FYE PROCESSING CALENDAR-July 2002


	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	
	                             1

- Order Rubber Stamps for FYE and NY Startup
	 2

- Begin Updating Bulletins

- Begin Updating Programming Request by CFR  Branch
	                                 3
	4

Holiday

Independence Day
	5

- Issue Bulletin - Closeout of SR’s (5)
	6



	          7


	8


	 9

- Issue Bulletin - NEMS/NPDMS Cutoff (6)
	 10


	 11

- Issue Bulletin - Correcting Disbursement Variances (7)

- Issue Bulletin - Awards Cutoff (8)
	 12


	 13



	 14


	 15


	 16

- Issue Bulletin - Payroll Split (9)

- Issue Bulletin - Suspension of CWS (10)

- Resident Agency Distribution Due in CFG
	 17


	 18

- Issue Bulletin – Disbursement Cutoff

(11)

- Issue Bulletin - FY03 Automated Accrual Schedule (12)
	 19

- Issue Bulletin - Grantee Reminder Letter (13)

- Issue Bulletin - Contractor Reminder Letter (14)

- Mechanized File Date
	 20



	 21


	 22

- Issue Bulletin - Foreign Payments (15)

- Issue Bulletin - AAA Line Items (16)

- Mechanized Process Date
	 23

- Issue Bulletin - Memo Adjustments Cutoff (17)

- Issue Bulletin - Supply Cutoff (18)

- Issue Bulletin - PR Cutoff (19)

- Mechanized Reports Due in CFR
	 24


	 25


	 26

COAD CUTOFF
	 27



	28


	                              29
	 30

- Acquisitions PR>$25K Cutoff

- SERV  F Cutoff for Customers (For Commitment and Obligation in FY02)
	31

- Begin Daily Reviews of 150-01, 160-04, and 160-05 Reports for Overcommitments of Allotment and/or Program Authority

- Review Unliquidated Obligations on Expired Appropriation (EZ Report)
	
	
	


FYE PROCESSING CALENDAR- August 2002

	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	
	
	
	
	                                   1

AFM Programming Request Draft 1 Due (CFR Branch)
	 2

- Issue Bulletin - SF1081 Billings Cutoff (20)

- Issue Bulletin – Reimbursable Orders  Cutoff (21)

- Issue Bulletin - FY03 Monthly COAD Cutoff Schedule (22) - SERV I (SEWP) Cutoff for Customers (For Commit- ment, Obligation and Accrua in FY02) - SERV I  (PC) Cutoff for Customers (For Commitment, Obligation and Accrual in FY02) 


	3



	4


	 5

- Last Day to Correct July Disbursement Variances

- Cutoff for Submitting Memo Adjustments for August 

- Review Expiring Funds for Sub-outs and Sub-ins (CFR Branch)
	6

· Review PY01

·  Unobligated Commitments, Prepare List for Decommitment
	 7


	8

- Issue Bulletin - FY03 Resident Agency Processing Schedule (23)

- Issue Bulletin - FY03 Mechanized 

Distribution Schedule (24)

- Issue Bulletin - FYE02 COAD Cutoff for FACS/AMS (25)


	 9

- CFR Cutoff for Processing Memo Adjustments for August 


	 10



	 11


	 12

- Last Day to submit request for Temporary Adj. In Work Schedule

- Acquisitions PR $10K-$25K Cutoff


	 13


	 14

- Final RMO Memo Adjustments Due in CFR for August 

- Resident Agency Distribution Due in CFG
	 15

- Issue Bulletin - FYE Certification Limits (26)

- Issue Bulletin - Disbursement Ceiling for 8/02 (27)

- Issue Bulletin Expiring Unaccrued CBS Documents (28)

- Issue bulletin - Expiring Unobligated Commitments (29) 

        
	 16

- SERV Q Cutoff for Customers (for Commitment and Obligation in FY02)
	 17



	 18


	 19

- Mechanized File Date

- Begin Daily Review of Cost in Excess of Obligations (CFR Branch) EZ Report 


	 20


	 21

- Review Disbursement Controls –CFR Branch (EZ Report)

- Mechanized Process Date


	 22

- Issue Bulletin - Simultaneous Commits and Obligations-(Batch Processing) (30)

- Mechanized Reports Due in CFR
	 23

· Final AFM Programming Request Due- 

· SERV  I  Cutoff for Customers


	 24



	 25


	 26

- Start Suspension of Compressed Work Schedules

              
	 27

COAD CUTOFF
	 28

- Begin COAD Daily Runs

- Review Status of 504/506 reconciliation

- Issue Bulletin - Cutoff for Accruals and Deposits (31)


	 29

- Issue Bulletin - Batch Processing Instructions (32)

· ISSUE  FINAL COPY OF AFM PROGRAMMING REQUEST TO JT (33 and 34)
	30

- Cutoff for Updating AAA Line Items by CFS 

- SERV  A  Cutoff for Customers 

- SERV  E  Cutoff for Customers

- SERV  M Cutoff for Customers

- SERV  T Cutoff for Customers

(For Commit and Obligation in FY02)

- Acquisitions PR<$10K Cutoff


	31




FYE PROCESSING CALENDAR - September 2002

	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	1


	2

Labor Day

HOLIDAY
	3

- Cutoff for Submitting CBS Unaccrued Obligations Memo to CFG  

- IMS Distro in COAD

 Reports: Bal. & Daily List


	 4

- Cutoff for Submitting Memo Adjustments for September

- Deobligate CBS Unaccrued Obligations on Expiring Funds 

 Reports: Bal. & Daily List
	 5

- Issue Bulletin - Disbursement Ceiling for 9/02  (35)

- CBS, Aug Bankcard Statements due

Reports: Bal. & Daily List


	6

- First IMS Run for September

- Cutoff for Submitting travel Orders per RMO

- Cutoff for FY02  Awards 
-Cutoff for accepting Reimbursable Agreements in FMD for Obligations in FY02 

- Cutoff for Chargebacks, Processing SR's in COAD

 Reports: Bal. & Daily List
	7

- Weekly Processing 

- IMS Special Run

- RMO Mech. Distribution List

Reports: Bal. & Daily List

	8


	 9

- PCU Cutoff for PR’s and ePR’s 

- August Bankcard Statements Due to CFS

- CFG Fully Accrue C/A Activity for IMS Distro

Reports: Bal. & Daily List


	 10

- Issue Bulletin - FY03 CBS Processing (36)

- Start Preparing SF224/Disbursement Variance Reports Daily

- Cutoff for Outgoing SF1081 Bills

- Estimated Expiring Obligations on Bankcards Due to CFS

- Cutoff for Submitting Expiring Unoblig. Commitments to Procurement

Reports: Bal. & Daily List
	 11

- Ensure all Disbursement Variances are Corrected Daily

- Open JO for Unused Leave

- CFR Cutoff for Processing Memo Adjustments for September

 Reports: Bal. & Daily List


	 12

- Run Workforce Reports

- Decommit PY01 Unobligated Commitments

- Verify that Payroll, Manpower, and COAD are in Agreement 

Reports: Bal. & Daily List


	 13

- Final RMO Memo Adjustment Due in CFR for September

- Cutoff for Accruals in C/A (“K” JO’s)

Reports: Bal. & Daily List
	 14

- Weekly Processing

Reports: Bal. & Daily List



	 15


	 16

- Input Payroll Split by CFS 

Reports: Bal. & Daily List
	 17

- All Payments Due in Certifying Office by 9:30AM 

- ECS Transmission for ACH/TPS 

- Issue Bulletin –Procurement Control unit (PCU) Funds Validation Walk-thru Hours.(38)

- Issue Bulletin –Deletion of Completed Contracts on Closed Appropriation (37)

     Reports: Bal. & Daily List

	 18

 Reports: Bal. & Daily List


	 19

 Reports: Bal. & Daily List


	 20

- Cutoff for Disbursements/Final Transmission to Treasury  - Review Status of Accountability Report Checklist Items

- Run Final IMS Distro

- Run Preliminary Highlight Report

- Last Day for CBS  Adjustments in FMIS

   Reports: Bal. & Daily List


	 21

- Weekly Processing

- Final IMS Distro in COAD

- Run IMS Roll Up

- End of PP#20 

Reports: Bal. & Daily List



	 22


	 23

-Turn off Travel Input to COAD

- Review all Outstanding Obligations (FMM 9040)

- Review All Unobligated Commitments (FMM 9030)

- Run Auto Accruals

- Issue Bulletin –JO Processing. (39)

   Reports: Bal. & Daily List
	 24

- Review Disbursement Controls

- Clean Up Prior Year C/A Activity

- Auto accruals in COAD

Reports: Bal. & Daily List
	 25

- Cutoff for Supply/ASMS 

Reports: Bal. & Daily List
	 26

- Obtain from RMO List of C/A Decommits Not To Be Recommitted

- Run Final Highlights Report

- Phone HQ w/Disb. Balance

  Reports: Bal. & Daily List


	 27

- Final for Supply/ASMS

Reports: Bal. & Daily List
	 28

- Close all FS 34/35 Job Orders

- Final Store Stock Issues Updated in COAD

Reports: Bal. & Daily List

	
	
	
	
	
	
	

	29
	                               30

- Cutoff for NEMS, NPDMS 

- Cutoff for Accruals 

- Cutoff for Deposits

-  Verify Payroll Disbursement for FY02 is Confirmed on SF224

- Transfer Uncollected C/A Refunds to K0622

- Cutoff for all Obligations at 10:00AM  BATCH  DATE 9/31

Reports: Bal. & Daily List
	
	
	
	
	


FYE PROCESSING CALENDAR - October 2002

	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	
	
	 1

- Submit Highlight Report to HQ

- Decommit Unobligated PY02 C/A Commitments

- Load COAD to RAMS

- CFS Deobligates Unliquidated  Obs on Closed Appropriations

- Manual C/A Distribution Due from RMO

- Level IMS Line Items

- Cutoff for FYE02 FACS/ AMS 

             BATCH DATE 9/32
	 2

- Complete FYE Closing Adjustments

- Process Workforce Corrections (CFS)

- Prepare Preliminary Accrued Cost Report

      BATCH DATE 9/33

	 3

- Cutoff for AMS to Coincide w/FACS(13)

- Finalize Workforce

- Submit PAC Report to HQ

- Reverse RMO’s Carrier Acct. Adjustments for IMS

- CFS/ROS IPA’s Input (CFS to charge ROS for formerly FS-41 IPA’s) 

     BATCH DATE 9/34
	 4

TENTATIVE CLOSING OF FY 2002

- Batch R06 ( Last Batch)

· Issue Memo - Contingent Liabilities (40)

     BATCH DATE 9/30


	5

- Accrued A/L Liability Due from CFS to CFR

- Workforce Final Processing

	 6


	                                       7

- Submit Electronic SF224 Report to Treasury

- Begin Annual File Maintenance and Move Forwards

- Submit SF224 Report to HQ

- C/A Move Forwards

- Roll MA> 79 to SJO File

- FY02 Pre-Closing Reports Due

- Validate Pre- Closing Reports


	 8

- Prepare Annual Certification of Obligations (41)

- Issue Memo Accounting System Batch Number Listing (42)

- Perform AFM Reconciliation


	 9


	 10

FISCAL YEAR 2003- DAY 0

- Complete Chargeups, Post 504/506 Input Budget; Move Forward WHOLD


	 11

FISCAL YEAR 2003- DAY 1

- Input Commitments

- Input Travel Advances

- Re-establish C/A Decommits

- Submit FACS Correction to HQ

- Submit SEDSA to HQ

- Submit Pre-Closing GLAS to HQ

- Submit Cert.  of Oblig to HQ

- Submit Recon. Of GL to SF224 to HQ 
	 12

FISCAL YEAR 2003- DAY 2

-Input C, O and A

- Input Programmatic Changes



	 13


	 14

Columbus Day

HOLIDAY
	 15

FISCAL YEAR  2003-DAY 3

- Regular Daily COAD Processing and Error Corrections

- Update PY03 FS and MA Table
	 16

FISCAL YEAR 2003 NORMAL PROCESSING BEGINS

- Submit Report on Receivables Due from the Public to HQ

- Resident Agency Distribution Due in CFG

-Input PP#21 and reverse Payroll Estimate
	 17

- Freeze PY02 IMS Formulas

- Post Closing GL Trial Balance

- Recommit 3X C/A Transactions


	18

- Check for NSMS Fallouts  
- Submit Post- Closing GLAS to HQ
	 19

END-Suspension of Compressed Work Schedules

	 20


	 21

- Review Status of Accountability Report Checklist Items

- Submit Closed Account Obligation Report to HQ
	 22


	 23


	 24


	 25


	 26



	 27


	                                     28

OCTOBER MONTH- END COAD

           CUTOFF FY2003
	 29


	30


	31

- Submit Reconciliation of Costs to Obligations Report to HQ

- Submit International Transactions of the Federal Gov’t, SF13 Report to HQ

- Due date-NF1018 from Contractors

- Due date-Annual Listing Report from Grantees
	
	


