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1.  LEARNING OBJECTIVES:  

a. TERMINAL LEARNING OBJECTIVE: Given access to an automated system with applicable software and internet connectivity, access to an automated accounting system, and the references.  Monitor financial records and reports to ensure integrity of financial records per the references.  

(3404-FMGT-1017)


  b. ENABLING LEARNING OBJECTIVES:

         (1) Without the aid of references and given written questions concerning the terms, concepts and principles relating to reconciliation of financial records, and a list of responses, select the response that answers the question, in accordance with the references. (3404-FMGT-1017a)

         (2) With the aid of references and given required reports, required financial source documents, access to an automated system with applicable software and internet connectivity, access to an automated accounting system, and the references, review reconciliation reports to ensure all financial source documents are processed per the references.  (3404-FMGT-1017b)

         (3) With the aid of references and given required reports, required financial source documents, access to an automated system with applicable software and internet connectivity, access to an automated accounting system, and the references.  Determine corrective action required to ensure all financial source documents are processed per the references. (3404-FMGT-1017c)



     (4) With the aid of references and given required reports, required financial source documents, access to an automated system with applicable software and internet connectivity, access to an automated accounting system, and the references.  Annotate reconciliation reports to ensure all financial source documents are processed per the references.  (3404-FMGT-1017d)



     (5) With the aid of references and given required reports, required financial source documents, access to an automated system with applicable software and internet connectivity, access to an automated accounting system, and the references.  Move source documents to the appropriate file per the references. (3404-FMGT-1017e)

          (6) With the aid of references and given required reports, required financial source documents, access to an automated system with applicable software and internet connectivity, access to an automated accounting system, and the references.  Prepare an adjusted balance report per the references.  (3404-FMGT-1017f)

           (7) Without the aid of references and given written questions concerning key terms, concepts and principles associated with validation of financial reports, and a list of responses, select the response that answers the question in accordance with the references (3404-FMGT-1017g)



       (8) With the aid of references and given financial source documents and outstanding transaction reports, validate each transaction to the source document in accordance with the references (3404-FMGT-1017h)



       (9) With the aid of references and given financial source documents and outstanding transaction reports, annotate the outstanding transaction report with the appropriate status for each transaction, in accordance with the references.  

(3404-FMGT-1017i)



       (10) With the aid of references and given financial source documents and outstanding transaction reports, determine the appropriate required corrective action for each transaction, in accordance with the references.  (3404-FMGT-1017j) 

1.  FISCAL YEAR CLOSE-OUT. 
    a.  So what is a fiscal year close-out?  To properly define the close-out, we first need to review the definition of fiscal year and fund availability.


   (1) Fiscal Year - Any yearly accounting period without regard to its relationship to a calendar year.  The fiscal year for the Federal Government begins on October 1 and ends on September 30.

        (2) Fund Availability / Available Balance - The amount of funds authorized to the command less the amount of obligations incurred to date for a given fiscal year.

    b.  We can define a fiscal year close-out as the process of ensuring that all funds authorized for a current fiscal year are obligated prior to the end of 30 September and that only valid obligations are posted in the official accounting records.

2.  REVIEW OF FINANCIAL PLAN.  




    a.  Close-out of the fiscal year starts as soon as the first funds are received by the command for the fiscal year.  During the year, the amount of funds received and the execution of those funds need to be constantly reviewed to ensure that the command is getting the most goods and services possible for the money.

    b.  The financial plan should be monitored after each cycle and at the end of each month, as previously discussed in the FMC 0205 lesson.

    c.  There are a few other points to monitoring that you should be aware of during the last quarter of the fiscal year.  By law, only 20% of the authorized funds of an appropriation may be obligated in the last 2 months of the fiscal year.  Due to this, your command should be obligated at the following levels in the last quarter:

- Obligation rate should be at least 80% at the end of  July.
     - Obligation rate should be at least 92% at the end of August.

     - As close to the amount authorized as possible should be  obligated at the end of September (DO NOT GO OVER THE AUTHORIZED AMOUNT).

    d.  When reviewing the financial plan, you should be aware of the overall obligation rate for the command, but you should also be examining each Budget Execution Activity’s (BEAs) execution of funds.  You need to review the BEA’s execution to determine those areas where you will need to make authorization adjustments based on over or under execution.  

    e.  Adjustments to BEAs authorizations should be made timely in the last quarter so a picture of fund usage can be determined.  If there are BEAs where an excess of funds can be found, you can realign these funds to cover over-execution in other BEAs or to fund command identified deficiencies.

3.  VALIDATING AND RECORDING OBLIGATIONS.  



    a.  Execution of the command's funds is based on incurring legally binding agreements to purchase goods and services, which are called obligations.  In previous lessons we have discussed recording obligations in SABRS, performing validations of outstanding obligations, and reconciling a budget execution activity's financial records.  The information from those previous lessons becomes vital during the last quarter of the fiscal year as you're attempting to execute all the funds granted to the command, while ensuring the funds are spent on legitimate goods and services.

    b.  Two factors that will have to be closely controlled and monitored by the budget execution activities and the comptroller office staff during the last quarter is validating existing outstanding obligations and the timely creation and recording in SABRS of new obligation documents.  

    c.  Validations of Obligations.

   (1)  A review and validation of supply and other fiscal documents is a continuous process during the fiscal year.  A review of transactions is performed after each cycle, with a formal review of all outstanding transactions performed on a monthly basis.  The formal validation of outstanding transactions that is performed at the end of August is the last one done before the  close of the fiscal year.  The reason for this is to ensure adequate time is available to make adjustments in SABRS to obligation records.  Due to this, the comptroller office must stress the importance of the August validation to the command's BEAs. 


   (2) Why is the August validation so important?  You are trying to determine an accurate picture, at the end of August, of how much funds have been used, the amount of funds still available for use, and how to effectively spend those remaining funds prior to 30 September.  By validating the outstanding transactions, invalid records are identified for removal from SABRS (This action will increase the amount of funds available to the command for other obligations).  Further, obligations that are valid, but the amount recorded is not correct (either recorded with too much money or not enough), can be identified and adjusted in SABRS.  Adjusting these records affects the available balance remaining to the command.


   (3) With the August validation and subsequent corrections, the command is striving to have the most accurate picture of its financial status (i.e. amount obligated and amount available to be obligated).  You are trying to ensure that no surprises appear that end up causing the command to be over-obligated (based on a BEA not recording a valid obligation) or under-obligated (based on a BEA not identifying an erroneous recorded obligation).

    d.  Recording Obligations

   (1)  Starting in the fourth quarter, it is critical that obligations be recorded in SABRS in a timely manner.  The requirement for recording obligations is three working days.  This regulation must be strictly enforced during the fourth quarter.  The earlier an obligation is recorded in SABRS, the more accurate your fund balance reports become for making decisions concerning execution and realignment of funds within the command.


   (2)  Another issue with recording obligations concerns when the request for obtaining goods and services is made by the budget execution activity and forwarded to the activity authorized to create the official obligation.  Reason for this issue is TIMING.  When the request can be turned from a reservation to an obligation is the issue.  A reservation made on 30 September that cannot become a legal obligation the same day, results in funds not being executed and adds amounts to the commands reverted balance.


   (3)  What are the concerns on obligations for Travel, Material and Services, Labor, and Reimbursable transactions that a comptroller and budget execution activities should be aware of for a successful close-out?  The answer is again the timing of when the obligation will be created and recorded in SABRS.  BEAs need to know about certain actions concerning each of these types of  transactions and their affect on the fiscal year close-out.  BEAs are informed about what actions they must perform through the publication of local close-out guidance and instructions.

4.  PUBLISHING CLOSE-OUT GUIDANCE.  





    a.  You need to train and instruct Marines on what you want done if you are to get the results you're planning and trying to achieve; right?  Using this same principle, you're going to have to tell your BEAs when certain actions have to be accomplished on their part to ensure the command has a smooth close-out.

     b.  We're going to tell the BEAs what they have to accomplish for the close-out via a command bulletin.  The key points that have to be outlined in the bulletin are:


- purchases through the contracting office


- temporary additional duty (TAD) requests and execution

     - Direct Service Support Center (DSSC), self service shops  and fuel issue


- Government Purchase Credit Cards (GCPC)


- requisitions to the mechanized supply system


- reimbursable customer work


- civilian labor


- utility services


- identifying funding needs or excess funds

     - dates that funds will be withdrawn from BEAs

    c.  Let's discuss the above items in detail.


    (1)  Purchases Made Through the Contracting Office:  



(a) The contracting for your unit is normally accomplished by the Purchasing and Contracting Office.  Many contracts require negotiations and "bids" from private organizations before the contract can be completed and become official for obligation in the accounting system.  The negotiation and bid process takes time, with large dollar value contracts taking more time than smaller dollar value contracts.  Because of negotiation and bid requirements, cut-off dates for requesting contracting action have to be established.



(b) The contracting office will publish guidance when requirements for procurement / contracting action are due to their office.  The cut-off dates are based on dollar value of the procurement and will normally go something along the lines of all contract requests over $100,000 are due at the end of May, requests between $25,000 and $100,00 are due at the end of June, etc..  The cut off dates established by the contracting office must be included in the close-out instructions.


   (2) TAD Requests:  

         TAD requirements needed during the month of September should be submitted by the 1st of September.  This allows for timely creation of orders and timely obligation of funds in SABRS.  BEAs need to closely monitor orders that have been previously obligated where travel should have begun prior to 1 September.  These orders, if the have not been executed, should be canceled to recoup the obligated funds.  Another issue is orders that go past September into the next fiscal year.  If the orders go into the next fiscal year, both sets of appropriation data (e.g., FY 04 data for Sep portion of TAD and FY 05 data for Oct portion of TAD) needs to be reflected on the TAD orders.  Only the portion for September will be obligated during the current fiscal year.  If SABRS is used to create orders, SABRS will assign both fiscal years of appropriation data and only obligate the portion applicable to the current year.  However, the amount of the transportation request cited on the orders will be obligated in full to the current fiscal year.  Cut-off dates for requesting TAD must be contained in your fiscal year close-out instructions.


   (3)  DSSC:


(a) Guidance will be published on the closing dates for the base's DSSC self service shop and Government filling stations for diesel and gas fuels by the  base's Assistant Chief of Staff for Supply (Logistics).  The information on DSSC should be contained in the same letter that contains the contracting office close-out information.



(b) Normally, DSSC will close for business between the 15th and 25th of September, depending on the command.  The fuel operations will normally close between the 22nd and 27th of September, depending on the command.



(c) BEAs must ensure that they have sufficient daily business supplies and fuel for vehicles prior to the closing dates of the DSSC operations.



(d) The close-out bulletin issued by the comptroller office should also contain dates when the current year DSSC shopping cards should be turned-in and when the next fiscal year DSSC cards can be picked-up by the BEAs.


   (4) Government-Wide Commercial Purchase Card (GCPC):


  (a) The use of the GCPC program has replaced the requirement for imprest funds and for purchasing and contracting action on most purchases under $2,500.00.  Obligations generated from using GPC cards are recorded in two manners in the Marine Corps depending on duty station.  Methods are manual input by budget execution activities for each purchase made (COE manually entered into the Material and Services subsystem of SABRS) or mechanized generation of a COE transaction based on the bank billing statement.  The method used by the command will dictate the closing instructions for the use of the GPC cards (remember an COE will reserve, obligate, and expense the transaction in SABRS).



  (b) Commands who manually create the COE transaction for purchases using the GPC cards can assign any day in September they wish as the cut-off date for use of the GPC cards.  The cut-off date assigned should be the day before the command intends on recouping all outstanding authority balances from the BEAs (cut-off date that is established that BEAs can no longer use their funds to buy goods and services).



  (c) Commands who create mechanized COE transactions based on the bank's billing notification need to find out the last process date used by the bank for the billing cycle.  This day is around 8 September, with a billing generated by the bank around 20 September.  BEAs should be instructed to stop using the GCPC by the cut-off date for the bank's billing cycle (around 8 Sep).  Use of the GCPC after that date should be approved by the comptroller office, with a manual COE entered into SABRS for each purchase.  Comptroller office's must be aware that the manual COE transactions that they process during September will have to be removed in October when the mechanized bill is received from the bank (bank statement reflecting purchases for 9 September through 8 October) or the command will have duplicate COEs recorded for the same transactions, which means those documents are obligated TWICE in SABRS.


   (5)  Requisitions to the Mechanized Supply System:


  (a) Cut-off dates for mechanized supply requisitions will be based on whether you are using Planning Estimate (PE) or Requisitional Authority (RA) funds to purchase the ordered items.  As previously discussed in other lessons, PE or hard dollars, are used in both the FMF and at Posts and Stations and directly affect the available balance of funds provided in your OPBUD.  RA, or soft dollars, are used only in the FMF for requisitions funded by the SASSY Management Unit (SMU).  RA authority is given to the division and wing from the supporting MLG.  



  (b) The cut-off date for using PE dollars for requisitions to the mechanized supply system will normally be the day before available funds are recouped from the command's BEAs.  Requisitions past this date must be made and approved through the comptroller office.  The cut-off date for requisitions must be published in the command's close-out bulletin.



  (c) The cut-off date for using RA dollars will be dictated by the SMU and the comptroller office of the supporting MLG.  The cut-off date provided from the MLG must be published to BEAs in the command's close-out bulletin.

        (6) Reimbursable Customer Work Orders:


  (a) As previously discussed in the reimbursable lesson, you may have to deal with reimbursable work orders either as the performing activity or as the customer.  We will discuss close-out procedures for both circumstances.



  (b) If you are the performing activity for reimbursable work orders you need to have the BEAs, who are working on specific customer orders, begin to review their progress in meeting the agreed work or services during the month of July.  The review should include all outstanding obligations, to include contracts, supply requisitions, TAD requests, etc., and required orders or requisitions that still have to be made in order to complete work for the customer (all required orders/requisitions affecting an economy act reimbursable should be placed by the end of July).



  (c) The performing activity should review all obligations to date in August and determine the amount of remaining funds on the customer order that will be obligated for the rest of August and September.  This review should determine if there is enough available balance to cover estimated obligations on the customer order or if the customer should be contacted to obtain an increase in funding.  When reviewing the obligations and estimating the amount required for the rest of the fiscal year, be sure to estimate amounts for civilian labor and utilities if they are applicable for charging to the customer order.  After determining the amount of obligations incurred and estimated for the rest of the fiscal year, if there are still available funds on the customer order, contact the customer to revert these funds to them for other uses.  Inform the customer to send a modified customer order (NavCompt 2275 or DD Form 248) reflecting the new and adjusted authorized amounts.



  (d) If you are the customer of the reimbursable order you need to review the status reports on execution of your order provided by the performing activity.  The status reports are provided to you on a quarterly basis for the first three quarters of the fiscal year.  During the last quarter of the fiscal year, you should receive status reports on your reimbursable order each month.  If execution on your order is low, contact the performing activity during the July to August time-frame to determine if there are funds available for withdrawal.  If the execution on your order is high, check with the performing activity to determine if additional funds are required to complete the ordered work or service.

(Note:  Billings for reimbursables are generated each month by SABRS.  The key for bill generation is the recording of expenses during the month.  Having the obligations on the books is important, but you must keep up with ensuring that expenses for those obligations are recorded as they occur, else the customer will not be billed.  Refer to your reimbursable class notes)



  (e) One additional note concerning reimbursable orders.  If the command has reimbursable orders it issues every year to other commands for support, you may give some thought to preparing those reimbursable orders during September (remember to cite the next fiscal year's appropriation and document number on the forms), that way once you receive your funding or a continuing resolution is passed to begin the next fiscal year, the forms can be sent to the appropriate activity for your required support.


   (7) Civilian Labor:


  (a) Civilian labor is probably the single largest expense at each post and station.  When a command that has civilian labor enters the last quarter of the fiscal year, particular attention must be paid to the amount of funds to "set aside" to cover anticipated labor costs.  How is this done?  The command will have nine months or approximately 19 paid payrolls worth of labor data processed by the time July begins.  Commands should determine what the average cost of a two-week payroll runs the command (be sure to include the fringe benefit, object class 12 costs with the direct compensation, object class 11 costs when determining the cost of a two-week payroll).



  (b) Once the average cost of a payroll is computed, you should determine how many full payrolls are left prior to the end of the fiscal year.  You also must determine how many days at the end of September that will not fall into a full two-week pay cycle also remain in the fiscal year.  An example is:


       PAYROLL DATES




ESTIMATED AMOUNT

1
30 Jun to 13 Jul




$ 100,000 


2
14 Jul to 27 Jul




$ 100,000


3
28 Jul to 10 Aug




$ 100,000


4
11 Aug to 24 Aug




$ 100,000


5
25 Aug to 7 Sep




$ 100,000


6
8 Sep to 21 Sep




$ 100,000

Partial
22 Sep to 30 Sep (6 normal work days)
$  60,000  




 

TOTAL


$ 660,000

            (c) From the example, you estimate that the command will require $ 660,000 in the last quarter to cover the cost of the command's civilian labor.  Are you done now with labor? No.  You still have to monitor the actual cost of labor incurred each pay period to see if your estimate is coming close to the real cost of labor.  Monitor the differences to see if you will need more or less funds to cover the cost of labor.  



  (d) When we did our estimate of labor, we also determined that there would be nine additional days, six of which would be normal work days, that would not yet be paid when the fiscal year ends.  To account for these funds in SABRS you will have to run a labor acceleration cycle and check the amount of labor that posts in SABRS.  If the amount is too little or too much, process a labor adjustment record prior to the last SABRS cycle of the fiscal year.



  (e) One last note on labor - if you have employees that work full time on reimbursable orders, do not include their costs in your labor estimate.  The reimbursable customer will pay the cost of these employees when they are billed for each month. 

(NOTE:  The previous statement is true only if you have the civilian loaded with a reimbursable FIP on the personnel history file or if you are doing labor distribution transactions to transfer the applicable hours from the direct FIP to the reimbursable FIP for each pay cycle.  If they are not loaded as a reimbursable or the hours are not transferred through the labor distribution process, the command pays for these hours and employees with direct dollars).


   (8) Utilities:


  (a) The second largest cost at most post and stations is utilities.  As discussed in previous lessons, utilities normally consist of Electricity, Gas, Water, and Sewage.  For some commands, steam and trash removal may be included as utility types.   The cost of utilities in the last quarter should be approached in a similar method as you have done with civilian labor cost.



  (b) Total the amount incurred for utilities for the first eight to nine months and determine an average cost for each utility type.  Multiply this amount by three and you will have a rough estimate of how much money the command will need to meet utility costs during the last quarter of the fiscal year.  One note of caution, however, is the estimate for electricity.  The last quarter of the fiscal year covers the hottest months of the summer.  Electricity costs already incurred during the year will not reflect the increased demand or cost for the last quarter.  You should refer to the previous year's electric bills for the months of  July through September to see what kilowatt usage the command consumed.  Use the previous years kilowatt usage and multiply it by this year's electric rate table to estimate the command's electricity costs during the last quarter. 



  (c) Another item on your utility costs is the amount that can be charged to reimbursable customers.  Make sure that those tenant activities that pay for their utility costs through a reimbursable agreement are allocated the appropriate amount for utility use.  You should consider this amount as a subtraction to the amount of funds the command needs in the last quarter to cover utility charges.


   (9) Identifying Funding Requirements and Excess Funds:


  (a) At the end of the third quarter it is essential that the command's obligation posture be reviewed.  You must determine those BEAs who have funds that have not been executed as planned and determine if they still have legitimate needs for those funds.  If they do not, those funds should be withdrawn to cover other command priorities.  



  (b) Other command priorities for funding may include having to "bail out" one or two BEAs who have over-executed.  (Note:  you need to determine these BEAs when they do spend more than authorized and get them back on track, if possible, without having to issue them more funds.)  The command should avoid if possible spending more funds due to poor management.  You should strive to spend more money only due to unexpected circumstances or those programs that were deliberately under-funded from the start of the fiscal year.



  (c) Excess or under-executed funds should be identified as soon as possible to realign these funds for other command programs to ensure the funds are executed to obtain the most benefit.


   (10) Publishe Dates When Unexecuted Funds will be Withdrawn From BEAs:


    (a)  To ensure there is some control over the execution of funds at the end of the fiscal year and to determine a true status of command execution, you will need to stop budget execution activities from spending on a predetermined date in the month of September.



    (b)  A date should be decided upon, say 14 September, when the BEAs will be restricted from creating any new obligation documents for the fiscal year.  Any funds not executed by the individual BEAs (minus the amount to cover civilian labor and utilities) should be withdrawn on this date and consolidated for use in covering other command priorities that have been predetermined by the command's "G" staffs and approved by the Commanding General.  This command priority list will be discussed further in the next section of this lesson.


    d.  You should plan to publish guidance to the BEAs as soon as the purchasing cut-off dates are established.  The guidance should include all needed cut-off dates and when financial and supply actions are due.  

     e.  Ensure the close-out bulletin is staffed to the appropriate areas, such as supply  and administration, to ensure the dates are accurate and that required actions can be accomplished by the proposed cut-off dates that will be published to the budget execution activities.

5.  CREATING COMMAND CONTINGENCY BUYING PLAN.  



    a.  Almost every command in the Marine Corps could use more funds to operate their units  than is provided in their operating budgets (OPBUD).  Your command's spending plans are based on the anticipated funding for the year.  The initial OPBUD the command receives will not fund all required purchases needed to operate.  If this is the case, how does the command get more funds?

    b.  As previously discussed in the budgeting class, each command has an opportunity to document and submit their funding deficiencies at the Mid-year review.  In many cases, commands will get an increase to their OPBUD based on their needs as reflected in their Mid-year review submission.  Mid-year may not be the only time that a command may receive additional funds.  You may get an increase in authority during the month of September (due to other commands not executing, Marine Corps getting increases from Navy, savings that materialize through validations, etc.).  When this happens, you have very short notice or time to act to get the increased funds granted your command obligated to buy needed goods and services.  To avoid the panic of short fused funding and to ensure the additional funds are spent in a manner that best serves the command's needs, you need to create an end of the year contingency spending plan.

    c.  So how is the plan developed?  First, look at the size of your current OPBUD.  If your OPBUD is ten million for the fiscal year, the odds are you will not get additional funds that exceed five percent of that OPBUD (in this example case five hundred thousand).  The five percent should be the maximum you will need to create spending plans around.  Your spending plan then needs input from the commanding general and staff to determine what are the most important purchases the command needs to make if additional funds become available during the last month (or last days) of the fiscal year.  The priority of spending should be an overall staff decision (not the comptroller's) and blessed by the CG or CO.

    d.  Once the priorities of the command are determined, these purchases should be broken down in dollar segments based on priority buys.  What does this mean?  You are making plans based on 5 percent of your OPBUD (in our example, 500 thousand).  What happens if you only receive 150 thousand?  You do not want to go back and do any thinking about purchases.  If you set your contingency plan up in priority sequence based on dollar values of say 50 or 100 thousand, you can quickly make required purchases up to the dollar value authorized without going back and getting further staff approvals.  This avoids wasting time over spending 20 or 30 thousand dollars.  

    e.  At the same time that contingency spending plans are being made, consideration on how the funds can be executed to ensure a  reasonable chance of actually receiving the ordered good or services needs to be addressed.  Remember, if you have to make a contract that requires negotiations or bids to spend this additional money,  you will not get it obligated because there is no way a contract like that can be done in one or two days.  (That is why contracting gave cut-off dates for contracting action that were published in the close-out bulletin.)  So what ways of spending funds that will provide a reasonable assurance of having an obligation created in time and of receiving the ordered goods are there?  Make maximum use of the following:


   (1) Pre-established contracts with GSA.  This is a very good way of purchasing PCs, office equipment, printers, etc.  Contracting only has to issue a purchase/delivery order on these contracts, which can be accomplished in a matter of hours.


   (2) Use the GCPC.  Remember two facts with this option.  First, you can only purchase items that are less than $2,500.00.  Second, ensure you get the amount of these purchases manually obligated through the Material and Services subsystem.


   (3) Use established blanket purchase agreements to buy required parts and items for known maintenance and vehicle repair jobs.


   (4) Re-open DSSC for command buy of items that are currently stocked.


   (5) Issue project orders to Albany or Barstow for known and needed repair and overhaul of equipment.


   (6) Place orders into the mechanized supply system for large deficiency buys.  This mainly applies to the SASSY Management Unit (SMU) for replenishing their inventory since PE dollars are the focus and the using units will use their Requisitional Authority (RA) funds to make purchases through the SMU.  The OPBUD or SubOPBUD holder's alternative choice is to transfer PE funds from the FMF unit to the MLG so the SMU may make their deficiency purchases.  Even though the mechanized supply system can spend a large amount of money in a short time, it can lead to reverted funds.  The major concern is the order being cancelled by the item manager after the close of the FY, which results in the reversion of unobligated funds.  Refer to class on DoD supply previously given on this issue.
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