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Attached are the year-end accounting instructions for the fiscal year ending June 30, 2023 (FY23).  These instructions and forms are also available on the Yamhill County Intranet (Finance & Payroll Forms/Year-End Accounting Instructions).  Please follow the procedures to help us meet our deadlines to facilitate preparation of the year-end financial statements.  

Over the next few months, we will be providing this information to our auditors SingerLewak who will audit the information.  Staff throughout the County may be asked to provide information to SingerLewak and be available to answer their questions.  We appreciate your assistance in this process.  

As you are aware, this will be a very challenging year-end being this is the first yearend we are using Oracle Cloud.  Please pay careful attention to the instructions below. 
Use of Accounting Lingo:

FY23 = Fiscal Year ending June 30, 2023 (July 1, 2022, through June 30, 2023)

FY24 = Fiscal Year ending June 30, 2024 (July 1, 2023, through June 30, 2024)

Key Dates:
· July 3
· Departments can begin entering FY24 invoices into Oracle     
· Cash receipts for deposit that day are due to Finance by 10:30 am 

· Perform physical inventory and supply counts 

· Count cash (petty cash, change funds, imprest accounts, ATMs)

· July 10

· Unearned (deferred) revenue, prepaid expenditures, inventory forms due
· July 17

· Interdepartmental charges should be completed
· Bank reconciliations and cash count forms due




· Aug 31 
· Cutoff for June Accounts Payable via invoice entry
· Cutoff for June Accounts Receivable via the cash receipts process 
· Sept 11

· Cutoff for June journal entries made by departments
· Accounts payable forms due
· Accounts receivable forms due

Revenue / Cash Receipts / Accounts Receivable
Receipts received on or before June 30, 2023, are due to Finance by 10:30 a.m. July 3, 2023

All cash submitted to Central Finance by 10:30 a.m. on July 3 should be entered as usual in Oracle, but you will need to override the Accounting Date to be June 30, 2023.  Please be sure the Receipt Date and Deposit Date is set to July 3, 2023.
Receipts received after June 30, 2023 and before August 31, 2023 that belong to FY23.

The process will be same as above:  Enter as usual into Oracle but override the Accounting Date to be 6/30/2023.  Please be sure the Receipt Date and Deposit Date is the day you bring the money over for deposit.
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If you have a deposit that straddles both fiscal years, you MUST break that deposit up into two separate cash receipts in Oracle!

Receipts received after August 31, 2023  
Any revenue for FY23 that has not been received before August 31, 2023, will need to be recorded as a Receivable manually.  Please submit a listing on the “Receivables” form available on the Yamhill County Intranet (Finance & Payroll Forms/Year-End Accounting Instructions) by September 11, 2023. 
Received in Advance – Deferred/Unearned Revenue.  
Deferred/Unearned revenue is defined as cash received on or before June 30, 2023, for which you have not yet performed the service to earn the revenue.  In these cases, the revenue should be deferred when received and recorded only when the service has been performed.  (In the case of grants, revenue is not considered “earned” so is therefore usually recorded upon receipt.)
Below is an example of the accounting entries for unearned revenue:
Record the revenue and deferred revenue in Oracle when you make the deposit:


Enter the Date of the Deposit (e.g., 6/15/2023).  

Enter the Def Rev Receivable Activity that corresponds with the appropriate Fund
       (e.g., Def Rev – Fund 110 – Deferred Revenue)
The Receivable Activity will record the deposit to XXX-0000000-25700-0000
Enter the revenue account to be used in FY24 in the Comments field 

       (e.g., 216-5515070-32101-H017-000-00000)
You do not need to make a second entry in Oracle to reverse the deferred revenue.  Finance will take care of that for you.
For example, a cash deposit of $350.00 on 6/8/2023 for revenue received in advance that will be earned in FY24 would be recorded as follows:
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Receipt Type | Miscellaneous v

Status  New

* Business Unit | Yamhill County v

* Receipt Method ‘ Check
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Distribution

N
Reference

4 Remittance Bank

* Name ‘ US. Bank

* Branch ‘ US Bank

* Currency | USD US Dollar v
" Enersd Ameunt :-

Accounted Amount 350.00

Tax Rate Code ‘ v ‘

* Account | Yamhill Checking v

Currency  USD

Postmark Date | mm/dd/yyyy [y
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If you forget to use the above process to record deferred revenues, please submit an “Unearned Revenue” form for any revenue deposited in FY23 for which the goods or services were filled or performed in FY24. Please submit a listing on the “Deferred Revenues” form available on the Intranet by July 10, 2023.
Please contact Jill Johnson (ext.3696) with any 
revenue/cash receipt/accounts receivable questions
Accounts Payable
Year-end Processing

ALL Invoices approved between July 1, 2023, and End of Day on Aug 30, 2023, will be processed for either FY23 or FY24.   
APPROVERS: Please note Aug 30, 2023, on your calendars and be diligent in checking your Notifications and completing your approvals prior to leaving the office for the day. If you will not be in office on Aug 30, 2023, make sure to set a delegate for your approvals.

You will need to enter your invoices as follows:
The header will be entered as normal with BU, Supplier, Site, Number, Amt & Description. Use the date on the invoice for “Date” in the header.

Terms = Immediate and Terms date will auto fill to match “Date”.

Lines: If your line item is to be expensed to FY23, change the Accounting Date & Budget Date to 6/30/23. If the line Item is to be expensed to FY24 make sure the Accounting Date & Budget Date is 7/1/23 or after. 
NOTE: Accounting Date & Budget Date are to the right of Distribution Combination on each line. Accounting Date & Budget Date will auto fill off the header “Date”. So, if your invoice is dated 7/1/23 or after, it will auto expense to FY24.  If your Invoice date is 6/30/23 or before, it will auto expense to FY23. REALLY WATCH THOSE DATES.
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For Invoices with expenditures for both FY23 & FY24 enter a separate line for each years’ expenses.
Payables received after August 31, 2023  
After August 31, please list any amounts due for goods and services received in FY23 that have not been entered as an invoice into Oracle for FY23 on the “Accounts Payable” form available on the Intranet by September 11, 2023.
Please contact Linda Connors (ext. 3217) for Accounts Payable questions
Prepaid Expenses

.
If a check is cut in FY23 for a product/service that will be received in FY24:

· Prepaid Expense should be recorded in FY23, and the Expense recorded in FY24
To record Prepaid Expense:
· Enter the Invoice in Oracle using the current FY23 weekly GL Date

· Enter the Distribution Combination as XXX-0000000-11700-0000-000-00000 with the appropriate Fund
· On the description line, please enter the Oracle account coding (e.g., 110-1010010-51001-0000-000-00000).  Finance will reverse the prepaid and record the expenditure in FY24
Please contact Linda Connors (ext. 3217) for Prepaid Expenditure questions.
Purchase/Credit Card Processing
Because we will not be live in Oracle’s expense module for purchase card processing at year end, we will continue with the prior year’s process.  

Finance will post all purchase card charges that occur from June 16th thru June 30th as FY23 transactions in Oracle.  There is nothing special departments need to do to facilitate this process.

Charges between May 28, 2023, and June 27, 2023, will be posted in late July.

Any remaining charges between June 28 and June 30, 2023, will be posted in late August.

Please remember to use the appropriate Oracle Distribution Set codes for each of your purchase card transactions, depending on the fiscal year they will post to. 
Please contact Linda Connors (ext. 3217) with any purchase card questions.
Petty Cash, Imprest Funds, and Cash Held in Departments
All bank accounts should be reconciled as of June 30, 2023.  Please submit all reconciliations by July 17, 2023.  You may use the “Bank Reconciliation Form” available on the Intranet if you wish.
Petty Cash

All cash on hand must be counted and documented on June 30, 2023.  A note of the denominations and counts must be maintained.  Details of unreimbursed receipts (vendor, date, and amount) must be noted to reconcile the total.  
Change Funds


All cash in change funds must be counted and documented on June 30, 2023.  A note of the denominations and counts must be maintained.  
Imprest Funds 


If you have an authorized “imprest fund”, the bank balance, less outstanding checks, plus cash on hand and any outstanding reimbursements should equal your authorized amount.  Please include copies of June 30, 2023, bank statements if applicable.

Cash Held in Departments (excludes Petty Cash and Imprest Funds)

Submit copies of bank statements, bank reconciliations, and other supporting documentation for all other bank accounts maintained in your department (e.g., SO Work Release and Inmate Canteen bank accounts.)  
Please contact Mike Barnhart (ext. 6938) with any petty cash, change fund, imprest funds, and bank reconciliation related questions.
Payroll

Be aware that payroll dated 7/15/2023 is for the period of 6/24/2023 through 7/8/2023.  As a result, finance will post payroll between 6/24/2023 and 6/30/2023 back to FY23.  
Please remember to submit new PAs for any new positions and for all MULIN changes for FY24.  Please date them effective 7/9/2023 as soon as possible.
Please contact Laurie Murphy (ext. 3684) with any payroll related questions
Inventory or Supplies 
Physical counts of inventories should be taken on the last day of the fiscal year and submitted to Central Finance by July 10, 2023.  The following are examples of inventories that need to be counted and reported:

Public Works:

Road Supplies

Sign Supplies

Motor Pool/Shop Supplies

Please contact Mike Barnhart (ext. 6938) with any Inventory related questions.
Capital Assets
Reporting of Capital Assets 

Expenditures for Capital Outlay 8XXXX accounts are reconciled to the County’s Fixed Asset System within Oracle.  Complete all invoice entry and general ledger adjustments relating to fixed assets by August 31, 2023.  
Departments are asked not to record capital outlay items (including software) in an 8XXXX account unless the item costs more than $5,000 and has a useful life of more than one year. Unless you plan to purchase capital software, equipment or other assets meeting these criteria in cooperation with another budget unit, you should never have a capital line item of less than $5,000.  If you wish to make a purchase of a durable item with a cost of less than $5,000 use the line “Small Equipment Purchases” (54301).  

If you paid for a Capital Asset out of a 5XXXX or 6XXXX account, please notify Finance so we can be sure to add it to the fixed asset list.

Please contact Tara Williams (ext. 3218) with any Capital Assets related questions.
Interdepartmental Charges and Adjusting Entries

June Charges - Charges to other departments should be billed through June 30, 2023. Please enter charges for the fiscal year ending June 30 no later than July 17, 2023.
Corrections/Adjusting Entries - Corrections initiated by departments to FY23 will be accepted until September 11, 2023.  Any corrections that impact another department should be entered by July 17, 2023, to allow the other departments review/approval time.  If a billing has been posted to an incorrect department or fiscal year, please contact the originating department for correction.

Please contact Mike Barnhart (ext. 6938) with any interdepartmental charges, 
or journal entry related questions.

                     MEMORANDUM





Date:		June 14, 2023





To:		Financial Users





From:		Yamhill County Central Finance


				


Re:		FY2023 Year-End Accounting Instructions
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