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FY 2019 YEAR-END TRAINING 
Introduction

2019 YEAR-END TRAINING 1

Auditor-/ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ
Presented By: Esteban Hernandez

VYear-End Process Overview

VAvailable Online Resources

VSchedules Walkthrough
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YEAR-END PRESENTATIONS
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YEAR-END PROCESS OVERVIEW
Objectives

VTo provide guidance on year-end closing 
procedures so that we can:
ÅHave consistency in reporting

ÅContinue to report accurate, timely & reliable information

VTo answer year-end related questions or 
requirements

VAll organizational units under the BOS governance 
are required to submit year-end schedules
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YEAR-END PROCESS OVERVIEW
Submittal and Deadlines for Schedules

VDeadline is July 12, 2019 (except for Schedules P, W, & Q)

VSchedules P and W are due August 2, 2019

VSchedule Q is due August 19, 2019

VThresholds materiality $5,000
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AVAILABLE ONLINE RESOURCES
Year-End Manual, Schedules, and ACO Calendar can be found at:

http:// www.auditorcontroller.org
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AVAILABLE ONLINE RESOURCES
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ACO Calendar located here

ÇACO Calendar

ÇYear-End Closing       
Manual

ÇYear-End Training

ÇYear-End Schedules

ACO Calendar located here

http://www.auditorcontroller.org/
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YEAR-END BUDGET CONTROLS
VPursuant to Government Code Title 3 Government 
of Counties §29120, budgetary units cannot exceed 
BOS-approved appropriations

VACO cannot close fiscal year until appropriation 
budget deficits are eliminated pursuant to BOS-
approved budget action
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JOURNAL ENTRY (JE) GUIDELINES
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VAccrual must be $5,000 or greater

VRound amounts to nearest dollar

VUpload/attach support to your JE

VSubmit a copy of your JE with each signed YE Schedule & 
ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘǎ  ǘƻ ά!ǘǘƴΥ !/h ¸ŜŀǊ-9ƴŘέΦ  
(Simpler or PeopleSoft queries are not acceptable 
supporting documents)

VAn accrual entry must include both the accrual and the reversal 
entry for posting
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ACCRUAL ENTRY PREPARATION
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6/30/2019

ACCRUAL ENTRY PREPARATION
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ACCRUAL REVERSAL PREPARATION
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INSTRUCTIONS
Mail Schedules and Supporting Documents to:

ACO Year-End
Mail Stop #1050

Questions?
Submit them by email to 
acoyearend@rivco.org

2019 YEAR-END TRAINING 12



6/20/2019

7

FY 2019 YEAR-END TRAINING 
Schedule N ςTransmittal Letter
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Auditor-/ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ
Presented By: Esteban Hernandez
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Schedule N ςTransmittal Letter

Summarizes 
the 

closing 
schedules

Must 
accompany 
each closing 

package

Required 
for each 

budgetary 
unit even if 
there are no 
closing YE 
schedules 
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Schedule N ςTransmittal Letter

VSchedule N
ÅDue July 12, 2019

VSchedule K and K-1
ÅSend to CEO (County 

Executive Officer) for 
approval

ÅDue July 12, 2019
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FY 2019 YEAR-END TRAINING
Schedule K and K-1  Encumbrances

Auditor-/ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ
Presented By:  Tanya Harris
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Schedules K and K-1 - Encumbrances
What is an Encumbrance?

V An encumbrance is a special type of accounting transaction 
that anticipates a future expenditure from commitments 
related to contracts not yet performed, and purchase orders 
not yet filled.  

V Funds are encumbered, or set aside, in a particular 
appropriation budgetary account for a specific future 
purpose. 

V Encumbrances are used to control expenditure commitments 
for the year and to enhance cash management.

V An encumbrance is the first part of a three-part process for 
purchasing and paying for goods or services.  (The other two 
parts are the Accounts Payable process and the Cash 
Disbursements process).  

182019 YEAR-END TRAINING

Schedules K and K-1   
Request For Encumbrances

Schedules K 
Purchase Orders Only

Schedules K-1 
Other Commitments such as Contracts, 

Form 11s, MOUs, and Form 5s, H-11s, etc.

We use two schedules to  document 

and record an Encumbrance
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Schedules K and K-1   
Request For Encumbrances

What are the advantages of using an Encumbrance 
System?

V An encumbrance requires that proper authorization 
must be obtained before a purchase takes place and 
before a financial commitment occurs. 

V An encumbrance system is proactive rather than 
reactive since the Executive Office and BOS have the 
ability to approve, question, or if necessary   pre-
empt a potential commitment of funds from taking 
place before a legal liability is incurred.  
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Schedules K and K-1   
Request For Encumbrances

What are the advantages of using an Encumbrance 
System?

V An encumbrance approval system recognizes 
budgetary constraints.  By insuring that the 
available balance in a budgetary account is 
sufficient to allow the purchase commitment, the 
organization is prevented from over-spending 
before the commitment takes place. If a budgetary 
account lacks sufficient funds to place the 
encumbrance, management can take steps to adjust 
or revise its budgetary plan if it wishes to move 
forward with the purchase.  
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Approved Net County Cost

Budgeted Appropriations

Less: Est. Dept. Revenues

= Budgeted Net County Cost

Actual Net County Cost

Actual Expenditures

Less: Actual Dept. Revenue

=     Actual Net County Cost

Cannot Exceed

Only commitments with currently available budgeted 

appropriations can be encumbered.  Requests for 

Encumbrances cannot exceed approved Net County Cost.

Schedules K and K-1   

Request For Encumbrances
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Schedules K and K-1   

Request For Encumbrances
Events Not Qualifying For Request For Encumbrances:

VGoods or services received prior to or on June 30 

Å These become liabilities

Å Pay through PeopleSoft by August 13, 2019 or

Å Accrue on Schedule A, G, or I

VUndelivered goods or services as of June 30 that are 
less than $5,000

VRequisitionsare requests and Estimates and Proposals
are just that, an estimate and neither qualify as a 
commitments or obligations.  

22
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Schedules K and K-1   

Request For Encumbrances
PO Rollover

VPlease let Helga Schweitzer (hschweitzer@rivco.org) 
know ASAP if your department for whatever reason 
wants to be excluded from the PO Rollover Process. 
Please note that this is regarding the regular PO 
Rollover process that will take place on 06/28, NOT the 
Blanket PO Rollover.
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Schedules K and K-1   

Request For Encumbrances
PO Rollover

VThe PO Types that are included in PO Rollover are:

VThe PO must have a Status of Dispatched or Pending 
Approval 
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VSupply VRegular-G 

VPrint VRegular-S 

VLVPA-G VLease

VLVPA-S        VFinance 

VELVPO-G VSole Src- G

VELVPO-S VSole Src - S

2019 YEAR-END TRAINING
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Schedules K and K-1 - Encumbrances
On July 5th, Encumbrances reports will be posted on the 
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Schedules K and K-1 - Encumbrances

Scroll down to the Year-End Publications folder and select the 

Encumbrances (Schedule K ) Listing
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