Financial Management Meetmg (04/28/14)
Fiscal Year-End Financial Reports

1. Newsletter article sent out Friday, April 18, 2014:
e Recording Revenue and Expenses in Correct Fiscal Year

With the 2014 fiscal year end rapidly approaching we ask that you take precautions to make
sure that revenue collected and expenses incurred are recorded in the correct fiscal year in
which the activity occurs, For example, if you collect revenue or incur expenses for an activity
that will occur in September 2014 make sure to code the revenue and expenses to fiscal year
2015. Proper recording of revenue and expenses in the correct fiscal year is essential to assure
the accuracy and integrity of UW-Madison financial reports. Consistent with fiscal year-end
closing procedures, you will be asked to complete reports identifying revenue and expenses for
which the activity occurred in fiscal year 2015 but the revenue or expenses were recorded to
fiscal year 2014 on the SFS Accounting System. These reports will be sent out by Accounting
Services on June 19, 2014 to your Dean's Office. If you have questions, please contact your
Dean's Office or Jose A. Carus, Jr..

2. Reports Request will be sent out on June 19, 2014 for the following reports:

Accounts Receivable Deferred Revenue
Deferred Expenses Supplies

Note: Instructions and samples attached.
3. Presentations on Basics of FY End Reports:

a) June 18, 2014 from 10:00-11:30 A.M. Wilt take an hour or less.

e Host: Mehdi Rezai from L&S Dean’s Office
e location: Birge Hal! lecture room. Pending confirmation of Room
e Notice: Will send out confirmation once room is finalized

e Registration: Training Officer Dawn Rekoske will post on OHRD web site for registration

b) May 22, 2014 from 1:00 P.M. Will take an hour or less.

e Host: Darlene Wood from Medical School Dean’s Office
e Location: TBD
e Notice: Will send out confirmation once logistics are finalized

e Registration: Training Officer Dawn Rekoske will post on OHRD web site for registration




Accounts Receivable - instructions

General Information

The Accounts Receivable submission helps satisfy the State-mandated GAAP reporting requirement for the
reporting of revenues in the period "earned" regardless of when cash is received. An allowance for doubtiul

accounts should be separately reported as an offset to each fund (except loan funds ) that had receivables.

Information to be reported by institutions:

[ refer to "XXX - Template"” tab where XXX is the institution abbreviation ]

The ending balance must be aged, except for gift, grant and loan funds. The report contains a separate
column for each fund which showed a receivable in the prior year. If your institution has a receivable in a new
fund, or wishes to split a fund, simply insert a new column.

Institutions should report receivables by fund (loan funds require principal and interest to be reported separately).
Institutions may split funds where two or more accounts receivable systems are used for one fund. An example:
fund 128 could show a column for fee receivables and a column for non-fee receivables. A submission is not
reguired for funds 145, 146, 148 or 149 — Sysiem Administration will complete these.

A file will be provided containing beginning balances. The amounts entered in the spreadsheet should be
prepared under the following special instructions:

1. Receivables should be reported for revenues earned but not received per the System accounting records as
of the end of June, rather than post-closing receivables. According to the State's GAAP manual,
accounts receivable shouid include unbilled receivables if significant and measurable. Unbilled receivables
represent amounts for services provided or goods furnished prior to June 30™, but for Wthh the billings
have not yet been processed.

2. Receivables need not be reported on GPO state appropriations.

3, Fee Remissions and Compacts should NOT be included in the Accourits Receivable Report.

4. Fund 133 and 144 Accounts Receivable consist of negative cash balances of individual grants and
contracts {do not include gift accounts) as of the end of June. Positive cash balances represent Deferred
Revenue. Accounts Receivable should he calculated as the sum of the negative account balances with
offsetting adjustments for the hoiding, parent, administrative and overhead accounts, For grants funded
by letter-of-credit, individual grant balances need not be examined; only if the net letter-of-credit balance

is negative should accounts receivable be reported. {Your accounts receivable balance should be reduced

by cash received as of June 30th — even though the revenue may not be posted until period 13. See item
#8.)

3. Separate columns should be completed for each fund which had uncollected balances at the beginning
and/or end of the year. Uncollected balances as of June 30" in the previous reporting year must be the
same as the July 1* balances reported on the current year's submission. Detail of receivables must be
maintained by each institution and should be available in the event it is requested by the Legislative Audit
Bureau.

6. Do not include accounts receivable from other UW System departments.
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Accounts Receivable - Instructions

7. Loan Funds - Notes Receivable as of June 30" - Institutions will report the notes receivable on loan
appropriations 134, 140, 141, 147, 151 and 152. Direct Student Loans - Fund 149 - will not require any
reporting on this form since the.collection of these notes is the responsibility of the Federal Government.
Receipt of funds and disbursements is available through SFS.

Do not include notes assigned to the Department of Education in the notes receivable balance.

Loan Funds - Interest Receivable as of June 30% - Institutions should include both current and delinquent
interest receivable.

Assignment/Cancellation/Write-off - The auditors have noted that some campuses include amounts that
have been assigned or canceled. These amounts should not be included in year-end receivable balances.
Amounts assigned or canceled during the year shouid be reported where the information is required to
account for the change in receivable balances. The loan funds accounts receivable form has been
expanded to include a breakout of notes assigned, canceled, written-off and miscelianeous adjustments.

8. The uncollected {ending) balance as of June 30" should not reflect any receipts posted in period 13 of FY
2012 {i.e., the ending accounts receivabie balance should NOT be reduced by the receipts posted to
period 13 of FY 2012 — unfess the cash was on hand as of June 30" - should correlate with your campus’
“Cash vs. Receivables — July Revenues” report). UW System will reduce cash and increase accounts
receivable by the amount of period 13 receipts whose cash was not received as of June 30™,

8. Identify any receivables due from State of Wisconsin agencies and due from other governments (federal,
local, other states, etc.). This is necessary for reporting the proper classification of receivables to DOA for
the State's combined balance sheet. Please be sure to indicate 0 (or none) if there are no receivables
due from state agencies or other governments. (With the exception of pass-through grants and
contracts, federal receivables are considered lo be ‘due from other governments’) Please enter this
information in the yellow highlighted lines, verifying that the amount reported does not exceed the
fund’s total receivable.

10.  An estimate of uncollectible accounts must be submitted for every fund, except funds 134, 140, 141, 147,
151 and 152, even if your institutional policy suggests that all receivables are deemed perpetually
collectibie. Not all receivables will be collected regardless of how long they are maintained in the
records. The estimate of the amount deemed to be uncollectibie for each fund should be based on an
analysis of each institution's experience in collecting the various types of receivables. Please enter this
information in the biue highlighted lines. The auditors would like to see documentation as to how your
estimates of uncollectible amounts were caiculated. Please provide hardcopy of this analysis when
submitting the accounts receivable reports.

System Adminstration use of data:

System Administration will report all receivables on the UW System baiance sheet and will make an entry to the
FIN_RPT ledger for financial reporting purposes. No changes will be made to the ACTUALS ledger.
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Deferred Revenue

General Information

Revenue received and coded to the current fiscal year, but not yet "earned” as of June 30", should be reported
as unearnad.

Information to be_reported by institutions:

e Cash that has been received but not earned as of June 30th AND has not been recorded in account

7400 or 7401.
o This includes but is not limited to unearned grant income, advance room deposits, and advance
ticket sales.

o Funds 133 and 144: Grant revenue is earned by spending the revenue for grant-related purposes

-- A positive cash balance for a grant award represents unearned revenue and a negative cash
halance represents an account receivabie.

-~ Unearned revenue should be calculated as the sum of the positive cash balances; positive
and negative balances should not be netted against each other in determining the amount of
unearned revenue and accounts receivable to be reported.

-~ For grants funded by letter-of-credit, it is impractical to review individual account balances

' and only if the net letter-of-credit balance is positive should unearned revenue be reported.

[ refer to "Unearned Revenue - Template' tab ]
information to be excluded by institutions:

o Intra- and inter-institutional amounts that are included in the account 7400 balance should be eliminated.

e  Summer session revenues will be obtained directly from the accounting system by Systém Administration
and split pro-rata based on the (Summer Session -Prorated submission) number of days in the session
that occurred before July 1% -

System Administration use of data:

System Administration will make an entry to the FIN_RPT ledger that will adjust the current year's recorded
revenue totals and report amounts received but not yet earned as unearned revenue on the UW System
batance sheet. No changes will be made to the ACTUALS ledger.
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Deferred Expenses

General Information

Expense recognition should be deferred for charges associated with producing revenue that is not yet earned.
{Similar to prepaid items, the expenditure is capitalized and reported as an asset.)

Information to he reported by institutions:

Report expenses associated with producing revenue where:
¢ the revenue will not be earned untit a future period; and
o the expenses are not already included in account 7105,

[ refer to "Deferred Charges - Template” tab ]

information to be excluded by institutions:

e Summer session expenses will be obtained directly from the accounting system by System Administration and split
pro-rata based on the (Summer Session - Prorated submission) number of days in the session that occurred before

July 1%

System Administration use of data:

Submissions from the institutions will be used to reported the costs as deferred charges. This will be accomplished by an
entry to the FIN_RPT ledger. No changes will be made to the ACTUALS ledger.
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Supplies Inventory - Instructions

General Information

Supplies means consumable supplies either used in operations or held for resale. Typically, these items will be
used or re-sold within one year.

For financial reporting purposes, supplies inventory and expense should be reported on an accrual basis. This

means that the supplies inventory at the balance sheet date should be reported at cost. Supplies expense should be
reported when supplies are used, not when supplies are purchased.

An inventory should be taken to determine the quantities held on June 30"
ltems held by central stores should be valued using weighted average cost. Other supplies should be valued using

the cost flow assumption most appropriate to each supply type and operation. The same cost flow assumption must
be used each year. The reporting format includes disclosure of the cost flow assumption used.

Information to be reported by institutions:

- ltems held by central stores, regardless of vaiue.
-- Postage, including stamps and meters, regardless of value.

- Any other consumable supplies held by individual institutional cost centers (e.qg., physicai plant operations and
bookstores) that have a value in excess of $100,000. Once a cost center has been identified for this report,
that cost center should continue to be reported even if the inventory value falls below the $100,000 threshold.

Do not include:

a) materials held by textbock rental libraries

b) coal and fuel inventories, as these are being reported by System Capital Budget
[ refer to "Supplies Inventory - Template" tab ]

System Administration use of data:

Financial Reporting will make an entry in the FIN_RPT ledger to report supplies inventories on the balance sheet,
and adjust the current year's expenditure totals in order to report supplies expense on a consumption basis. No
changes will be made to the ACTUALS ledger.
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UW - MADISON
UDDS/DEPARTMENT NAME:

SUPPLIES INVENTORY
June 30, 2014

1
2

— e — '
RIZO®NOO R

13
14
15

Stores
Postage
Other (List)

Description

Account Program
Fund Code Code Amount Cost Flow Assumption

supplies13 (2)

Contact Person:

Name:

Phone No.:

Email:

4/25/2014




