Fiscal Year End w

Requirement, Deadlines & Forms

Presented by the Auditor Contfoller’s Office
& Purchasing Department







DEPOSITS

Deadline for ALL cash collections on
hand must be deposited with the
County Treasurer before 12:00 P.M.
on Monday, June 30, 2025.




DEPOSITS

Example of how Deposits Permits should indicate which Fiscal Year revenue belongs to

e woiTm @ ara
IMPERIAL, CALIFORNIA
DEPOSIT PEEMIT
THE TREASURER OF THE COUNTY OF IMFERIAL WILL RECEIVE
DOLLAER | §
Dopartment Fams Seventy TRFeE TR FIve Fundred Sily Eghl asd oomer 7B
L . AUMTOR-CONTROLLER
DROANIZATION CHRJECT
KEY CO0E DESCRIPTION AT
10000401 401105 RIDA Reimburssment City of El Centro 63,5420
T TTFTOO = T T T 9,72600
MELISSA CALOCA B Q\P\L CO
L Do -
SWEAR OR AFFIRM THAT THE AMOUNTS OF ((evmmemcys s TOTAL H 7156800 Q
MONEY SHOWN ON THIS DIPOSIT PERMIT ARE T3, 568,00 1, SUZANNE BERMUDES. Acknowledge receict &S :\4
AMOUNTS PAYABLE INTO THE COUNTY TREASURY || comracss of the amounts for deposit in the County Treasury. = A
OB ACCOUNTS AS STATED. L KARDNA B AINAREZ  AUDITOR AND| = =
C acoowner ﬁ

ETOOE I EE  CEDTIEY T




CLAIMS

Deadline for ALL departments to submit prior year claims to the Auditor Controller’s
Office:
Thursday, July 10, 2025 @ noon.

Note: No claims will be accepted for processing after 12:00 PM. No Exceptions.

Audit Requirement: From July 1st through September 30th any Prior Year 24-25
claims submitted for payment in FY 25-26 should be clearly marked in RED:

P 24-25 on the upper right-hand corner
FY 25-26 in the description

From July 1st through July 10th any current FY 25-26 claims submitted for payment
should be clearly marked in RED:

C 25-26 on the upper right-hand corner
FY 25-26 in the description




CLAIMS

IMPERIAL COUNTY, CALIFORNIA P
AUDITOR-CONTROLLER'S OFFICE ACCOUNTING SYSTEM 24_'25

cLAIM
1. VENDORIPAYEE INFORMATION 2. NAME OF BUDGET UNIT: Auditor-Controller
‘Vendor Number:
V15520 B, Funowomeer: 1006001

vensor Neme: DS Services of America Inc.

NOTE: Effective 07/01/2023 all claims submitted to e PO 6057 R
L : : : o s AT PICK-UP
the Auditor’s Office must use this claim form. Can

™

E. | HEREBY CERTIFY THAT THE ARTICLES OR SERVICE | HEREBY CERTIFY THAT THE ARTICLES OR SERVICE DESCRIBED
DESCRIBED BY THE INVOICE ATTACHED BELOW HAVE BEEN BY THE INVOICE ATTACHED WERE NECESSARY FOR USE BY THE
. . ’ DELIVERED OR PERFORMED AND THAT NO PRIOR CLAIM HAS DEPARTMENT OR DISTRICT.
also be found in the Auditor’s Intranet under forms SN PRESITED O 40 ARTLS3 G SECS
05/27/2025
EMPLOYEE SIGNATURE DATE DEPARTMENT HEAD
| s — e
on|  OBJECT REFERENCE OR POPymi[  AMOUNT
KEY ‘CODE DESCRIPTION INVOICE & PO | CNR | PYR |PP or FP CLAIMED
1006001 | 524000 |Drinking Water-Auditor's Office $165.19

TOTAL AMOUNT DUE $ 1 65.1 9

APPROVED FOR PAYMENT - AUDITOR-CONTROLLER A-CREV 10-22




Encumbrances

What is an Encumbrance?

An encumbrance is a commitment to expend resources—such as through purchase
orders or signed contracts—for goods and services that will be received in the future.

*|t does not represent an actual expenditure in the current fiscal period.

*|nstead, it reflects a reservation of funds for a planned or obligated future expense.

At year-end, encumbrances are treated as reserves, meaning those funds are set aside
and carried forward to cover those committed future costs.




Encumbrances

Encumbrance Guidelines;
*Encumbrances must be supported by a valid contract or minute order.

*All Encumbrance Requests must be submitted to the CEO/Budget & Finance Office for approval no
later than June 27th.

*The Encumbrance form can be found on the County’s Intranet under Budget & Finance on the link below.

https://intranet.imperialcounty.org/budget-finance/#FORMS

How to Submit a Year-End Encumbrance Request:

*Instructions were provided in the 2025 Year-End Memo and Training Notification email, sent on May 23,
2025.

*Please refer to the email for detailed guidance.



https://intranet.imperialcounty.org/budget-finance/#FORMS

Encumbrances

BOS APPROVED: 02-01-22

M.O. #14
COUNTY OF IMPERIAL OFFICIAL BUDGET AMENDMENT RESOLUTION OF THE BOARD OF
— YEAR-END ENCUMBRANCES SUPERVISORS OF THE COUNTY OF IMPERIAL, AUTHORIZING AN

REQUEST AS OF JUNE 30, 2022 ' a4 AMENDMENT TO THE FINAL BUDGET FOR FISCAL YEAR 2021-2022
=== FOR __Sheriff-Caroner _ DEPARTMENT

BUDGET AMENDMENT RESOLUTION NO. 21-22-065

The Final Budget for Fiscal Year 2021-2022 was duly adopted by Resolution No. 2021-099, of

Budget Unit/Org Key Title: LSheriH Caronar

Prior Years Example e Gl —_— _ i ' -
p 5T O U Oy the Board of Supervisors on September 21, 2021 in accordance with the State of California
Object Account Requested Approved Cur. Yr/ | Minute Government Code; and
scripli 1 mount Prior ¥r | Order [Contract =, . . .
SC::;;Q - D:E“‘L.r.Lplll)n Alllﬂs\tzI: = 3;& o — Eo003025 The l'ioard o_f Supervisors has determined it is appropriate o amend the Final Budget, in
19 mintenance-Equipment £ 3 with proper gover 1 accounting and financial reporting practices; and
Justification: . . o i . .
Funds are available, as designated in the requested action; and ;

PO to inetall egquipment in 3 new Cheavy patrol units purchased with ARPA funds, BOS approved 21722 MO #14. PO pending invoice.
PO BE2OIOII

Therefore, the Board of Supervisors approves the following action(s):

Object Account Requested Approved Cur, ¥/ | Minute N

Code Description Amount Amount Prior Yr | Order |Contract Gl:.'l' . : .

. p I ! Scction 1. Record Revenue Estimatef(s):. .
519000 Maintenance-Equipmant $3,193 N Curr ¥r BZ203518 Sl— . - T objeet] = — -
Justification: Fund No..p -, -~ Fund Title | Code. | Object Code Title i
PO for APXE0D batieras o replanish armory inventory, Pending delivery, PO B2203518 } - -
. To v
Ohbject Account Requested Approved Cur. ¥r/| Minute e : . — il < = L
i) Code Description Amount Amount Prior Yr| Order |Contract i.\__\l opriation(s): s :

519000 Maintenance-Equipment $153 Is3 Curr Yr B2203458 T o ] }

. : . Object Code Title' . - ™ -Anount
Justification: 1024001 ifF-Coroner Maint-Info Tech & Soft -~ 74,404 00)
PO fior firearms cleaner degreaser. Pending Delivery. PO B2203458 1024001 cﬁﬂ'—Cnrune_lr . 30 ‘. 5., : 'E‘I Dept v — - 5 W

1024001 [Sheriff-Coroner . 531005 [Travel In CulyCriy Car 80,000 00
TOTAL AMOUNT REQUESTED: [ § 28,870 1024001 iSheriffCoronee *- ™ | 599000 Equipment - .70 00
. - : . 1624001 ISheﬁlf-Cqmnur i | 549005 |Equipment-Vehicle 361,859 00|
It is requested that appropriation accounts of this department be encumbered in the above 1025001 -Flleriﬂ's Comectons 3100 P = - -
amounts to cover anticipated expenditures in accordance with the Auditor-Controller's guidelines. - _ 55 Maint-Info Tech & Soft . 5,858 00,
1025001 [Sheriff’s Comections C. 530080 |Special Dept Expense-Other i 17,431 fiTi]
— D e 1025001 [SherifF's Corrections 349000 - [Equipment ~ CXT
2 = = ﬁ_ﬁ_-.--- (i 1024001 eriff-Coroner 552310 [Transfer In-ARPA ) ) (617,548 0
C—"_gigrature bf Department Head_ 1025001 [Sheriff's Corrections R 552310 [Transfer In-ARPA 36,161
= . JUL. 08 207 F _ Transfer : _ @661 of)
Bosi T e o
WU UK CUNIHUL EE e o
For CEO Office Use Onl TEEHIA " .
y -HIAI COMNTY Section 3. Authorize Transfer of Funds from the following source(s): !
FROM:
TOTAL AMOUNT APPROVED: $ 0 — T - — —
A [s_28 339 ] - Nk T Objeet | ' § —|
| ..\_,47’/1}/‘,/'-—&_ | FundNe. Fund Tifle Code _ Object Code Title © . Amount
,_ &Sigriature of CEO/Representalive L —
i - Toul i :

Foms HOOT (/20202




Encumbrances

Example of how prior year encumbrances appear in the budget

- -

BOS APPROVED: 02-01-22
M.O. #14

CAPITAL EXPENDITURE AUTHORIZATION:

Ledger GL Comparison of Actual to Budget (Revenue and Expenditures) Fiscal Year 2023 Section 4. Authorize Specific Capital ltemis) or Project: —
Report Date 06/06/2023 DNote: % = (YID Actual + Current Encum) / Adiusted Budest * 1001 Fiscal Period 12 'Fm * e 0‘-1:? 0'!1: EME e R
: . | 0. un le | Code il 1 Ei_inn
2‘““"“;:2;;‘;“‘3“"“ SHERIFF-CORONER ioed Budeer o P Careent -:fll]?‘;dd'_:ﬁm | 1024001 Sheriff-Coroner 549000 |Equipment 2 Refrigeraizd Containers o
V Im l ¥ £ jus il & t
0?“1 Description Bu?imet Ad'ug.;. Enr:,::n Bllui ot YID A 1 MTD Actual Encum Fav (Unfay % | 1024001  [Sheriff-Coroner 349005  [Eq-Vehicles 8 [I-Van & 7-Patrol Units B HQ
! 530015 Spec D] ept Dive Team 250000 . 000 o0 250000 037,48 000 0.00 s 7 l 1025001 [Sherif's Corrections | 549000 |Equipment "4 |I-Tent & 3-Body Sensors GX3) tq
330030 Volunteer Services 2650000 0.00 0.00 26.500.00 668293 0.00 500.00 27 Total suda| 0
330040 Adm-Other 12,000.00 0.00 0.00 12,000.00 9,508.03 0.00 149193 91 1. Purpose of Budget Amendment: - "
530050 Special Fund 15,000.00 0.00 0.00 13,000.00 0.00 0.00 0.00
330033 Spec Dept Exp-Photo & ID 12,500.00 560.00 0.00 13,060.00 9,069.74 0.00 126262 1. 70 Appropriate and record funding from the American Rescue Plan Act, (ARPA) to purchase
530065  Sheriff Dept Tuition & Travel 5 R 45 14027 78. : 7. : ; : :
330080  Special Dept Exp - Other 94;0.0000 18.721.00 0.00 11;;;'21 00 7. 160.17 68120 33,566, 70 hearing impaired communication devises, pop up tents. data cabling, security carts and PPE
Em %::icljnu?:?ci;uﬁ;‘sfm ngﬁ 108 oogﬁ g% m:£$ W6B039 46 493'23 2?3'33 (1%»?52:4‘;?)1:; 1:9 waste binsd: carts and the capital purchase of (9) seffigerted storage comainers, (1) vay
331060  Fuel Aero-Squad 330000 " 000 000 3,500.00 181228 000 168772 0. 100 (TLpatrol vehicles, (1) frame tent, (3) body sensors .
SERVICES & SUPPLIES 435133500 _ 23039600 33390092 _ 4817871097 _ 413068307 J80438 20741093 __ 43072190 %
549000  Equipment 0.00 0.00 431000 0.00 0.00 0.00 (3,310)
549005 Equipment-Vehicles 0.00 304249 38 23348838 147,117.52 0.00  184,005.01 (97,634) 141
549015 Firearms 000 2447600 0.00 24.476.00 2447537 0.00 0.00 0. % THE ABOVE AMENDMENT RESOLUTION WAS APPROVED BY ACTION OF THE
550000  Structures & Improvement 00 0.00 0.00  334,330.00 3343530, 30 $ N i :
- a -'L:SE':: provements E[‘:;' Tzfﬁm:l} = jo L S;}-Dﬁ)is T BT “q':ﬁ o )2).3% " n BOARD at & regular meeting of the Board of Sifpervisors of the County of Imperial held on the
APITAL £ 318 463 40 38 714 71 592 80 74
o - 1st _February i , 10-wit:
552080 Transfers In 40020000 -24.476.00 000 42467600 4047383 2999913 .00 45797, 110 Lot day of Februar 2022,y the follswing voley to-wit
552085  Transfers Out 0.00 0.00 0.00 0.00 884,73 0.00 0.00 (884)
552310 TransferIn- ARPA 31990800 -669.060.00 0.00 93896500  -349,146.49 0.00 000  (439821) 35 AYE Escobar. Plancarte, M. Kelley. Castillo o
OTHER FINANCING SOURCES 12010800 _ 60333600 000 _ 141364400 _ 101873557 2000013 000 _ (394908) T2 ** NOE! _ None R .
552000  Intrafund Transfer 5,000.00 0.00 0.00 5,000.00 738.27 0.00 0.00 4241 15 ABSTAINED: Niins
552020 Intrafund Maintenance 53,273.00 0.00 0.00 53,273.00 50,878.92 225.00 0.00 2396 95 ) :
352035 Intrafund Sheriff 141,086.00 0.00 0.00 141,086.00 105,043.45 0.00 0.00 36.040. 74 ABSENT: R. Kelley
552075  Budgetary Transfers 0.00 -4,109.00 0.00 -4.109.00 0.00 0.00 0.00 (4.109)
552225  Intrafund Human Resources 249 00 0.00 0.00 249 00 0.00 0.00 0.00 249,
_ e
INTRA-FUND TRANSFERS 10961000 410000 0.00 10550100 13668264 2500 000 __ ag3z_s0 % W
= = . T _ U = =
Revenue 204095000  140.450.00 000 308140000  1,391920.66 124.00 000 (1480479) 51 % Farice ok Ok of s Toard i
County of I I, State af Californi
Expenditures 1040287300 14045000 42084030 1997316330 1863404551 3757851 74394504 373172, 97 % ey fiopesion, Sicte of Galifornin
K e Department
Net _16.461,923.0( 000 42084030 1689176330 -17062,12485 3770251 74394504  (916307) 105 % gﬂ,m"fnmu:: !3 ECEl\f ED

GSA-Budget Fiscal



Authorized Signature List

Form must be submitted to Auditor-
Controller’s Office by June 30, 2025

Please type name, then sign.

Please note that after July 1, 2025, we will
not allow the pick-up of Accounts Payable
Warrants unless a new original signature list
isonfile

AUTHORIZED SIGNATURE LIST
To: Karina B. Alvarez CPA, COUNTY AUDITOR-CONTROLLER

FROM:

SIGNATURE OF DEPARTMENT HEAD DEPARTMENT DATE

The following are authorized to sign or act in lieu of department head for the following functions.
These items must have a signature, not a stamp or a typed name:

PAYROLL ACCOUNTS PAYABLE
Payroll Certificate Department Head on Claim
Pick-Up Warrants Pick-Up Warrants
OTHER
Deposit Permits Purchase Orders

Property Transfer Request Request for Transfer of Appropriations




Accounts Receivable

Governmental accounting for accounts receivable involves specific guidelines and principles to ensure accurate financial
reporting and compliance with regulations. Here are some key guidelines:

1. Recoghnition of Revenue: Revenue from accounts receivable is recognized when it is earned and measurable, typically when
goods or services are provided.

2. Valuation: Accounts receivable should be reported at their net realizable value, which is the amount expected to be
collected. This includes estimating uncollectible accounts through an allowance for doubtful accounts.

3. Documentation: Proper documentation is essential. This includes invoices, contracts, and any correspondence related to
the receivable to adequately support the amounts recorded.

4. Classification: Accountsreceivable should be classified as either current or non-current based on when they are expected to
be collected. Current receivables are typically due within one year.

5. Internal Controls: Implementing strong internal controls is crucial to prevent fraud and mismanagement. This includes
segregation of duties, regular reconciliations, and audits.

6. Reporting: Governments must adhere to the Governmental Accounting Standards Board (GASB) statements for financial
reporting, ensuring transparency and accountability in their financial statements.

These guidelines help ensure that governmental entities maintain accurate financial records and uphold the principles of
accountability and transparency in public finance. §Q¢:‘<




Accounts Receivable

All receivables existing at June 30th, where the cash will not be received on or before
July 10th, should be reported to the Auditor’s Office with a memo.

Methods of reporting receivables:

\Q\\i\ Prepared memo mustinclude:
% e Organization Key
\ e Object Code

e Amount Expected to be Received
On July deposit permits (until July 10th).

Make sure all accounts receivable reported by memo to the Auditor’s Office is not
duplicated by reporting the same revenue as prior year revenue on your deposit
permits.

The Auditor’s Office will set up the receivables as a credit to revenue in the ledgers
at June 30th, and reverse the entries in the July 2025 ledgers. PRIAL CoN




Accounts Receivable

(continue)

Example of how to request the booking of an Accounts

Receivable via a Memo.

All accounts receivable memos should be sent to Ivette

Romero’s attention.

« IMPERIAL COUNTY

GEORGE MARQUEZ
DISTRICT ATTORNEY

M0 West Main Strect, Suste 102
El Centro, CA 92243

Tel: (44D 265-1175

Fax: (760) 352-1474

DISTRICT ATTORNEY'S OFFICE
Jeffrey A, Brooker
Assistant Distrct Adtorcy

MEMORANDUM
Date July 10, 20XX
To Ivonne Ramirez @
A
From: Ivonne R. Peraza b

Subject: 2033205 Year End Receivable

Please book the following receivables for reimbursement of services to DA General Fund:

District Attorney Reimbursement for Services 1020001-493000 $13,194.00

cceNE®
oL A () .J\.\_EEL
: qOR ‘!‘(.‘5.:."‘:3“"4'\‘

SR

o8

Example of an A/R Memo



Accounts Receivable
(continue)

Example of how receivables are recorded in the ledgers and reversed.

Detail Transaction Report
06/01/20XX Through 06/30/20XX

Fiscal
Trans. Date  Desciption Reference Year  BaichID Check# SsysID Debit Credit Net Balance
OrgKey: 1020001 DISTRICT ATTORNEY
Object: 446705 State Aid - Insurance Fraud
06/30203X AR 06/30203X 063366 03X IESe30C JE 0.00 6.733.00 . i
06/30/20XX  A/R06/30/20XX 06XX366  20XX  JXXS630C IE 0 2616006 Erior FY

Object Total: 000 3290406  32.904.06
Org Key Total: 000 3290406  -32.004.06

The Recording of a Receivable

Detail Transaction Repart
06/01/205X Through 06/30/20XX

Fiscal
Trans.Date  Desciption Reference Year BatchID Check# SsvsID Debit Credit Net Balance
OrgKey: 1020001 DISTRICT ATTORNEY
Object: 446705 State Aid - Insurance Fraud
063020KX AR 06300XX 06KX566  20XX  IXXS630C E 000 67300
0630720KK AR 06/3020XX 060L566 20XK  JXXSNC E 000 2616006 Prior FY
Current FY
070820KX  REV AR 06XX.566 7KK XX IXKSTOSA E 67300 0.00
07/08NXX  REV AR 06XX-566 OO 20XX  IXKSTOSA E 261606 000
Object Total: 3290406 390751  26169.06
- OrgKeyTotal: 2290406 5907312 -25,169.06 LG
The Reversal of a Receivable >




New User Request Form

Auditor-Controller - New User Request Form

Date for account to become active: Department & Org Key
I | I

New User Information

First name Last name
| [ |

Contact information

Phone Email address
| |

Access Requested

[] Kronos [] Central Square O Questys

Kronos Access Manager Access level

[[] Manager [] Supervisory access

[] Time Stamp [[] Department Level Access

CENTRAL SQUARE ACCESS

[] Purchase Requestor [ Inquiry Only [[] PYREEL & PY Reports
[[] Purchase Approver (] PAF Input [[] PAF Approver
Questys

[ Please check if user needs Questys installed on their workstation

Authorizing Signature Date Q\AL C,




User Removal Request Form

Itis the Departments
responsibility to
communicate with the
Auditor-Controllers when a
user should be removed or
changed departments

Miscommunication may
result on billing for users that
are no longer in your
department

Auditor-Controller - Remove User Form

Effective Date

Department & Org Key

User Information

First name Last name

Contact information

Phone Email address

Remove Access From:

[[] Kronos [] Central Square/ [] Questys
Finance Enterprise



Security Request Form

Central Square Security Request Form

Department Name

PO INPUT CLERKS:

Please list employees that you would like to have the ability to enter Purchase Requests:

It is the Departments responsibility Name: Emai Adaress
to communicate with the Auditor-
Controllers if a user’s security

needs to updated PR Ao

Please Indicate Employees that are to Approve Purchase Requesis:
Mo employee shall approve a PR that they have entered.
Mote: The person first on the list will be receiving an email notification.

[ I S R S}

Name: Email Address
Primary
Secondary
Third
Fourth
PAF Input Clerks
Please Indicate Employees that are to Input Personal Action Forms:
This will be used for Merits, Promotions, Demotions and Terminations
Name: Email Address
Primary
Secondary
Third
PAF Approvers
Please Indicate Employees that are to Approve Personal Action Forms:
These employees must be authorized to sign Payroll and PS2 forms.
This will be used for Merits, Promotions, Demotions and Terminations
Name: Email Address
Primary
Secondary
Third
Authorized By Signature:

PLEASE RETURN TO THE AUDITOR-CONTROLLERS OFFICE Q m




Supplies Inventory

Deadline for applicable departments to submit the
year-end Supplies Inventory to the

Auditor Controller’s Office:
Friday, July 10, 2025

The Supply Inventory should be sent to
Diego Moreno

Applicable Departments Include:

Behavior Health

* Facilities Management
* Fleet Services (Garage)
* Public Health

* Probation

*  Public Works

* Purchasing

e Sheriff’s



Schedule of Federal Financial
Assistance (SEFA)

The Schedule of Federal Financial iy SOONTY OF WPERAL
Assistance (SEFA) must be submitted R ENDED JULE 30 2058 e
to Donna Doyle by September 1,2025
v ~ Federal Grantor Federal County
Pass-Through Grantor Catalog Grant Federal TM20- 63021 Fund
(i.e. St of CA Dept. of ) (CFDA) ::or Confract Grant Award Federal Share of: Number
Program Title Number Number Period Amount Revenues Expenditures (Org Key)

Bther Sources of Federal Financial Assistance:
(either awarded, started, continued or ended
during the period 7/1/21 - 6/30/22 . Please:
attach a separate sheet if necessary to report

full details.)




Fixed Assets Claims

NOTE: Effective 10/01/2024 all Capital Asset claims submitted to the Auditor’s Office
must use this claim form. Can also be found in the Auditor’s Intranet under forms

IMPERIAL COUNTY, CALIFORNIA
AUDITOR-CONTROLLER'S OFFICE ACCOUNTING SYSTEM

CAPITAL ASSETS CLAIM

WENDOR/PAYEE MFCRMATION > MAME OF BUDGET UNIT:

IMPERIAL COUNTY, CALIFORNIA
AUDITOR-CONTROLLER'S OFFICE ACCOUNTING SYSTEM

CAPITAL ASSETS CLAIM - Continued

wengor Number:
3. FUND NUMEER:

endor Name:
. oerTPHoNE NO.
venaor Agiress
¢ '"“'C”Eﬁfc““"- Chart of Object Codes for Capital Assets
fadreas e i - 548000 | Land Includes, purchase price, appraisal,
[ | HERESY CERTIFY THAT T ARTICLEB OR B5RWIGE | |HERESY GERTIFY THAT THE ARTICLES OR BERVIGE DESCRBED | o . .
DESCRIBED BY THE INVDICS ATTACHED BELOW HAVE BEEN BV THE INVDICE ATTACHED WERE NECS2RARY FOR USS BY THE negotiations fees, title search fees, surveying
DELIERED OF FERFORNED AND THAT NG FRIGR GLAM HAS DERARTMENT OR DETRIGT fees, cost of consents, relocation costs,

BESN FRESSNTED FOR SA ARTICLES OR SEAVIGER.
condemnation costs, clearing land for use,

—_—m—mmm — == removing structures and filing costs.

[ORGANZATICN OEJECT) PARTIAL PAYMENT roscraEys  TWOUNT 549000 | Equipment General equipment purchases with a life of
CODE DESCRIPTION OR FULL PAYMENT  INVOICEZ ‘CLAIMED
more than one year of 57,500 or greater.
549005 | Equipment-
Vehicles
549010 | Equipment-Info $25,000 minimum.
Technology
549015 | Firearms This includes guns, tasers, and rifles, must be
capitalized regardless of amount.
550000 | Structures & $50,000 minimum
Improvements
550005 | Infrastructure Assets such as roads, bridges, and sidewalks.
550010 | Paving Only Roads not lots.
550015 | Marking &
Lightings
550020 | Construction
550025 | Capital
Capital Asset Information Improvements
Vehicle ||_L'nir# VIN:
MOZ and Date MO# MO Date: MO Attachment: || |

Project's Title
Estimated Cost
Estimated Completion Date

Will be Received Fiscal Year:

TOTAL AMCUNT DUE $ 0.00 @
e — Q 2




Statement of General
Fixed Assets

Statement of General Fixed Assets: will be sent out to Departments no later than June 20, 2025

Deadline for Fixed Asset Inventory Certificate is July 10, 2025

The Fixed Asset Inventory Certificate along with any backup should be submitted to: Rocio Gutierrez by
July 10, 2025

County of Imperial
Statement of General Fixed Assets

Dept CQlass  Asset No. Location

oca Description Serial # InservDt
1010 1 20101 CcCl LAND 53-092-09 PURCH AGENT 30,000.00  05/09/2015
30.000.00
1010 2 20105 ccl 1125 MAIN ST EL CENTRO APN:053-092-009-000 17.570.75  09/09/1969
1010 2 20105 B CcCl IMPROVEMENTS 5307.50 06/30/1971
1010 2 20005C ccl IMPROVEMENTS 26973.98  06/30/2001
49,852.23
1010 3 30432 ccl 4 WORKSTATIONS & 2 PRIVATE OF 20,539.28  05/24/2000
0,539.28
100,391.51

o - _gg




Statement of General
Fixed Assets

COUNTY OF IMPERIAL
FIXED ASSET INVENTORY CERTIFICATE
JUNE 30, 2024

Department Org Key: Kronos Auditor Contact Info Documents OneSolution Employee Online

Department Name:

Inventory Accountability

1. Value per Auditor’s records 5
2. Add: No. of Items Value
a) On hand but not

Listed (eg. New Items,
Transfers in, etc.)

b

Loans from other depts.
Totl 22+ 28 s Policiesand Procedures

3. Deduct: No. of items Valug

« Kronos Policy Letter

a) Transfers out
s « Internal Audit Standard Practice Manual
b) Loans to other depts. = x
+ Cash Control and Accounting Manual
Missing * i ) 7
o) Missing s « Fixed Asset Manual - December 2008
Total (3a+3b+3c) s « Fee Schedule
ixel Asssts Guitlalines
4. Value per Department’s physical inventory 5 « Fixed Assets Guidelines

« Statement of General Fixed Assets

*Explanation:

I certify under penalty of perjury that, to the best of my knowledge and belief, the Statement of
General Fixed Assets consisting of page (s) ; including the above summary, is an accurate
and complete inventory of all fixed assets in my possession, or in my charge, at the close of
business on June 28, 2024, and in all respects is correct and in accordance with section 24051 of

the Government Code.

Date Department Head Signature :




Reference Guide for
Fixed Assets

Equipment (549000) - a unit value of $7,500 or greater.

Equipment/Component items are items that depend on each other
to function and all of them together have a value of $50,000 or more.

Weapons (549015) - must be capitalized regardless of amount

Additions or betterments to existing buildings (550000) - $50,000
min

Computer software (549010) - $25,000 min




Reference Guide on Object
Codes for Fixed Assets

548000 | Land
549000 | Equipment
549005 | Equipment- Vehicles

549010 | Equipment- Info
Technology

549015 | Firearms

550000 | Infrastructure
550010 | Paving
550015 | Marking & Lightings

550020 | Construction

550025 | Capital Improvements




PTR Form

Imperial County

INTRANET SITE

Q  Search...

PTR forms requires both

Sign atu reS befo re being Departments County Website Policies Important Links
submitted to the Auditors

Department

PTR form should be submitted to: Budget Forms

ROCiO Gutierrez Federal Financial Assistance Schedule

Fixed Assets

- Fixed Asset Inventory Certificate FY 19-20 (Word)
- Property Transfer Form Template (MS Excel)
- Property Transfer Form Template

- PTR Form Instructions

Misc Forms




Once the Auditors Office has
received the original
documentation, copies will be
distributed to the
corresponding departments

REMINDER:

Each department must contact
Facilities when transferring
assets to Surplus

PTR Form
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GASB 87 Leases

GASB 87 became effective June 15, 2021. Under GASB 87, a lessee is required to
recognize a lease liability and an intangible right-to-use lease asset, and a lessor is
required to recognize a lease receivable and a deferred inflow of resources.

Itis the Departments responsibility to budget and code leases accordingly before
being approved by the Board

Expense Object Code
528000 (debit)

Revenue Object Code
431000 (credit)




GASB 96 Subscription

GASB 96 became effective June 1, 2021, for Fiscal Year 2022. GASB 96 is an accounting standard for
Subscription-Based Information Technology Arrangements (SBITAS).

The most common SBITAs are:

* Office 365

e Zoom
 DocuSign

* Cloud-based ERP
* Adobe

Itis the Departments responsibility to budget and code leases accordingly before being approved by
the Board. Object Code 519060




Budget Amendment Resolution (BAR)
Transfer of Appropriations (TOA)

Ledger GL Comparison of Actual to Budget (Revenue and Expenditures) Fiscal Year 2024
Report Date 05/29/2024 [Mote- %2 = (VTD Actual = Current Encum) . Adimsted Budeet * 1001 Fiscal Period 11
. . Database Production Adj Bud vs.
Minute Order re quire d Key 1024001 SHERIFF-CORONER Adopte | Budget  Prior  Adjusted Current YTD Act-Enc
Object Description Budget Adjust. Encum Budget YTD Actual MTD Actual Encum  Fav (Unfav) %

Revenue Account

b efo re p ro C e S S I n g BA RS ® 415000  Other Licenses & Permits 4.000.00 0.00 0.00 4,000.00 1.481.00 176.00 0.00

LICENSES, PERMITS 400000 000 000 400000 148100 17600 000
446010  State Aid - Other 500,000.00 0.00 0.00 500,000.00 517.417.42 0.00 0.00
446040 Reimbursement-DBAW 0.00 0.00 0.00 0.00 -60,000.00 0.00 0.00
446130  State Mandated Costs 20,000.00 0.00 0.00 20,000.00 43272.00 0.00 0.00
446730  State Aid - SLESF 0.00 34.863.00 0.00 34,863.00 34,863.00 34,863.00 0.00
491005  Contrib From Other Cities 110,550.00 0.00 0.00 110,550.00 -50,000.00 0.00 0.00

INTERGOVERNMENTAL REVENUES 63055000 34 863 00 000 665 413 00 485 552 47 34 863 00 000
436040 Federal Aid 94.000.00 0.00 0.00 94.000.00 0.00 0.00 0.00

FEDERAL REVENUES 9400000 000 000 9400000 000 000 000
468000  Civil Process Service 55.000.00 0.00 0.00 55.000.00 33.747.00 6,066.00 0.00
472000 Law Enforcement Services 60,000.00 0.00 0.00 60,000.00 4431828 3,109.00 0.00
481000 Educational Service 75,000.00 0.00 0.00 75.000.00 63.669.67 0.00 0.00
484065 Dispatch Services 125,000.00 0.00 0.00 129,000.00 128,948 40 32237.10 0.00
491045  Other Refunds & Reimbursements 43,700.00 0.00 0.00 43,700.00 15.653.91 8,068.28 0.00
492000  Sale of Fixed Assets 0.00 0.00 0.00 0.00 829,67 82967 0.00
493000 Reimb For Services Provided 1,130,000.00 0.00 0.00 1,130,000.00 780,011.72 60,387.57 0.00

CHARGES FOR SERVICES 1.492 700,00 0.00 000 149270000 106717865 110697 62 000
491135  Contrib from Trusts 765,400.00 13,485 .00 0.00 782.885.00 -7.762.00 0.00 0.00

MISCELL ANEQUS REVENUES 769 400 00 13485 00 0.00 $2.885 00 -7.762.00 000 000
Expenditure Account
501000 Permanent Salaries $,001,322.00 = -170,961.00 0.00 7.830361.00  6.594,120.81 764,686.95 0.00
301105  Shift Differential 132,000.00 0.00 0.00 132,000.00 124,077.74 9.131.39 0.00
501110  Education Incentive 102,317.00 227400 0.00 104,591.00 138,123.04 11,794 76 0.00
501115  Extra Help 31,260.00 13,433 .00 0.00 44,693.00 3029417 2.846.20 0.00

301120  Stand-By 15.000.00 0.00 0.00 15.000.00 13.741.96 131428 0.00




Journals

What Are Journals Used For?
Journals are used to record and adjust financial transactions in the County’s accounting system.

Common uses include:
*Interdepartmental Transfers

To transfer the cost of services that county departments provide to one another.
(Reference: Cash Control Manual, Section 14.11)

*Correction of Errors
To correct keypunch or entry errors on claims, deposit permits, or previously submitted journal entries.

*Fund Transfers from Budget Amendments
To transfer funds as authorized by a Budget Amendment Resolution.

Audit Requirement: From July 1st through September 30th any Prior Year 24-25 journals submitted in FY 25-26
should be clearly marked in RED:

PY 24-25 in the subject or body of the memo




Journals- Acceptable
Supported Documentation

Acceptable Journal Documentation examples

* Invoices

* Timesheets

* Detail CAMS reports

* Deposit permits

* Priorjournal entries

* Detail transaction report showing original entry
 Copy of warrants




Journals

NOTE: Effective 7/01/2025 all Journals submitted to the Auditor’s Office must use this journal
template filled out along with the proper back up documentation. Your signature will be required
under the “Prepared By” line. The Auditor-Controllers Department will assign a JE#.

The form can be found in the Auditor’s Intranet under forms

IMPERIAL COUNTY, CALIFORNIA Date

M
AUDITOR-CONTROLLER'S OFFICE = I:l

ACCOUNTING SYSTEM Fage iof 1

““““““““““““““““

REMINDER: ALWAYS
PLACE DEBIT FIRST
FOLLOWED BY CREDIT




Fund & Object Types

ORG KEY FUND TYPES

GENERAL FUND

SPECIAL REVENUE
Governmental Funds
CAPITAL PROJECTS

DEBT SERVICES

ENTERPRISE
Proprietary Funds
INTERMAL SERVICES

RETIREMENT
Private Purpose Funi
SPECIAL DISTRICTS

AGENCY AND TRUST FUNDS/

DEPARTMENT TRUST FUNDS Flduclary Funds

Y

OBJECT CODE TYPES

1 ASSETS
2 PAYABLES
3 FUND BALANCES QAL Co,)

4 REVENUE

EXPENSE



Intra-fund Transfers

Intra-Fund Transfers are transfers between
the SAME Governmental Type Funds.

The following line-item
classifications are allowable:

Object
Code Object Code Debit | Credit
Title
552%** Intra-Fund 100,000
Transfer
H5%*x Intra-Fund 100,000
Transfer




Intra-fund Transfers

Example #1:
General Fund to General Fund

Sheriff's Office Reimbursing
Auditor’s Office For The Cost of
Receipt Books:

Org Key Object Object Code Debit | Credit
Code Title
1024001 | 552+ e Fuine 11.50
Transfer
1006001 | 552+ ImifeHAE 11.50

Transfer




Intra-fund Transfers

Example #2:
Special Revenue to Special
Revenue

The Fire Department
reimbursing Public Works for
Road Billing Expenses:

Org Key Object Object Code Debit Credit
Code Title
1501001 | 552+ e fuie 8,000.00
Transfer
1542001 | 550+ e FUe 8,000.00
Transfer a—
Q,\




Transfers Between Different

Governmental Type Funds

The following line-item classifications are allowable:

Object Code | Object Code Title Debit Credit
Gtk Expense 500,000
QrorrEx Revenue 500,000
Object Code | Object Code Title Debit Credit
201000 Unearned Revenue | 500,000
Qe Revenue 500,000
Object Code | Object Code Title Debit Credit
552085 Transfer-Out 500,000
552080 Transfer-In 500,000




Transfers Between Different
Governmental Type Funds

Example #1:
Special Revenue to General
Fund

Reimbursement to General
Fund for Services Provided:

Org Key | Object Code | Object Code Title Debit Credit

1556*** 525010 Prof & Special Svs | 8,000.00

1002*** 493000 Reimb for Services 8.000.00 PRAL CoN




Transfers Between Different
Governmental Type Funds

Example #2:

Special Revenue (Old Trust Fund) to General Fund

To record revenue from a Special Revenue to a General
Fund or Special Revenue:

Org Key Object Object Code Title Debit Credit
Code

7004000 |[201000 Unearned Revenue 9,000.00

1041001 [414005 Conditional Use Permits 2.000.00

Note: When transferring from an Org Key’'s Balance
Sheet, the Org Key must end in: ****000



Transfers Between Different
Governmental Type Funds

Example #3:
Special Revenue to General Fund

Reimbursement from a Special Revenue to a General Fund for pass thru
payments and budget transfers:

Org Key | Object Code | Object Code Title Debit Credit

1866*** 552085 Transfer-Out 8.000.00

1028*** 552080 Transfer-In 8,000.00




Payroll Reminder

Payroll adjustments are due no later than 2 pay periods.
Timecards require a two-person approval.
* Timecard approval

* Sign off

All payroll questions or adjustments should come from the designated payroll person for the
department.

Changes or filing status can be process through Employee Online.

For employee online issues, please email auditorspayroll@co.imperial.ca.us with your name
and employee ID.



mailto:auditorspayroll@co.imperial.ca.us




PURCHASING DEPARTMENT
YEAR END PROCESSES

O PURCHASE REQUESTS

Ensure the accounts you are using have sufficient funds when processing requisitions. If funds are not available your request may be canceled or delayed.

O REMINDERS
* Fixed Assets must have approved minute order & date. Be sure to attach board documentation within the system.
* We will ask questions for requests that are out of the ordinary, such as shirts, food, boots, canopies. Provide as much
information up front as possible to avoid delays. Items like these may require additional approvals.
* Remit To — In Central Square there is a tab for where the invoice payments are sent to, if a vendor has a specific address

be sure to make the appropriate change.

J CONFIRMING INVOICES
Please try to obtain a PO before purchasing on your own. Confirming Invoices should be used only for standard monthly
bills and contracts. Add full descriptions, as much information as possible.
* Indicate Fiscal Year (current 2024/2025)

* Indicate Fiscal Year in description and notes
* When submitting invoice payments, please include a copy of the invoice and stamp “COPY.” This will provide Auditors a

copy so they can send it with the warrant. THIS IS VERY IMPORTANT! N
R




PURCHASING DEPARTMENT
YEAR END PROCESSES

O SUPPLEMENTS

Attach backup documentation to support reason for supplement. Blanket PO’s (A26) do not require backup.

O CENTRAL SQUARE NOTE’S TAB

Utilize notes to tell the story.

O CDD REPORTS

Review reports to identify encumbrances that need to be cancelled or corrected. Step by step instructions email procurement requesting for a copy.

1 TO REQUEST CLOSING PR’S AND PO’S EMAIL PROCUREMENT

* procurement@co.imperial.ca.us

* Request to close your previous Fiscal Year 24/25 PO’s. We would like to start the new year as clean as possible.



mailto:procurement@co.imperial.ca.us

PURCHASING DEPARTMENT
YEAR END PROCESSES

O PRIOR YEAR ENCUMBRANCE (PY)

Review PY’s for double encumbrances, I.E., a PY encumbrance and a PO for the same item(s). When using a PY for the new
fiscal year indicate the PY number within the description and notes.

O OFFICE DEPOT

We continue to have various invoices that are more than 60 days late (30-day invoicing), critical to process before July 10" no later than 12:00pm.
* When using Office Depot look for the best value (recycled products if possible and practical)

* Lump orders together (orders MUST be $50 minimum)

* No new orders should be placed after June 20t

* ODP business Solutions LLC Vendor Number is V26092

* Please note if you currently have open ODP Credit Memos, please apply them to an outstanding invoice.

0 BLANKET (A25) PO’S

Blankets will be disencumbered (closed) by the Auditors Department.




PURCHASING DEPARTMENT
YEAR END PROCESSES

O BLANKETS (A26) PO’S

You may begin entering your new blankets. Be sure to review who will have authority to purchase. Use the below template
when entering (make sure all names who are authorized are listed):

BLANKET PURCHASE ORDER FOR THE
PERIOD OF JULY 1, 2025, THRU JUNE 30, 2026.

(BLANKET PURPOSE)
(AUTHORIZED INDIVIDUALS)

When entering or copying Blankets, ensure the appropriate changes are made such as PO type must be a “B”, blanket tab, blanket
amount, and authorized individuals, this amount must equal the amount in the unit price field. Provide as much information as possible.

O INFORMATION TECHNOLOGY (IT)

For all software/computer equipment, it requires approval from IT Manager, Henry Felix, prior to placing into Central Square. Include
the approval with the attachment backup. If prior approval was not received, the order will be delayed.




PURCHASING DEPARTMENT
YEAR END PROCESSES

O OBJECT CODES

The following codes are to used for IT related purchases:

514010: Internet Connections
* Used for IVTA charges from ICOE
519055: Maint. - Info. Hardware
* Used by IT for hardware/equipment
519060: Maint. - Info. Software Licenses
* Annual software license fees
525020: Prof. & Special Services Data Pro
* Used for IT labor

O CALCARDS

Remember, CAL Cards are to be used for pre-approved travel expenditures and pre-authorized purchases by the Purchasing
Agent, Rhoda Hoffman or assigned designee.

New card requests forms are available through the Purchasing Department intranet. Complete the form using your legal name
(name on driver's license) and send to the CEQO’s Office. CEO will forward approved request to the Purchasing Department.

For more information, please visit the Purchasing intranet to review the revised CAL CARD Policy under the Q@\
“CAL CARD Policy & Forms” section. = “




PURCHASING DEPARTMENT
YEAR END PROCESSES

O SURPLUS ITEMS

A Surplus Request Form is required to surplus items. Please follow the surplus instructions. We are experiencing an abundance of surplus items. Once
reviewed and evaluated, we will contact you to place a Service Request Form with the Facilities Department to schedule a pickup date. Provide a copy of your
surplus form to Facilities. Surplus form is in the Purchasing intranet.

E-Mail your forms to Richard Granados and the Purchasing Department:
procurement@co.imperial.ca.us
richardgranados@co.imperial.ca.us

O NEW HOT TOPICS

PlanetBids

* Platform for Request for Proposals and Quotations.
Sole/Single Source Form

* Located in the Purchasing intranet.

Revised CAL CARD Policy

* Located in the Purchasing intranet.

Feel free to contact us should you have any questions or need assistance. & O
procurement@co.imperial.ca.us m =
442-265-1866



mailto:procurement@co.imperial.ca.us
mailto:richardgranados@co.imperial.ca.us
mailto:procurement@co.imperial.ca.us
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