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Auditor-Controller’s
Introduction



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 



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



NOTE: Effective 07/01/2023 all claims submitted to 
the Auditor’s Office must use this claim form. Can 
also be found in the Auditor’s Intranet under forms

CLAIMS



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. 

•It does not represent an actual expenditure in the current fiscal period. 
 
•Instead, 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.



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.

Encumbrances

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


Prior Years Example

Encumbrances



Example of how prior year encumbrances appear in the budget

Encumbrances



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 
is on file

Authorized Signature List



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. Recognition 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: Accounts receivable 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.



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:

Prepared memo must include:
• Organization Key

• Object Code
• 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.



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.  



Accounts Receivable 
(continue)

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



New User Request Form



User Removal Request Form

It is 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



Security Request Form

It is the Departments responsibility 
to communicate with the Auditor-
Controllers if a user’s security 
needs to updated



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

Supplies Inventory

Applicable Departments Include:

•   Behavior Health
•      Facilities Management
•      Fleet Services (Garage)
•      Public Health
•      Probation
•      Public Works
•      Purchasing
•      Sheriff’s



The Schedule of Federal Financial 
Assistance (SEFA) must be submitted 
to Donna Doyle by September 1,2025

Schedule of Federal Financial 
Assistance (SEFA)



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

Fixed Assets Claims



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



Statement of General 
Fixed Assets



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

PTR forms requires both 
signatures before being 
submitted to the Auditors 
Department

PTR form should be submitted to: 
Rocio Gutierrez 



PTR Form

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



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. 

It is 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
• Zoom
• DocuSign
• Cloud-based ERP
• Adobe

It is 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)

Minute Order required 
before processing BARS. 



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 Journal Documentation examples 

• Invoices
• Timesheets
• Detail CAMS reports
• Deposit permits
• Prior journal entries
• Detail transaction report showing original entry
• Copy of warrants

Journals- Acceptable 
Supported Documentation 



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



Fund & Object Types



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 

Title
Debit Credit

552*** Intra-Fund 
Transfer

100,000

552*** Intra-Fund 
Transfer

100,000



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 
Code

Object Code 
Title

Debit Credit

1024001 552*** Intra-Fund 
Transfer 11.50

1006001 552*** Intra-Fund 
Transfer 11.50



Intra-fund Transfers

Example #2:
Special Revenue to Special 

Revenue

The Fire Department 
reimbursing Public Works for 
Road Billing Expenses:

Org Key Object 
Code

Object Code 
Title

Debit Credit

1501001 552*** Intra-Fund 
Transfer 8,000.00

1542001 552*** Intra-Fund 
Transfer 8,000.00



Transfers Between Different 
Governmental Type Funds

The following line-item classifications are allowable:

Object Code Object Code Title Debit Credit

5***** Expense 500,000

4***** Revenue 500,000

Object Code Object Code Title Debit Credit

201000 Unearned Revenue 500,000

4***** 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



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 
Code

Object Code Title Debit Credit

7004000 201000 Unearned Revenue 9,000.00

1041001 414005 Conditional Use Permits 9,000.00

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



PURCHASING DEPARTMENT

YEAR END PROCESSES

 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.

 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.

 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!



PURCHASING DEPARTMENT

YEAR END PROCESSES

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

 CENTRAL SQUARE NOTE’S TAB
 Utilize notes to tell the story.

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

 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

 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.

 OFFICE DEPOT
 We continue to have various invoices that are more than 60 days late (30-day invoicing), critical to process before July 10th 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 20th

 * 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. 

 BLANKET (A25) PO’S
Blankets will be disencumbered (closed) by the Auditors Department.



PURCHASING DEPARTMENT

YEAR END PROCESSES

 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.

 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

 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

 CAL CARDS
 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 CEO’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
 “CAL CARD Policy & Forms” section.



PURCHASING DEPARTMENT

YEAR END PROCESSES

 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

 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.
                                                                                                                        procurement@co.imperial.ca.us
                                                                                                                             442-265-1866

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


Thank you!
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