Headquarters Accounting Division

Year-End Checklist for FY 2000


	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	6/1/00-8/30/00
	Lori Shavatt     6-5586

Jo Triplett        6-5520
	W-9s/W-3s (IPA Agreements and Credit Cards) – Memo is sent to COTR’s to verify funding on contract, costing, and period of performance.   Deobligate funds identified as unneeded.

	7/21/00
	Delores Duren  6-6175
	NASA Headquarters, Code BFB will do an account balance analysis of significant changes of accounts comparing balance amounts for the same time frame for the current and preceding fiscal years for variances that are greater 

than 10% of the previous year's balance and over $10,000,000.  Records that qualify for these variance parameters will be sent to the applicable Center for review and written explanation.  This analysis should be documented and submitted to NASA Headquarters, Code BFB for the time period ending June 30.  This analysis is due to Headquarters by August 2, 2000.

	8/1/00
	Phil Washburn
	Update RAMIS to allow resources to download expiring commitments for the following fund sources:

FY00 = 21, 22, 23, 41 & 42; and FY99 = 29, 30, 34, 43, 48, 36-40, 44-47, and 11.

	8/2/00 - 9/29/00
	Tonya Jones 

6-6125
	HAD runs RAMIS report to pull PR’s with unliquidated expiring funds.  Notification is sent to initiating program office and the Headquarters Procurement Office.

	8/4/00
	Candy Spence  6-6089
	Put notice out to travelers to submit vouchers promptly for travel that takes place in August & September.

	8/4/00
	Sharon Clinch 6-7884
	Track receipt of 533's, follow-up with procurement by September 25h for all 533's not received.

	8/11/00
	Tonya Jones 6-6125
	Submit identification of the financial management office staff member (name and telephone number) who

reviewed the Center's Industrial Property Officer file(s) of contractor property system analyses conducted during

the fiscal year, to ensure that any reported deficiencies which might affect September 30 NF1018 reporting are

corrected prior to the NF1018 due date.  Show date(s) review was conducted and summarize results of the review.

Provide follow-up information evidencing resolution of any identified problem(s) upon completion of contractor

corrective action.  This is due to Headquarters by August 18, 2000.

	8/11/00
	Delores Burkhardt

6-1291
	Electronically transmit Checklist spreadsheet with completed column "Center Technical Contact Phone #, Email 

Address."

	8/11/00
	Tonya Jones 6-6125

Luly Carson 6-4309

Gary Morris 6-5031
	Finalize 1018 Reportable List of Contracts & Coordinate Official Notice of changes to contractors.  Procurement is to issue letters to contractors as of August 11, 2000.

	8/14/00
	Cassandra McRae

6-6231
	The Suspense & Budget Clearing Accounts are to be  reviewed to identify responsible HAD employee(s).  Issues are resolved with postings to clear account.  The Suspense & Budget Clearing Accounts should equal $0.00 by September 15, 2000.

	8/16/00
	Delores Duren  6-6175
	FD01 PP17.

	8/17/00
	Delores Duren  6-6175
	FD02 PP17.

	8/23/00
	Phil Washburn
	Run JPL Reports if JPL sends during the day, JPL1 and JPL2.

	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	8/24/00
	Sharon Nye 358-1086

Sharon Moser   -1072
	Run FASTMAS1 if JPL1 and JPL2 were processed on 8/23/00.

	9/1/00
	Tonya Jones 6-6125

Sharon Nye 358-1086
	Generate bills for unbilled costs over $1,000,000 as of August 31, 2000.  Bills related to agreements with advance payments should be collected by September 30, 2000.

	9/1/00
	Tonya Jones 6-6125

Sharon Nye 358-1086
	Centers need to bill and collect reimbursable costs to the maximum extent possible and submit bills to Headquarters by September 11, 2000 so that the bills can be paid by September 18, 2000.

Note – this goes to #1.c. the AA mgt. Letter.

	9/1/00
	Delores Burkhardt

6-1291
	Payments will be made throughout year-end processing.  The payments made from October 2, 2000 through October 6, 2000 will not be posted in the PC file or FAST until October 7, 2000.

	9/1/00
	Delores Duren  6-6175

Phil Washburn
	Run PCX.

	9/1/00
	Delores Duren  6-6175

Phil Washburn
	Run Weekly Disbursements (Special Version – includes MJ) after purge.

	9/1/00
	Tonya Jones 6-6125

Sharon Nye 358-1086
	Year-End Reimbursable Activity Report (Year-End Roll-Over Reimbursable Report) due to Headquarters by September 15, 2000.

	9/1/00
	Delores Duren  6-6175

Phil Washburn
	FD03 PP17 – Schedule Numbers and “As Of” dates will be provided to Phil;

FD01 PP18 – 250% Accrual; 

FD02 PP18;   FASTMAS1.  (Must be run in this sequence – before FB Reports)

	9/1/00
	Phil Washburn
	Run A&B and General Ledger (Bind 3 Xerox Copies) – FASTFE03.

	9/1/00
	Tonya Jones  6-6125
	Luly Carson submitting memo from Procurement authorizing HAD to deobligation/decommitment expiring funds under $1,000.00 for Year-End Closeout purposes only.

	9/7/00
	Delores Duren  6-6175
	Purge PC Transactions.

	9/7/00 –

9/29/00
	Phil Washburn
	Run Daily Disbursements & Sch Out of Balance each day  (Weekly Disb will be Special Version thru 9/29/00).

	9/8/00
	Cassandra McRae

6-6231
	Complete FACS Update.  Ensure all Edits Reports are corrected.

	9/8/00
	Phil Washburn
	Run A&B and General Ledger (Full set of Xerox Copies) -- FASTFE03.

	9/13/00
	Sherri Jackson

6-5773
	Training – A list of purchase orders for which no invoice has been received is sent to Odessa Becks to review and resolve.  Record an accrual for training which occurs in September.


	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	9/14/00
	Tonya Jones

6-6125


	Property:

1. Ensure that the values reported on Sept. 30, JPL NF 1018 include fees as appropriate under the new contract.

2. Review the 1018s and make all necessary adjustments.

3. Reverse property entries for amounts capitalized in FY00 for values between $5,000 and $100,000.  Prior to Sept. 30 first closing, reverse cost and asset entry. 

4. Adjusting entry for prior year activity of items capitalized.

5. Contact major contractors to determine if fee is included in values.

	9/14/00
	Delores Burkhardt

Denise Brown
	Make special arrangements to have restricted FAST access, Xerox, and ADOSS ready on 10/2.  The list of authorized users is contained in the year-end SR.

	9/14/00
	Mary Gaskins -2478
	Memo is issued by Code BR establishing year-end cut-off date for 506s.

	9/15/00
	Delores Duren  6-6175

Phil Washburn
	FD03 PP18 – Schedule Numbers and “As Of’ dates will be provided;   FD01 PP19 – 150% Accrual;

FD02 PP19.  (Must be run in this sequence – before the FB Reports).

	9/15/00
	Phil Washburn

Denise Brown  6-6122

Delores Duren 6-6175
	Run A&B and General Ledger daily (Bind 3 Xerox Copies) -- FASTFE03

Run JPL reports if JPL sends during the day

	9/18/00-

9/29/00
	EVERYONE
	Work all schedules out of balance items.  Pull down OPAC Charges daily.

	9/20/00
	Candy Spence 6-6089

Debbie Randall –1173
	1. Check Status of Funds for Fund Sources 41 & 42.

2. Determine the estimated dollar value to hold back for Fund Sources 41 & 42.

	9/20/00
	Delores Duren 6-6175

Sandra Brown 6-0785
	Check Allotment for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.

	9/20/00


	Stefanie Taylor 

6-6126

Sandra Brown

6-0785
	Submit description of how duties are segregated and controls in place to ensure cash receipts are safeguarded.  Specify when internal controls were last independently reviewed as part of the annual Cash Management Review required by FMM 9051-5B, any findings and corrective actions taken. Due to Headquarters, Code BFB, by September 29, 2000.

	9/20/00
	Delores Burkhardt

6-1291
	Ensure the Treasury personnel record all accruals for all Grants (making adjustments to straight-line method based on June 272) including an estimate for period from the end of contractors’ accounting period to September 30th .  Exam all bills currently on hand or anticipated for a material amount and relating to work to be performed by September 30th per FMM 9060

	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	9/20/00
	Tim Kelly 6-5781
	Ensure that all Contracts (NF 533), Interagency Agreements, and Purchase Orders are properly accrued including an estimate for period from the end of contractors’ accounting period to September 30th.  Exam all bills currently on hand or anticipated for a material amount and relating to work to be performed by September 30th per FMM 9060.  

	9/22/00
	Sharon Nye 6-6122

Sharon Moser 6-6175

Phil Washburn 
	FASTMAS1 (Run before FB reports) DO NOT run FE01 and FE02.

	9/26/00
	Debbie Randall

Sherri Jackson

Tim Kelly
	Validate Training Obligations and the dollar value to hold back for Fund Source 41.

	9/26/00
	Candy Spence 6-6089

Debbie Randall –1173
	1. Verify PCS dollar values with JSC.

2. Check Status of Funds for Fund Sources 41 & 42.

	9/26/00
	Delores Duren 6-6175

Sandra Brown 6-0785
	Check Allotment for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.

	9/27/00
	Candy Spence 6-6089

Debbie Randall –1173
	1. Verify PCS dollar values with JSC.

2. Check Status of Funds for Fund Sources 41 & 42.

	9/27/00
	Delores Duren 6-6175

Sandra Brown 6-0785
	Check Allotment for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.

	9/27/00
	Delores Duren 6-6175

Stefanie Taylor 
	Generate data and perform analysis for allowance for doubtful accounts.  Is G/L Account setup?

	9/27/00
	Delores Duren  6-6175

Tim Kelly 6-5781
	Populate G/L interest expense account.

	9/28/00
	Candy Spence 6-6089

Debbie Randall –1173
	1. Verify PCS dollar values with JSC.

2. Check Status of Funds for Fund Sources 41 & 42.

	9/28/00
	Delores Duren 6-6175

Sandra Brown 6-0785
	Check Allotment for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.

	9/29/00
	Candy Spence 6-6089

Debbie Randall –1173
	1. Verify PCS dollar values with JSC.

2. Check Status of Funds for Fund Sources 41 & 42.

	9/29/00
	Delores Duren 6-6175

Sandra Brown 6-0785
	Check Allotment for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.


	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	9/29/00
	Delores Duren  6-6175

Phil Washburn
	Run weekly disb report, Run Highlight (FE01) Delete (FE02), Run Weekly (FC) reports, Run Preliminary Monthly (FE & FG) and Quarterly (FK) reports, Run Metrics Report. 

Run Special Version FE03;   

DO NOT:  (a) purge September transactions, they must remain on the transaction file until FY-00 processing is completed; (b) produce FACS or GLAS tapes;  (c) update ROCRS file;  (d) put MJ on PC file; or (e) run FH01.

	9/29/00
	Delores Duren 6-6175
	FMM 9322:  Financial Highlight Report due to Headquarters, Code BFB, October 2, 2000.

	9/29/99 –

10/12/00
	Candy Spence  6-6089
	Travel – Stop issuing TAW numbers through FAST until system reopens, numbers are issued manually during this time frame.

	9/29/00
	Delores Burkhardt

6-1291
	System will be brought up on 10/2/00 as of 9/29/00 until year-end processing is completed.  

	9/29/00
	Denise Brown   

6-6122

Delores Burkhardt

6-1291

Delores Duren

6-6175
	Reclassify closing appropriations in the Pre-closing GLAS submission.  This is a change from previous year-end procedures to resolve problems incurred in FY 1999 FACTS II submissions.  NOTE: All fiscal year accounts will be closed in the post-closing submission.

The following appropriation symbol accounts will close as of September 30, 2000: 

                                         804/50105; 803/50107; 804/50108; 8050109; 8050110; 8050112.  

Financial and Contractual Status (FACS) data banks should be updated (i.e. unliquidated should be deobligated) for closing appropriations before the "as of September 30, 2000 transmission".  FACS data bank line items (commitments, obligations, costs and disbursements) at the Program Year (PY), Fund Source (FS), Unique Project Number (UPN) and Contract Number level should be within $10 for closing appropriations.

	9/29/00
	Denise Brown

Delores Duren
	FMM 9220:  Transfer unobligated reimbursable allotments (accepted agreements or unobligated commitments) for expiring appropriation accounts to account 3231, Reimbursable Resources Authority for Anticipated Agreements.  Ensure there are no balances in expiring appropriation accounts for accounts 3232, Reimbursable Resources Authority for Allocated Agreements or 3240, Unobligated Commitments.  This must be accomplished in the Pre-closing GLAS submission.

	9/29/00
	Denise Brown

Delores Duren
	FMM 9220:  Transfer unobligated direct allotment for expiring appropriation accounts from 3240, Unobligated Commitments to account 3230, Uncommitted/Unobligated Allotments.  Ensure there are no balances in expiring appropriation accounts for 3240 in the Pre-closing GLAS submission.  Due to Headquarters, Code BFB, October 16, 2000.


	Code 155

Due Date
	Contact Name 

and Phone #
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                                     ***NPPS Report for PP20 is due to Code BFB October 4, 2000.

	1. If account 1110 has a credit balance zero out (debit) 1110 and credit account 2090 (Accounts Payable to Reimbursable Customers) by the same amount.

            If account 1120 has a credit balance zero out (debit) 1120 and credit account 2090 by the same amount.

            If account 1190 has a credit balance zero out (debit) 1190 and credit account 2090 by the same amount.

            * NOTE:  The 3 entries above will be reversed for October GLAS submission

                                      3420 + 3430 = 1110 + 1120 + 1190 + 2090 (Formula Check Pre- and Post-Closing)

2. Pre-closing GLAS verification for the reconciliation of reimbursable collections to revenue by appropriation symbol:              -4120 + CFY 1110 + CFY 1120 + CFY 1190 + CFY 2090 = -3440

                ***If there are any formula discrepancies, rerun Pre-closing GLAS before submission of Post-Closing.

3. Reclassify closing appropriations in the Pre-closing GLAS submission.  This is a change from previous year-end procedures to resolve problems incurred in FY 1999 FACTS II submissions.  NOTE: All fiscal year accounts will be closed in the post-closing submission. Financial and Contractual Status (FACS) data banks should be updated (i.e. unliquidated should be deobligated) for closing appropriations before the "as of September 30, 2000 transmission". 

	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	10/2/00
	Candy Spence 6-6089

Sandra Brown 6-0785
	Check Status of Funds for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.

	10/2/00
	Delores Duren 6-6175

Sandra Brown 6-0785
	Check Allotment for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.

	10/2/00
	Sharon Moser
	Received electronic NCER accrual from September 20 - 30 for FY00.

	10/2/00
	Phil Washburn
	Bring up ONLNs as of 9/29, run weekly reports, run PCOUTBAL, A&B, General Ledger (Bind 2 Xerox Copies), Run PAC (FE01).

	10/2/00
	Delores Duren 6-6175
	FMM 9323:  Preliminary Accrued Cost (PAC) Report  due to Headquarters, Code BFB, October 3, 2000.

	10/2/00
	Tonya Jones 6-6125
	FMM 9255-5e:  Submit description of frequency of reconciliation of DCFO (F) records (general ledger) with NASA Equipment Management System (NEMS) records and summarize the usual magnitude (numbers and total amount of discrepancies) and nature of differences.  State whether these records were reconciled as of September 30; if not, show variance and describe actions taken to complete the reconciliation.

	10/2/00
	Tonya Jones  6-6125
	FMM 9252-5c:  Submit description of frequency of reconciliation of DCFO (F) records (general ledger) with the Real Property Accountable Officer's Summary Report and summarize the usual magnitude (numbers and total amount of discrepancies) and nature of differences. State whether these records were reconciled as of September 30; if not, show variance and describe actions taken to complete the reconciliation.  Due to Headquarters, Code BFB, by October 13, 2000.

	10/2/00
	Delores Duren  6-6175
	Submit written explanation of reason for any use of "A0" for Government partner codes.  The GLAS edit for the

partner codes for the fiscal year 2000 financial statements will not allow use of the "00" code at  year-end

(partner code "00" is defined as non-Government).

	10/2/00
	Sharon Clinch

6-7884


	FMM 9061-5B:  Submit description of special efforts made in conjunction with year-end accruals to ensure accounts and financial statements reflect complete and accurate cost data.  Include answers to the following:  Did accruals on NF533 contracts include adjustments from the end of contractors’ accounting periods to September 30?  Were adjustments made for costs accrued by the straight-line method on grants, by analysis of June 30 SF272s?  Were other contracts and purchase orders examined to ensure accruals included amounts for bills on hand or anticipated which were material in amount and related to work to be performed by September 30?  Due to Headquarters, Code BFB, by October 15, 2000.

	10/3/00
	Candy Spence 6-6089

Sandra Brown 6-0785
	Check Status of Funds for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.

	10/3/00
	Delores Duren 6-6175

Sandra Brown 6-0785
	Check Allotment for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.

	Code 155
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	10/3/00
	Phil Washburn
	Bring up ONLNs as of 9/29, run weekly reports, run PCOUTBAL, A&B, General Ledger (Bind 2 Xerox Copies).

	10/4/00
	Candy Spence 6-6089

Sandra Brown 6-0785
	Check Status of Funds for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.

	10/4/00
	Delores Duren 6-6175

Sandra Brown 6-0785
	Check Allotment for Fund Sources 41 & 42.   Sandra Brown = Point of Contact.

	10/4/00
	Tonya Jones 6-6125
	Statement of Transactions, SF224, due to Headquarters, Code BFB, by 10/7/00.

Year-end Treasury Bulletin:  Submit explanation of any Statement of Differences two months or older.  (Statement of Differences are to be cleared on a timely basis.  One month's Statement of Differences is acceptable; anything older must be explained in writing.)   Due to HQs, Code BFB, by October 16, 2000.
NOTES:  Electronic submissions of SF224 repots are due to Treasury on 10/6/00.  No supplementary SF224 will be accepted after the above date unless requested by the Dept. of  Treasury.

	10/4/00
	Phil Washburn
	FINAL DAY – Bring up ONLNs as of 9/29.   Note:  If JPL came in on schedule and was posted on time, final may be 10/2.  Run weekly variance and PCOUTBAL (if no variance or Sch Out of Balance, run weekly, monthly and quarterly reports, HQ & JPL FACS).  Run year-end programs (FH01, FH02, FH03), Change CFY in control record to 2001 after FH02, DO NOT run FH04 (FH04 will run when normal October processing begins for FY2001.  DO NOT purge PC files.  Code 155 will advise when to purge both the Master and Transaction files.   Run Metrics Report.

	10/6/00
	Phil Washburn
	PC reports are due to Treasury 10/6, direct PC reports (BFE280XX, 285XX, 310XX, 320XX, and 340XX) to the printer so 155 can check them out first thing in the morning.  Xerox and bind 1 extra copy of BFE210XX, 216XX, 280XX, 285XX, 310XX, 311XX, 320XX, and 340XX (GL and PC reports).

	10/6/00
	Phil Washburn
	FD03 PP19; FD01 PP20, 50% Accrual; FD02 PP20 (This should be run for FY00);RAMB should be currentPY.

	10/5–6/00
	Phil Washburn
	System will be down all day Thursday and Friday for year-end processing.

	10/6/00
	Phil Washburn
	Change CFY in control record to 2001 after FH02.  This must be accomplished while the system is down.

	10/6/00
	Phil Washburn
	DSR’s:  Roll all money types except L, N, T, U, or V from current to prior.

FSR’s:  Zero out D money, add the same amount to PD (Prior Disb) and subtract the same from A money (Allotment).     E/C roll sets each E/C record money field to zero.

	10/6/00
	Phil Washburn
	Closing appropriations will not be reclassified or eliminated in the Pre-Closing GLAS submission.  This is a change from previous year-end procedures precipitated by the Standard General Ledger and FACTS II submissions.  FACS data banks should be updated for the closing appropriations before the ‘as of September 30, 1999 transmission.’
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	A. T 9004b--Closing of property adjustment accounts to invested capital: --Zero out the following accounts and adjust 3730 by the same amount.  If the balance is a net credit, credit 3730, vice versa if the account is debit:            


    3810
    3812
    3815     3820
    3850
    5720     3830     5730

B. T 9005--Closing of miscellaneous receipts and special fund accounts--Zero out the following accounts and adjust 2210 by the same amount.  If the balance is a net credit balance, credit 2210, vice versa if the account is debit:             

4110     
4130     
4160     
5900     7519     5990     6210     6220     6310*     
7510

*6310 -- Miscellaneous Receipts and Special Fund Accounts

C. T 9006--Closing of accounts to cumulative results of operations (appropriations)--Zero out the following accounts and adjust 3740 by the same amount.  If the balance is a net credit balance, credit 3740, vice versa if the account is debit:             

3260     
4120     
3440     
6310*

*6310 -- Appropriation Ids with Letters

D. T 9007--Closing of unfunded expenses to future funding requirements--Zero out the following accounts and adjust 3501 by the same amount.  If the balance is a net credit balance, credit 3501, vice versa if the account is debit:             

5116     
5216     
5316     
5416     5516     7116     7216     7315     7316     7416     7600

E. T 9008a--Closing of trust fund (Fund Source OT) accounts--Zero out the following accounts and adjust 3720 by the same amount.  If the balance is a net credit balance, credit 3720, vice versa if the account is debit:             

4150     
4140     
3899
5700

F. T 9008b--Closing of trust fund accounts:
Debit 

3260




Credit 

3720

G. T 9008c--Closing of Fund Source 00 -- Unfunded--Zero out account 4150 plus *3280, adjust account 3720 by the same amount.  If 4150 is net credit balance, credit 3720.  Vice versa if 4150 is debit.          

*3280 - Not in AIN 10 since 8/31/93

H. T 9009--Updating of Unexpended Appropriations--Account 3750, Unexpended Appropriations should be updated using the current fiscal year differences in the appropriated (direct) accounts 3230, 3240, 3250, 3251 and 3252 minus the changes in accounts payable 2010, 2020, 2030, 2040, 2050, 2070, and 2090.

If this calculation results in an increase for the fiscal year, then debit 3270 and credit 3750.

If this calculation results in a decrease for the fiscal year, then debit 3750 and credit 3270.

*See post-closing for invested capital and unexpended appropriations formula verifications.

I. T 9010--Elimination of budgetary accounts:
Appropriated (direct) Funds

At closing, increases to accounts payable(20X0) for direct funds will result in a debit to 3270 and a credit to 3740.  Decreases to accounts payable (20X0) for direct funds will result in a credit to 3270 and a debit to 3740.

Reimbursable Funds

For FY1998, the sum the account 3210 plus 3220 less (3231 + 3232 + 3240 + 3250 less 20X0) equals Reimbursable Orders Awarded and Uncollected.  Accounts 20X0 equal the Reimbursable Orders Earned and Undisbursed.  The difference between these two amounts will generate the following entries:

If Reimbursable Orders Awarded and Uncollected is greater than Reimbursable Orders Earned and Undisbursed then debit 3270 and credit 3740.  If Reimbursable Orders Awarded and Uncollected is less then Reimbursable Orders Earned and Undisbursed then debit 3740 and credit 3270.

Note:  The sum of all the budgetary accounts (3200 series) including 3270 should equal zero.

O.   All Fund Sources, All Program years EXCEPT Current Year and Current 

Year Minus One   
Eliminate accounts 3610, 3611, 3620, 3621, 3630, 3640, 3721, 3722, 3741,and 3742 if no other accounts exist with net values in them.  If other accounts exist but are net zero balance, eliminate all accounts.  If other accounts exist with net balances, do not eliminate any accounts.
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	10/6/00
	Phil Washburn
	POST-CLOSING G/L:
1.  Zero out account 7315; adjust account 3501 by the same amount.

                          Post-closing GLAS verification for Future Funding Requirements:

                          3501 = 2019 + 2029 + 2230 + 2235 (Formula Check)

2. Post-closing GLAS formula verification for invested capital:

New Formula:
3730 + 1210 + 1220 + 1230 + 1239 + 1300 + 15XX + 16XX + 1700 + 1940 + 1960 + 1970 + 1980 + 2270 + 5X20 (excluding 5820) + 5X40 (excluding 5840) + 7X20 + 7X40 = 0.

Old Formula:

3730 + 3760 = 1210 + 1220 + 1230 + 1239 + 1300 + 1500 + 1600 + 1700 + 1940 + 1960 + 1970 + 1980 + 2270 + 5120 + 5220 + 5320 + 5420 + 5520 + 5320 + 5420 + 5520 + 5140 + 5240 + 5340 + 5440 + 5540 + 7120 + 7220 + 7320 + 7420 + 7140 + 7240 + 7340 + 7440.

3.  Post-closing GLAS formula verification for Unexpended Appropriations (direct and trust funds only):

3750 + 3720 = 3230 + 3240 + 3250 - 20X0 

Note:  Refunds (accounts 1130 and 1140) are no longer part of this calculation.
Reminder, use absolute value for all account balances and remember 3750 is a credit balance account.  The contra account for 3750 is 3270.

Note:  Year-end processing will not be complete for any Center that does not have this formula balanced. 

4. Post-closing GLAS verification: Reimbursable Costs (5X10 excluding 5810 and 7X10 excluding 7510) plus the Reimbursable Interest Expense (58X0) offsets the Revenue Account (4120).  This verification shall be completed before submission of the Post-Closing GLAS.
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	10/6/00
	Phil Washburn
	Opening General Ledger:

Input is Post Closing General Ledger

All Appropriations

1. DO NOT Roll PY TT & LL to new current program year.  Inst. 10 only.  Decrement existing Appr ID in FSR by one

       (1).

	10/6/00
	Phil Washburn
	Final FSR Procedures - BFH030CX (FH03)
After year-end posting is complete the FSR’s must be brought into agreement with the Opening General Ledger.  Use the

final year-end file as input and perform the following:

*  Change FSR Appr ID’s with PY TT & LL to new current year ID’s - Inst. 10 ONLY.  Decrement existing ID 

     by one (1).

    NOTE:  Change the ID’s in October transactions that relate to the FSR’s above.

FY-99 YE adjusted all PY’s.  FY-99 control record used.  Reminder that FH03 should use FINAL 9/28 Control Record.

The above procedures bring the FSR’s into agreement with the Opening General Ledger.

	10/6/00
	Phil Washburn
	Year-End Summarization and Purge - BFH020CX (FH02)

1.  Delete documents with all money types net zero balance.  All Fund Sources.

2. Summarize fully disbursed (D money only) documents with REIM 00 to PSA Level.

                        FS-22,42,02         All

                        FS-21,22,41,01,03   With N FACS code

	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	10/6/00
	Phil Washburn
	FAST/NPPS Interface - BFH040CX (FH04)

PSAs and DSAs are built for payroll processing following these rules:

1.  COG Office is WAA00, OIG

     Fund Source is 21

     Records are built for all object class codes.

2.  COG Office is CPA99, Personnel Division

     Fund Source is 41

     Records are built for object class codes in 117X series, Awards 

     Program.

3.  COG Office is ZBN00, Fringe Benefits

     Fund Source is 41

     Records are built for the following object class code series 

    (Table E):

       a.  12XX, Personnel Benefits

       b.  13XX, Special Payments & Benefits to former NASA Personnel

       c.  14XX, Thrift Savings Plan

       d.  15XX, Recruitment Bonuses

       e.  16XX, Relocation Bonuses

       f.  17XX, Retention Allowances

4.  COG Office not identified in 1, 2, or 3 above, All Others 

     Fund Source is 41

     Records are built for object class codes in 11XX series except 117X.

     (Reference number 2 above for awards).


	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	10/6/00
	Delores Duren

6-6175
	Certification of Subsidiary Accounts reconciled to the appropriate control accounts, for the pre-closing General Ledger.  Submit written statement that subsidiary accounts reconcile to their control accounts as of September 30.  Appropriate documentation is to be sent to NASA Headquarters, Code BFB, by October 16, 2000.

	10/6/00
	Cassandra McRae

6-6231

Sharon Moser

358-1074
	Complete FACS Update.  Ensure all Edits Reports are corrected.  

Due dates to Headquarters, Code BFB:

a. NDM transmission – October 12, 2000..

b. Online corrections – October 13, 2000.
Financial and Contractual Status (FACS) data banks should be updated (i.e. unliquidated should be deobligated) for the closing appropriations before the "as of September 30, 1999 transmission".  FACS data bank line items (commitments, obligations, costs and disbursements) at the Program Year (PY), Fund Source (FS), Unique Project Number (UPN) and Contract Number level should be within $10 for all appropriations.  Due to Headquarters by October 12, 2000.

	10/10/00
	Delores Burkhardt

6-1291

Denise Brown

6-6122

Phil Washburn

703-442-5514
	Opening:  

1. The current fiscal year (CFY) must be updated in the on-line control record (Phil/Delores).

2. FSR addresses must be established for the new appropriation IDs (Denise).

3. Table “A” must be updated with new the appropriations IDs for 2001 and closed accounts deleted (Delores).

4. FAST.PROD.BFE32001 must be updated with new appropriation IDs and closed accounts deleted (Phil).

5. PSR addresses must be established for program FH04 and payroll (Denise).

	10/11/00
	Delores Duren

6-6175
	Ensure that SEDSA distributions agree with appropriate GLAS balances.  The following account balances for SEDSA must agree with GLAS (pre- or post- as designated).  

SEDSA schedule: ADVP (GLAS accounts 1410, 1420, 1430, 1440 or 1490) using post-closing; CARR (Carrier account distributions cannot be distributed to BLI 10); RCOL (account 3440) Pre-closing GLAS balance.

Due to Headquarters, Code BFB, by October 23, 2000.

	10/11/00
	Paula Gal-Edd  6-5744
	Submit Certification of Obligations letter; based on reconciled account balances supported by properly authorized obligating documents.  Due to Headquarters, Code BFB, on October 16, 2000.

	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	10/11/00
	Delores Duren  6-6175
	Reconcile the SF 224 to GLAS by appropriation and submit report.  The reconciliation shall include all items (schedule numbers, etc.) for any out-of-balance appropriation.  Due to HQs, Code BFB, by October 16, 2000.

	10/13/00
	Denise Brown

6-6122

Delores Duren

6-6175
	Record allowances for losses on interest and accounts receivable based on a documented process (retained for audit purposes) in the FY 2000 Pre-closing GLAS.  Reconcile the amount of non-Government allowances recorded to the Report on Receivables Due from the Public.  Submit adjusting journal voucher by appropriation or receipt/fund symbol for any discrepancies.  Due to Headquarters, Code BFB, by October 20, 2000.

Pre-Closing General Ledger Accounts System (GLAS) (FMM 9341) is due to Headquarters, Code BFB, on October 15, 1999.  Report on Receivables Due From the Public (FMM 9343) is due to Headquarters, Code BFB, on October 19, 1999.

	10/13/00
	Paula Gal-Edd

6-5744
	FMM 9091:  Waivers are now annually summarized (by Custom, RAN number, explanation of waiver and $ amount waived and faxed to Code BF, 202 358-1037.  Due to Headquarters, Code BFB, by October 27, 2000.

	10/13/00
	Delores Duren

6-6175

Phil Washburn
	FD03 PP20

FD01 PP21   Disburse 50% use Final Year-End “J” Table, 50% use ONLN “J” Table (after FH04)

NOTE:  End of month switch must be “N”, percent must be BLANK. 

FH04 (PSR’s for FS21 & 41 must be established by 155 during day.

	10/16/00
	Delores Duren  6-6175
	FD02 PP21  50% use ONLN file – FY00, 50% use ONLN file – FY2001.

	10/16/00
	Delores Duren

6-6175
	NOTE:  Post Closing GLAS will have to be rerun after Code BFB updates their table - 155 will advise when to do so.  Run FY01 use Final Year-End FE03 (General Ledger Master) as input.

	10/16/00
	Tonya Jones

6-6125
	FMM 9253-4:  Work in Progress/Process.  Submit description of procedures followed to ensure a joint decision was made at the outset of work, by real property and financial management, re nature of facilities projects and proper accounting treatment, i.e., repair and maintenance costs expensed and costs of items to be capitalized accumulated in work in progress until work is complete. Specify date of status review of projects with real property officials prior to end of the fiscal year so entries could be made to properly reflect September 30 status.  Summarize results of the review.  Submit support for September 30 WIP balances (separate lists for real property and equipment WIP) showing:  individual items making up the balance, with respective costs totaling to the September 30 balance of the respective WIP account, and the estimated final cost/value of each entry; an indication of the % of physical completion status of each item; for any project where the status was complete as of September 30, an explanation as to why the asset was not capitalized, and, for any project between 95 - 99% complete, a brief description of the remaining work and estimated completion date.  Due to Headquarters, Code BFB, by October 22, 2000.

	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	10/16/00
	Tonya Jones

6-6125
	Submit description of procedures followed to ensure that the cut-off date for all property activity was September 30 or to ensure that all activity occurring between the cut-off date and September 30 was captured in the proper accounting period for financial reporting purposes.  Due to Headquarters, Code BFB, by November 1, 2000.

	10/17/00
	Delores Duren  6-6175
	FMM 9341:  Post-Closing General Ledger Accounts System (GLAS) due to Headquarters, Code BFB, on October 27, 2000.

	10/17/00
	Denise Brown  6-6122

Delores Duren  6-6175
	FMM 9231:  Closed Account Obligations Reports 1, 2, and 3 are due to NASA Headquarters, Code BFB, on October 30, 2000.

	10/20/00
	Sharon Clinch

6-5773

Delores Duren

6-6175
	FMM 9385:  Ensure Interest expense account (58X0) represents charges incurred due to the Prompt Payment Act.  The sum of these accounts will agree with the amount subsequently reported in the Annual Report of Payment Activities.  Identify discrepancies and submit letter notification with accompanying adjusting journal voucher, if necessary.  The Annual Report on Payment Activities is due to Headquarters, Code BFZ, by November 1, 2000.
Negative report submissions are required.

	10/20/00
	Denise Brown  6-6122
	FMM 9383:  International Transactions of the Federal Government, SF 13, due to Headquarters, Code BFB, on October 30, 2000.

	10/20/00
	Denise Brown

6-6122
	FMM 9345:  Submit Reconciliation of Costs to Obligations.  Report due to NASA Headquarters, Code BFB, by October 30, 2000.   

	10/25/00
	Delores Duren

6-6175
	FMM 9391-10: Send the Summary of Commitments and Contingencies report, with the probability of each contingency identified.  Due to Headquarters, Code BFB, by November 1, 2000.

	10/25/00
	Delores Duren

6-6175
	Code BFB will analyze significant changes in accounts by comparing balance amounts through September 30 for the current and preceding fiscal years. Where variances are greater than 10% of the previous year's balance and over $10,000,000, notice will be sent to Centers by November 2 or 4 days after Post-closing GLAS is completed; Centers are required to submit written explanations.  Due to Headquarters, Code BFB, by November 17, 2000.

	11/20/00
	Tonya Jones

6-6125
	Complete an analysis to identify invoices and vouchers received at or around fiscal year-end that were not accrued, but paid after September 30, for which the work performed was completed prior to September 30.  Submit a journal voucher to adjust accounts payable for any such invoices and vouchers.  In November, Code BF will request supporting documents for a sample of October payments.  These documents will be analyzed to determine if costs related to work completed prior to September 30 were properly accrued.  Due to Headquarters, Code BFB, by November 30, 2000.


	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	11/20/00
	Tonya Jones

6-6125
	FMM 9391-9b:  Send the annual Capital and Operating Leases report, together with a breakdown of account 2270, Liability for Capital Leases, which shows obligated and unobligated leases (the breakdown must agree in total with the Capital and Operating Leases report).  Due to Headquarters, Code BFB, by December 1, 2000.

Negative report submissions are required.

	11/20/00
	Tonya Jones

6-6125
	FMM 9391-9a:  Submit explanation of any amounts identified as a prior period adjustments. The amounts in prior period adjustments (account 3850) shall be minimal.  The only allowable entries to 3850 are for property acquired or disposed of in prior periods and not recognized in the proper accounting period.  NOTE:  Report account 3850 with the same debit or credit used in the general ledger.  Due to Headquarters, Code BFB, by December 1, 2000.

	11/20/00
	Tonya Jones

6-6125
	FMM 9391-9b:  Submit a listing of agreements where NASA is the lessor in conjunction with the annual Capital and Operating Leases report.  The listing shall include:  description of agreement (land, building or equipment), amounts collected in FY 2000, amounts to be collected during each of next five years and a total for future years, any amounts overdue, and receivables recorded for amounts due.  Due to Headquarters, Code BFB, by December 1, 2000.

	11/20/00
	Tonya Jones

6-6125
	FMM 9351:  Submit Analysis of Inventories Report.  Adjusted General Ledger property account balances must agree with the reported balances.  Due to Headquarters, Code BFB, by December 1, 2000.

	11/20/00
	Tonya Jones

6-6125
	FMM 9352:  Submit Analysis of Fixed Assets Report. Adjusted General Ledger property account balances must agree with the reported balances. .  Due to Headquarters, Code BFB, by December 1, 2000.

	11/20/00
	Tonya Jones

6-6125
	Submit a schedule, along with the adjusting journal voucher, of the post closing account balance +/- the adjustment amount for any Government-owned and held property accounts   The schedule must include any work in process adjustments.  Due to Headquarters, Code BFB, by December 1, 2000.

	11/20/00
	Tonya Jones

6-6125
	With the submission of data re NASA Form 1018 and recipients' annual lists of property, include a schedule of the post closing account balance +/- the adjustment amount for affected accounts.  The schedule must include any work in process adjustments.  Due to Headquarters, Code BFB, by December 1, 2000.

	11/20/00
	Tonya Jones

6-6125
	Send completed electronic spreadsheet detailing data from NASA Forms 1018 received, together with related journal vouchers.  A final general ledger account balance for each asset account (including work in process accounts) is necessary for review and audit purposes. Due to Headquarters, Code BFB, by December 1, 2000.

	12/4/00
	Paula Gal-Edd

6-5744
	Send Management Representation Letters, prepared after completion of audit field work.  Due to Headquarters, Code BFB, by December 17, 2000.


	Code 155

Due Date
	Contact Name 

and Phone #
	Year-end Checklist Requirement



	2/12/01
	Sharon Nye

+ Team
	Send Center financial statements, prepared in accordance with OMB 94-01.  Due to Headquarters, Code BFB, by March 2, 2001.

	3/26/01
	Sharon Nye + Team
	Submit three copies of published Annual Report.  Due to Headquarters, Code BFB, by March 30, 2001.

	
	Tonya Jones

6-6125
	Send electronic spreadsheets generated from NEMS on Heritage Assets and Capital Equipment by FSC summary and detailed data.  The spreadsheets shall be generated after the Center has completed fiscal year end NEMS activity and run the NEMS backup program (NEUUEQPA).   Also submit a reconcilation between the grand total in "Capital Equipment by FSC" and general ledger account 1550.  Due to Headquarters, Code BFB, by October 31, 2000.

	
	Gale Fleming

6-5132
	Submit dates during the fiscal year that reconciliations of cash receipts logs and deposits recorded in the general ledger were performed by someone independent of receipt and deposit process.  Were these reconciliations reviewed or performed as part of the annual Cash Management Review required by FMM 9051-5B?  Due to Headquarters, Code BFB, by November 1, 2000.

	
	Gale Fleming

6-5132
	Submit description of procedures used to ensure that checks received were restrictively endorsed immediately upon receipt.  State whether the performance of this control process was reviewed as part of the annual Cash Management Review required by FMM 9051-5B.   Due to Headquarters, Code BFB, by November 1, 2000.

	
	Sharon Nye 358-1086

Tonya Jones 6-6125
	Submit description of system used to track age of all accounts receivable, Government and non-Government.  Identify staff member (name, telephone number) who assessed collectibility of all accounts receivable prior to preparation of the annual Receivables Report and explain any adjustments made to the allowance for doubtful accounts as a result of assessment.  Due to Headquarters, Code BFB, by November 1, 2000.

	
	Betty Buskey 6-3826

Phillip Marshall, 6-3560

Rosa Williams 6-8819

Ruth Toney 6-0573


	Submit description of process by which timeliness of receipt of SF272’s from recipients was tracked and remedial actions taken when reports were chronically late.  Include answers to the following questions in your description:  What is the average number of SF272's due each quarter and what percentage are typically late?  For how many grants were advance payments suspended in accordance with the provisions of FMM 9280-9a.(2) during the fiscal year?  For how many were advance payments terminated?  Due to Headquarters, Code BFB, by November 1, 2000.


	Code 155
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	Betty Buskey 6-3826

Phillip Marshall, 6-3560

Rosa Williams 6-8819

Ruth Toney 6-0573
	Submit description of procedures followed to identify all expired, unused advances to recipients and reclassify them as accounts receivable, specify dates and by whom (name, telephone number) reviews were conducted. Specify number and dollar amount reclassified as a result of these reviews.  Describe actions taken to collect when reclassified.  Code BFZ will select a sample of grants and request submission of supporting information from Centers to test compliance with FMM requirements.  Due to Headquarters, Code BFB, by November 1, 2000.

	
	Tonya Jones

6-6125
	Submit description of process used to assure that values reported on NF1018’s submitted by contractors holding major amounts of NASA property include appropriate pro rata portions of fees earned.  Provide a list of those contracts (contract number, name of contractor) for which "fee verification" was performed.  Provide copies of calculations made by the DCFO (F) for fee allocation, where contractors did not include amounts for fees and would not  submit corrected NF1018s.  Describe any periodic meetings held during the fiscal year with contractors regarding PP&E issues. 

Have NF1018’s submitted by contractors holding major dollar amounts of NASA property been thoroughly reviewed to ensure that current fiscal year reporting requirements related to SFFAS #6 have been effectively implemented?  Due to Headquarters, Code BFB, by December 1, 2000.

	
	Tonya Jones

6-6125
	Submit description of process in place at Center to ensure DCFO (F) is notified when PP&E is no longer in use so that it may be written off.  Due to Headquarters, Code BFB, by December 1, 2000.

	
	Tonya Jones

6-6125
	Real Property including WIP

· Review Audit Checklist with Real Property Accountable Officer

· Verify Agency database at each center reconciles to General Ledger

· Review WIP Projects with Real Property Accountable Officer and document any completed projects not capitalized at FYE

· Verify all Real Property Vouchers $100K and over are records at FYE


	Code 155
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	Tonya Jones

6-6125
	Equipment

· Review Audit Checklist with NEMS Property Manager

· Verify NEMS reconciles to General Ledger at least semi-annually at March 31st and September 30th
· Develop FYE cut-off process and procedures with Equipment Manger or SEMO

· Obtain NEMS FYE reports (Report 400, 200, 201, and 202) after reconciling to the G/L

· Record any Capitalized Leases (Repot 136) and reconcile to the G/L

· Verify acquisition values includes all costs for placing the property into service including installation and transportation fee (FMM9251-2d)

	
	Tonya Jones

6-6125
	NF-1018’s

· Review FMM changes for recording and reporting NF1018 accounting information

· Review Audit Checklist for NF1018 HQ reporting key dates

· Update NF1018 listing for all contracts with property reporting clause and reconcile with Logistics and Procurement accounting information

· Determine if any material financial statement impacts exists by reviewing property system surveys of the contractors with more that $10M in property

· Provide technical guidance to contractors for preparation of NF1018

·      Include fee in values reported

·      Include Heritage Asset information is in comments section

· Ensure Procurement issued letter to NF1018 contractors as required by PIC 99-10

· Verity Depreciation supplemental reconciles with Ending Balance by property category

	
	Tonya Jones

6-6125
	NIPMIS

· Electronic NF1018 submission capability

· FMD requires paper copy of NF1018 submitted to DCFO


	Code 155
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	Tonya Jones

6-6125
	Heritage Asset

· Review comment section of NF1018 for Heritage Asset information

· Contact contractor property manager listed on NF1018 to discuss Heritage Asset comments

· Verify item qualifies as Heritage Asset (No multiple use)

· Ensure Heritage Asset wasn’t previously written off

· Prepare Journal Entry to record the write-off or reinstatement of Heritage Asset

· Provide Heritage Asset information to NEMS and/or Real Property Accountable Officer for their records

	
	Sharon Nye

202-358-1086
	Review FMM 9231-11 “Adjustments and Reconciliation Requirements”; follow procedures without exception.  Preparation and audit of the financial statements is dependent on reconciliations performed at each Center and documentary evidence supporting those reconciliations.  Due to Headquarters, Code BFB, by December 1, 2000.


PREPARED BY:

DELORES BURKHARDT

TONYA JONES
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