Updated – September 19, 2012

Guidance for Preparing Reversing Period End Estimate (YE) Policy

INTRODUCTION

· This guidance is written for USDA Animal and Plant Health Inspection Service (APHIS) financial personnel.  It supplements APHIS’ Budget and Accounting Manual, Chapter 5-Keeping Track of Spending.

· The Financial Management Modernization Initiative (FMMI) is APHIS’ official accounting system and is used to produce financial statements sent to Treasury.  It is imperative that the general ledger, produced from FMMI transactions, be accurate and up to date at the end of each month.  This can be accomplished by the financial community properly preparing and entering the reversing period-end estimate document (YE) into FMMI for expended authority (YE/DE). 
· These guidelines explain why and when you should prepare a YE and how to prepare and retain documentation.

· These guidelines are not to give step-by-step instructions for entering a reversing YE into FMMI.  To obtain step-by-step instructions go to the FMMI website at: https://portal.fmmi.usda.gov/irj/portal/ .  Once you are in the FMMI portal go to Help and in the search field type in accruals. The instructions are named Create Accruals.
There are five sections to the Guidance for Preparing Period End Estimate (YE) Policy.
I. Background

II. Type of Transactions
III. Spending Chain

1. Definition

2. Chart
3. IAS Transactions

4. Additional Notes

IV. Why and When to Prepare Reversing Period End Estimates
V. YE Quick Reference Guide

VI. How to Prepare the Reversing Period End Estimate 
VII. Who in APHIS can enter and approve these adjustments?
VIII. Retention of Documentation:
Background:

THE REVERSING PERIOD END ESTIMATE (YE document)
· A reversing period end estimate is a placeholder for temporarily recording expenses that are in process but not yet in FMMI (e.g., not on the Spending Detail GL Report).  
· When you are aware that an expense has occurred in FMMI before the end of the accounting period, you must enter a reversing period end estimate (YE) into FMMI.  The YE reverses when the next accounting period opens. 
· Remember it is a place holder to record a transaction that should have been recorded in this accounting period.  When the next accounting period opens the actual document will process so the YE needs to reverse so you won’t be overstated.
· The YE document should not be used to adjust existing obligations/disbursements.  If disbursements are erroneously charged to your organization, you must move them to the proper line of accounting by correcting the original transaction in the feeder or using a SU - B2 Accounting Adjustment form. If revenue is erroneously recorded, and it is material to the program unit Financial Manager, the collection can be reversed and reprocessed by Minneapolis, in FMMI there is no B2-FI, like there was in FFIS.
· If obligations are duplicated in FMMI, contact the Budget Execution Support Branch via email at BEST Projects for further instruction.
I. Types of Transactions:
Different general ledger accounts are affected depending on the transaction type being used on the YE document.  It is important that the correct transaction type be used to record the proper accounting event.  The various YE document types can record two distinct types of activities:

· YE/DE – unrecorded expended authority (GL 4901): the goods or services have been received but not paid for yet.
· YE/FS – unrecorded revenue (GL 5200): a bill is prepared for revenue earned but won’t be recorded by the end of the month. This will be utilized by the FMD Accountants for the entry of the AQI User Fee and Non-AQI user fee fund types. In FMMI, since the amount of the reimbursable agreement is recorded in the Sales Order process, the YE/FS is no longer necessary. 
II. Spending Chain:

To understand the difference between undelivered orders and expended authority, an explanation of the spending chain follows.
1. Definition:

The spending chain refers to the accounting steps followed to track the ordering, receiving, and paying for goods and services used in Government programs.  As these various activities take place, accounting entries must be made to the general ledger to track the status of the transactions to ensure the proper use of budgetary resources.

In the Federal government, the spending chain begins with 
a. Commitment to order (GL 4700); which becomes an 
b. Undelivered order once ordered (GL 4801 or 4802); then 
c. Expended authority as the goods and services are received finally (GL 4901);

d. Disbursed when goods are paid for by treasury (GL 4902)
2. Chart:

The accounting steps vary in the spending chain depending on how the goods and services are ordered and received.  The spending chain for each APHIS obligation is included in the chart below:

	Examples of 
	Spending Chain 

	Transactions 
	

	
	Commitments 
	Obligations 

	Terminology 
(FMMI Baseline Docs) 
	
	

	
	Commitment 
	Unliquidated Obligation (Purchase Order) 
	Expended Amounts 
( IC for receipt) 
(for disbursement) 

	(YE/DE) 
	
	
	
	(Invoice) 
	Disbursement 

	Utilities, GVTS pymt
	
	PO
	
	
	UV 

	
	
	
	
	
	VT 

	
	
	
	
	
	G1 

	(YE/DE) 
EEO settlements, Employ reimb, Fee basis, Foreign allowance, Indemnity, Lease pymts, UPS freight, BSE surveillance., Household move 
	
	
	
	(Invoice) 
	Disbursement NO TP 

	(YE/DE) 
Payroll, Travel, Purchase Cards
	
	
	
	(Invoice) 
	Disbursement Payroll rpt, XT,V5, V8


1 For a further description of the spending chain, see the Budget and Accounting Manual, Chapter 5 –

Keeping Track of Spending.

Financial transactions can go through as many as all five or as few as one of these steps in the spending chain.  Four of these steps hit budgetary general ledger accounts.  (The invoice stage does not hit budgetary accounts.)

FMMI BI captures these financial transactions and categorizes them as Commitments, Unliquidated Obligations, Expended Amounts and Disbursements, as shown in the chart above.  As a transaction moves through the steps of the spending chain, previous postings are reversed out.
Example:  when a committed item is ordered it is de-committed and obligated at the same time.

3. Additional notes:  


1) From the chart above, commitments, plus unliquidated obligations plus expended amounts are sometimes referred to as “Obligations”.    In this policy, however, the term “obligations” refers to unliquidated obligations plus commitments.  
2)  The first step you may want to take when entering an estimate for a transaction that is not in the system is to determine the spending chain for that type of transaction from the chart above.  If it would normally have been obligated or committed first, make sure the obligation or commitment is not in the system.

· If it normally would have been entered as a disbursement, with no previous commitment or obligation, use transaction code/transaction type YE/DE.

III. Why and When to Prepare Reversing Period End Estimates

· Most expenses are recorded in FMMI in a timely manner.  However, some transactions are delayed, especially at year-end..  
· Therefore, it is necessary for APHIS financial personnel to enter reversing YE documents into FMMI to record expenditures that have not made it to our financial system.  This becomes crucial at year end when feeder systems close.  

· Enter a YE document as soon as you know that the transaction will not make it into FMMI for that month’s processing.  
DO NOT use a YE to transfer (move) disbursements/closed amounts from one organization to another.  Use a SU - B2 to transfer disbursements/closed amounts to another organization using the SU - B2 guidance or process a Cost Center Assessment cycle.
DO NOT use a YE to temporarily adjust the balance of expenditures in your FMMI Master data without documentation showing an expenditure has taken place.

IV. The YE Quick Reference Guide:
A quick reference to determine what type of YE is needed at a glance for some frequently used transactions has been provided to assist in determining the type of YE to process.  This list is not all inclusive and is meant only as a guide.  It can be found at http://inside.aphis.usda.gov/mrpbs/FMMI/aphis.shtml, is named “Reversing YE Quick Reference Guide.pdf” and is also below:
	Example of Transactions 
	Prepare 
	Prepare 
	Prepare 
	No YE 
	Comments for the Transactions 

	
	YE/DE 
	YE/DN 
	YE/FS 
	Needed 
	

	Awards 
	X 
	
	
	
	BOC 1152 and 1153 form signed as of 9/30

	Agreements (APHIS Requesting) 
	
	
	
	X
	Minneapolis will be processing agreements in FMMI through 09/30, thus no YE’s will be needed. 

	Agreements (APHIS Performing) 
	
	
	
	X
	Sales Orders can be entered in FMMI through 09/30. 

	Cell Phone (New Equipment)
	X
	
	
	
	If not in FMMI BI

	Cell Phone (Service)
	
	
	
	X
	If you ordered and received service in September & it is not in FMMI BI 

	Cell Phone (Service)
	
	
	
	X
	If phone was not used

	EEO Settlements 
	X 
	
	
	
	

	Employee Reimbursements (SF1164’s) 
	X 
	
	
	
	Completed form signed on or before 9/30

	Fee Basis 
	X 
	
	
	
	Completed form signed on or before 9/30

	Fed Ex / UPS Freight 
	X 
	
	
	
	

	Foreign Allowance 
	X 
	
	
	
	Completed form signed on or before 9/30

	IAS Contracts & PO 
	
	
	
	X 
	The IAS system will be online to FMMI through 09/30; so no YE’s will be entered/needed for IAS Procurement Actions. 

	Indemnity 
	X 
	
	
	
	Completed form signed on or before 9/30

	Lease Payments 
	X 
	
	
	
	

	Motor pool (GSA Leased) 
	
	
	
	X 
	Full year obligated in FMMI by MFSB 

	Payroll 
	X 
	
	
	
	Because the automated closeout accrual for payroll is calculated on the last full PP of the year; 
onetime items such as awards or lump sum retirement payments, new employees, etc. may need to be adjusted in the true accrual balance 

	Purchase Card (goods/services received) 
	
	
	
	X
	Access Online will feed to FMMI through 09/30; thus no YE’s will be needed.

	Purchase Card (goods/services not received) 
	
	
	
	X
	Access Online will feed to FMMI through 09/30; thus no YE’s will be needed.

	Relocation Travel 
	
	
	
	X
	Relocation is processed thru TRVL and will be available thru 09/27.  

	Travel - GovTrip 
	
	
	
	X
	GovTrip will be processing until 9/30.

	AQI & Non-AQI User Fees 
	
	
	X
	
	The FMD accountants will enter documents based on feeder activity that has yet to post in FMMI and is in “suspense”.

	
	
	
	
	
	


V. How to Prepare the Reversing Period End Estimate
Document Numbering – YE’s are automatically assigned document numbers in FMMI. These are randomized numbers with no built in intelligence

Document Type – The document type is always an SA.  This is a G/L Account Document.

Reversal Date
You will be able to see the original entry and the reversal in FMMI BI.  The reversal is automatically processed by an “off-control” job during the nightly cycle which is performed the evening of the first business day of the reversal month.
Since the YE is an estimate of future charges, each YE must have a reversal date.  The reversal date field is a system-required field and it will only allow you to put in a later date in a future period.  You can’t enter in a date later in the month; the system will not allow it.  It would have to be a later month and budget period.
The reversal date is a future month, day and year (xx/xx/xxxx) when the actual transaction is expected to be entered into FMMI (when the item will clear FMMI).  Typically the reversal date is the month following the month of entry.  However, certain transactions are known to be delayed for many months; if you have a document that meets this criteria there should be supporting documentation, as this process is generally an exception to the normal process.
Example:  a large GPO printing job took place in August 23, 2012 Fiscal Month /Fiscal Year (BP) 11/12.  The charge is not expected to be recorded in FMMI until early next fiscal year, say  October.  Record the expenditure that took place in August as a YE with a reversal date of October 1, 2012 BP 1/13.  The system will not accept August 30th, 2012 BP 11/12.

Wrong Reversal Period Used - If the wrong reversal period is used, the financial statements will be understated or overstated.
Example:  you enter a reversing date estimate for travel that occurred in August.  The traveler is notoriously late in submitting his voucher, so you enter a reversal date of October.

· If the traveler submits his voucher in September, expenditures for September will be overstated.  The actual document and the YE are both obligations in the system.  Contact BEST Projects at BEST.Projects@aphis.usda.gov to get the reversal date changed to the current month.
· If the traveler submits his voucher in November or after, the travel expenditure is understated in October until the voucher is submitted or another YE is entered.

Reversal Reason

This is a mandatory field in FMMI and the number to use is 06 which is Accrual/Deferral Posting.
GL Transaction/Var –The GL Transaction field is where you enter the type of GL Account document you are entering.  You would enter YE into this field.  

Transaction Types 
If you are estimating expenses, determine the transaction type from the chart on page 2 and 3.  Remember:  only enter a YE if the transaction is not in the system at any of the stages of spending.

Example: if relocation invoices arrive in your office, do not enter them as a YE if the relocation (XO) is already recorded in FMMI.

· If an existing unliquidated obligation is overstated, work within the system (TRVL for relocations, IAS for purchase orders) or APT (for agreements, GSA telephone, etc.) to get the source document decreased.
When estimating expended amounts not normally obligated and not in the system as expended (for example TDY travel), use transaction type DE.  

· When trying to decrease a previously entered YE/DE, enter a YE/DE  Enter the reference document number of the original YE/DE you are trying to reduce.

Budget Object Class Code (BOC)
Use BOC’s ending in 99 for example 1199, 2699.  These are the only BOC’s that FMMI accepts for YE documents.  
There are three exceptions within the 2100, 2500, and 3100series. Until FMMI is updated to allow the use the detail BOC’s the programs must collect this data and be able to report out to PPD-BPAS for annual reporting requirements. 

The following is left in the policy as background:
· all BOCs within the 2100 series must use the minor BOC that would have been used on the original document.  The reason for this is APHIS uses 2199 as relocations and our amounts of relocations would be overstated if we used the 2199 series.
· all BOCs within the 2500 series must use the minor BOC that would have been used on the original document.
VI.  Who in APHIS can enter and approve these adjustments?

Note: Chain of command does not play a role in this process.

· For each YE adjustment, there are three types of users who must be involved in the process.

1. The Prepared By, or Preparer prepares the hard copy document.
2. The Approved By, or Approver approves the hard copy document preparation and back-up.
3. The Entered By, or Data Enterer enters the document in FMMI.
· The Preparer:

· Doesn’t have to have access to FMMI.

· The Preparer, and Data Enterer (Entered by) of the document can be the same person.
· The Preparer must follow this policy completely.

· The Preparer can not approve the document.

· The Data Enterer:

· Must have security clearance and also given authorization in the FMMI system to enter these adjustments directly in FMMI. 

· Only Headquarters Program staff will have access to process these documents.

· The Approver:

· A separate authorized individual, the Approver, that has authority to approve YE documents must review the YE, and sign it as the Approver. The approval indicates that every element is accurate according to this policy including the hard copy back-up.
· Approvers must be an individual within the MRPBS-FMD-BESB.
· The Approver and the Preparer of the document cannot be the same person.

· The Approver is not involved in the preparation or data entry of the YE adjustment.

· The Approver does not have to be a person in the data enterer’s chain-of-command.  

· Once this YE has been prepared and approved, the document must be entered into FMMI and run to POSTED status prior to the close of the month.
· The signatures and dates on the YE adjustment form must match what is in FMMI. 

· The Data Enterer must keep the hard copy documents because during an audit that user ID is contacted regarding the document.  

· See Retention of documentation for more information.  

· Security Access:

· Security access to data enter YE adjustments will be reviewed by each Program, and is limited to the HQ level staff.
· If it is determined that you need authorization to prepare YE’s, please contact the FMD Security group at the following email address:  MRPBS FMD Security.
VIII.  Retention of Documentation:
· Fiscal documentation maintained by the fund holder can be destroyed five (5) years after the close of the fiscal year in which they were generated.  Records of transactions for no-year funds must be kept for 5 years after the budget fiscal year expires or forever, if critical.

· The Data Enterer must keep the hard copy documents because during an audit that user ID is contacted regarding the document.  

Soft copy of YE policy and YE forms is located at http://inside.aphis.usda.gov/mrpbs/FMMI/aphis.shtml.  Other helpful reference data is also located at this website.
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