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If you have questions, please contact:
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Customer Resource Center
Phone: 564-9641

Or

1-877-973-4357

Email: finance.crcgroup@mail.state.ky.us


[image: image8.png]



FY 2003 Contracts & Payments
On Tuesday, June 11, 2002, in its regular monthly meeting, the Government Contract Review Committee deferred 280 FY2003 contracts because a budget had not yet been enacted by the General Assembly.  Under existing statutes, services may be provided under contracts until they are expressly disapproved by the Committee.  The Committee deferred action on these contracts; it did not disapprove them.  Therefore your agency should move forward with the services contracted for in each of these deferred contracts on July 1, 2002, treating each as a valid contract.

Governor Patton has stated that he is required by the Kentucky Constitution to keep state government services in operation. Therefore, he plans to invoke his executive powers to implement a spending plan to support all statutory programs that exist in current state law, should there not be a budget enacted by the General Assembly by July 1, 2002. This spending plan, based on House Bill 1 from the 2002 Special Session, has been loaded to the budgetary control tables in MARS by the Office of the State Budget Director.   This spending plan will provide the necessary authority to issue payments for state services. 
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YEAR-END

PROCEDURES UPDATE
Cancellation of Old Year Purchase Requests
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If a contract has not been awarded from a FY02 Purchase Request by Sunday, June 30th at 1:00 P.M., the Purchase Request will be automatically closed by Statewide Accounting Services.
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Encumbrance Rollover 
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Fiscal Year 2002 (FY02) encumbrances are scheduled to roll over to Fiscal Year 2003 (FY03) on Monday evening, July 8th. All expenditures against encumbrances for FY02 must be processed prior to 5:00 P.M. on Monday, July 8th  to be recorded in FY02. 
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Closing Schedule Fiscal Year 2001-2002
Refer to the Closing Memo for Project Billing instructions that provides the accounting FY that will be loaded to the generated transactions. 

http://www.state.ky.us/agencies/adm/mars/2002ClosingMemo.doc
Project Billing Clearance Patterns

New clearance patterns have been calculated for each agency. These new patterns will become effective with FY03. When an expenditure is processed with an Accounting Fiscal Year (AFY) equal to 2003, the new clearance pattern will be utilized. Please refer to the Composite Clearance (CCLR) table in Advantage Financial to review the differences in the clearance patterns in AFY2002 compared to AFY2003. These patterns have been calculated on an agency basis, which is different than the Cabinet basis used in prior years.  If you have any questions, contact CRC. 
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MARS Year-End Availability 

The last day for agencies to process FY02 documents will be Friday, July 12, 2002.
MARS software applications will NOT be available on Sunday, June 30, 2002 after 1:00 P.M. due to Year-End Closing procedures (see Purchase Requests topic on previous page).   

MARS software applications will NOT be available on July 8th after 5:00 P.M.  to handle roll-over (See Encumbrance Rollover topic above).
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Procurement Card Payment Procedures For Year End Close
Procurement Card documents contain three fields which allow you to select an accounting period.  They are the Accounting Fiscal Year (AFY), Accounting Fiscal Month (AFM), and Budget Fiscal Year (BFY) Since these fields are on the Main Tab or Header of the document, the entire document total will post to the period selected.  

PLEASE NOTE that you will NOT be able to specify that certain transactions post to a selected accounting period.  In addition, if you do NOT select an accounting period, the document total will post to the accounting period in which the document was approved and released. With this in mind, please refer to the following guidelines when processing your procurement card documents during the period 7/1/2002 – 7/12/2002.

Procurement Card Documents 

with Posting Dates of June 17 - June 29

These documents should be posted to the old-year (Accounting Fiscal Year [AFY] = 2002, Accounting Fiscal Month [AFM] = 12 or 13).  

If funds are not available, these documents may be posted to the new-year (AFY = 2003, AFM = 01).  

Please be aware, if you choose to post these to the new-year, you will not be able to approve them until after June 30.

Procurement Card Documents 

with Posting Dates of July 2 – July 16

· If all goods and/or services from all transactions are received prior to June 30, 2002, the document can be posted to either the old-year or the new-year.
· If any of the goods and/or services were received in the new-year, the document must be posted to the new-year. 

· If all goods and/or services are received in the new-year, then the document must be posted to the new-year.

NOTE:  All documents that you wish to post to the old-year must be approved and released by close of business, July 12, 2002.



Boomerang Routing

When documents are contained in a routing envelope, the planned route course is defined in advance. It is important that this course be followed, or the system loses track of where the document should be sent next and even where the document is located at a given time. The end result is that a user will receive the envelope and then is unable to get rid of it. Each time they attempt to route the document, it returns to their inbox. The following attempts to explain the routing process and what to do if the problem occurs to you.

The Route:

Each route stop consists of 2 actions: the receipt and the send. If either of these is not performed through the routing process, that stop is considered incomplete, and the route process is compromised.

The confusion occurs when a document is sent to a user’s Inbox. That user then takes the envelope out of the Inbox and places it in a team cabinet. Someone else takes the document out of the team cabinet, reviews or approves the document and then sends it on down the route through an Outbox not indicated on the Routing Stop List. The routing report now shows that the user received the document, but never sent it, although someone else now owns it. If these actions continue, it eventually does not show that the user received the envelope.

The Correct Way to Route:

In 4.9, the boxes at the top of the routing sheet to allow additional stops or documents or delete stops and documents from the route are defaulted to checked.

If it is necessary for additional users to review or approve the documents, they should be added to the route rather than having them access the envelope from a team cabinet.

All stops on the route must be completed by having the user receive it in their Inbox, review, edit or approve the document(s) and then route the envelope through their Outbox. Although dragging the envelope to a team cabinet may not cause problems for you, it does cause problems for users further along the route.

If you get stuck in a Loop:

If a user on the route has corrupted the route, and you are unable to get rid of a document, here are the steps to follow:

Highlight the document and select File>Route, or Click the Route Icon on the toolbar. Find your name on the route stop list, it should be in black to indicate that it is the current stop. Highlight your name and click the << button to pull your name from the route stop list. You should then be able to successfully route the envelope to the next user on the list.

Some Other Routing Issues to Remember:

The envelope will disappear when the last stop on the route is reached. The individual items will appear in the final destination user’s Inbox.  

Any sticky note attached to the envelope will also disappear with the envelope.

All documentation should be attached to the individual document or as an attachment. 
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Finance & Administration Policies (FAP) Now Available On Video 

Do you not know what a FAP is?  Do you still have questions about the FAPs? Do you want a summary of the changes to the old BOs?

There is now a video that will answer many of your questions about procurement and accounting policies for the Commonwealth.  Streaming video that you may watch anytime on your PC is available at:
http://www.state.ky.us/agencies/finance/FAPonline.htm
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