reconciliation Pileces

. e |

- i o

Adpanng iDL RQPERO1A et de L U Sy i we Diap=il

Business Unit: 69000 Name: Dalton State Colle

Fiscal Year: 2019 As of Accounting Period: '

Vendor ID VEH%QLﬂam&.._ POID-LnNbr PO Status Account Fund Dept __ Program Class Proiect Bqdnﬂ.@lﬁﬂ"’
40330 Ul mf B Asenciates D DONORI 17570 .n L LFRIINILEO0NAO, ATEINAN | ATEIN 165NN ARIFIE Ipie
40329_5.*.!;;__,-5;!’_‘ i & AssocTares rf"“"lmmvﬂrx:f F Sl — gy o TETS TOome Smommss T T T "" _ﬂ' ST
403299 Crofi i-é,‘".;-;sociates P |DDUDS_11}'5?-4 . 1!:_) ?s'i:ﬂ;gilsnum 1762010 17620 16500 181316 _ 2018 8,400.00
403303 David Michael Cook 00005~ 1780 S u 751103 10500 1620300 16200 11000 2018  20,000.00
402954 Nichots Cauley & Ass o= 1721581 O 751103 10500 1620100 16200 llmqr 20180 mml -15
403720909 rraf B Apcopiztar D NNONE1 31731 TN, AEANN DRININN T i etylindi SEE MN1e AR 1SRN NN, 13 A9

m
402684 H;sr'ra LOASTIUCTIon > VUOUSLZIY1-1 u
403486 Apex Portable Buildi 0000512208-1 C
402780 Northwest Goorgia Tr 0000512240-3 D

s
(P

40’%,?'“1_‘“_““:&:5?!?4’&5-? Lo 001 M5 e evr e D

402780 NOrtiwdlgasty = T mmeapessiso
12127 ETC A
12127 ETC . 0000512339-2 C
15048 Waste Services i ran: DUOS12386-1 —
CATO000017  Southern Computer Wa D0GAS12448-1 D
CATODODOLY Southern Computer Wa 0000512484-1 D

402258 MNotifii L %,

1101E | LB SRR~ ASEAN AN 4 e C amo,,.,  en

T U 0 10F; oY 11107, 0 11100 11000 2010 52§
717 _ _ 1 _ IOVEPE Jull -19.827,46__ 4,

714114 10500 1550300 15500 11000 2019 237.78 0o 23778

714114 16000 1460500 14400 11000 2019 448 38 0 448.38

/110U "TUSUU Y92ULUU T 1720U LS00 IBISI0 T rune sl T

743200 10500 9920100 17200 11000 2018 ' 10,550.00
719100 1% 11 :

o -
= S

mdinama b e s SRR SRS PR s L I S ptime | |




Reconciliation Pileces




Reconciliation Pleces

Detail ledger BOR_KK_ENC _BAL_AS OF PD
Note: This query pulls from DETAIL_EN by expense accounts

Encumbrancagigas

|
Summary spreadsheet
| .'—n-n-n‘f‘rl-'.'t‘t'_u_%-,;,::n_‘_rfln,'
'md [ W P
Fund Open PursigaiBiSe Orders YE 1 &)
Im: ': A NNALL TIT L™ - > 7 - > =] 14, ViAI.TIT.4A™)
10500 $§ 64465946 5 $ S S S (644,659.46)
{0600 & sR74an3ar | & - le S - I = e (SR7 an3 ari!
'ZCCgb' . -1 -1 3 - ] .
12210 5 BBO250 5 S $ S - S (8,802.50)
12220 § - $ _manf- $ s S -
12230 § 4193750  $ 1S s s - $ (41,937.50)
12240 $ 2461 S S $ S ° =461
12250 § - $ S 5 s S
12260 S 9640698 S $ S s S
12270 § 2000 | S S S S > - «wdBF ST
12280 _,_'S 127500 | § $ $ $ - S (1.275.00)
I.rvua "n - 4‘4535“9" - T - K € T = [ v © \,_‘jEJS} =
‘J‘E;;: \.= & x o’ )
15000 S - $ =
16000 $§ 19883884 S - $ . $ = 8,838.8
20000 S5 4426356 | S . S . 5 S (44.263 56)
50000 S 29530505 | S S === 2 - 2 R
Grand Total s 2,940,147.62 $ - |$ - 18 R \-,- 12,940 127 £21




Reconciliation Pileces

Encumbledger:BOR_TRIAL BALANCE
Note: Change the ledger = ENCUMB

|Summary spreadsheet
___i%;jl% Lience Between Suppar

'md 1 . Aoa-f Fa .~ Mo meal.

Fund Open PuriRalBi=s Orders YE 1 &30 [ ' L
Im:w:l A NNALL TIT L™ - > 7 - > ANLLTIT ™ =] l.UAJ.JJ—? a .. =
10500 $ 644,659.46 S 5 S s 64465946 S 644,659.46 | §
g'i)smz‘g &R74N3 4R | & = 10 - 1= - I SA7ANT AR | & SR7 4N 4R | &
::c-:@s' . -1 > > v - > - 3
12210 § 880250 | § 5 s s 880250 S 880250 | §
12220 § . S _ma: $ s . S . S
12230 $ 4193750 | § " S $ s 4193750 | 5 4193750 | §
12240 S 2461 S s s s 2461 & 2461 .8
12250 $ - 8 S S s - s S
12260 § 96,40698 | § s s s 96,4065= '3 96,406 9455
12270  § 2000 | § 3 s s 2000 $ 2000y *
12280 $ 1.275.00 | § S S 3 127500 ' $ 1,275.00 'S
e P S TIRT AR e X o e BB A 0 20535 4 | &
""‘E;';i: \;.= i =] s : ) B
15000 $ - |5 i . -
16000 § 19883884 S S s $ 19883884 S 19883855
20000 § 4426356 S s s £8.26356 S 4426356 S
5m 5 295.30505 5 s SH=E= i =) Y - T2 IIINGD = AT IVIND e J
60000 =

Grand Total 2,940,147.62 $ - |8 - |8 - IS 2,940,147.62_$ 2,965 LA0m &> (&

o |2




DETAIL EN vs ENCUMB Ledger




Purchase Orders

e Requirements
o Authorized Signature
 Payment and Delivery Terms
o Appropriate commodity codes (NGIP codes, etc..)
e PO lines must clearly identify what is being purchased

* Normal expectation- PO completed within 6 months, 12 months on a
maximum

« Amounts over $2,499.99 are required to be on a purchase
order(unless it’s one of the items specifically exempted)




Purchase Orders

Business Process Pol

i At PRy it eraviics.

Requirements - Except as notécu o&rdwana Wik a 11 T e T —

a purchase order is requamiafeam’ ~ * o ogm "'y 0 ' # wplcgedlie goodt ant!
£2.500.
- i 3 40 RS oEeRRe W M M mwe S
. AttO.-..-.f e s [ g bt Beas ot A i - - -
Law via OCGA SA8.15:24
* Benefit payments T U
» “Intergovernn: ASntaligoreem i g "
asses

] L} y . .
s m D PO 7 S T S
IR m¥ : s

Payroll and associated tax and benefit payments
Postage and shipping
Real estate rental/lease péfdiitinants

R e 15 T —

Sales 2 . SN " 1S

Travel expense reim bur 5 ——
U:t;l;t;_Pq (e o electricitv telenhane Iﬂl:'_:j‘;.f{?"l- r'.'ipq ce 120 mhoane charaec

WIE')r( and ARI v*ﬂ._




Why is It Important?




Questions?




