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Attachment 1

FEDERAL AVIATION ADMINISTRATION

FY 2003 YEAR END CLOSING AND REPORTING INSTRUCTIONS

[image: image2.wmf]Amount

Description

(in whole dollars)

 Long Term Contracts

-

                                                 

 

(Contract options, if exercised would require 

obligation of funds in future years. Usually computed 

as the difference between the total contract value and 

what has been funded on FAA contracts)

Types of Claims: 

[see note 1]

 Personnel

-

                                                 

 

Contract

-

                                                 

 

Torts

-

                                                 

 

Other disputes/claims (please explain)

-

                                                 

 

      Total claims

-

                                                 

 

Other contingencies (please explain)

-

                                                 

 

[1]

Important Note: Do NOT include claims that have already been referred to the

national or region/center Office of Chief Counsel.  That information will be

collected in a separate data call, and if also reported here will be a duplication.

Before reporting claims here, please check with your Regional Chief Counsel to

ensure that those claims have not been referred to that office, and they have NOT

yet been paid.

Name of organization submitting this form:

Contact person (& phone) from org submitting form:

Name of accounting office submitted to:


OFFICE OF FINANCIAL MANAGEMENT

Financial Statements, Control, and Analysis Branch, AFM-310
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INTRODUCTION

The Deputy Administrator’s memorandum of June 10, 2003 stated that the President’s Management Agenda (PMA) requires that all Federal agencies accelerate the issuance of annual audited financial statements and continue to achieve an unqualified (clean) audit opinion.  This year, the amount of time available to issue audited financial statements has been reduced by about 40 days.  Additionally, this year’s financial statement preparation and audit process will run concurrent with the implementation of our new financial system, DELPHI.  Successfully achieving the PMA initiative of accelerated reporting and implementation of our new financial system requires that we significantly change the way we do business.  Accordingly, an earlier cut-off for procurement and obligation activities is necessary to provide sufficient time for the preparation and audit of year-end financial statements and the successful implementation of DELPHI. 

The Department of Transportation’s (DOT) Chief Financial Officer’s memo of May 22, 2003 outlined key procurement and obligation cutoff dates in the accelerated schedule.  The key year-end cutoff dates are:

· August 15 – All procurement requests must be approved and certified for funds availability and sent to the contracting officer for action.

· September 10 – All requests for allowance adjustments must be submitted to the Office of Budget for processing.

· September 12 – All other obligation and adjustment documents must be submitted to accounting for processing.

Further guidance regarding year-end processes is included in Parts I and II of this document.  Part I, beginning on page 2, provides budget-related instructions.  Part II, beginning on page 7, provides information on DELPHI operational readiness, and accounting-related guidance supplementing the DAFIS Year End Closing Instructions.  Part II also identifies the due dates for manual accounting reports and other detailed information that must be either recognized in the financial statements or disclosed in the notes to the statements, as mandated by the Office of Management and Budget (OMB).  Such information includes, for example, intra-governmental transactions that require elimination on the financial statements and specific data on operating and capital leases.

PART I.        
           BUDGET YEAR-END CLOSE-OUT INSTRUCTIONS

FOR FISCAL YEAR 2003
I. OVERVIEW
· Except as otherwise specified, these year-end close-out instructions affect only Headquarters.  The Assistant Administrator for Region and Center Operations and Regional Administrators/Center Directors, in consultation with regional/center program, accounting, and budget staffs, are encouraged to develop their own close-out procedures as appropriate for their situation and operations.

· Of special concern this year is the need for each line of business (LOB) and staff office (SO) to reconcile its Operations and capital financial records.  As specified in the Deputy Administrator’s memorandum of June 10, all offices must start performing monthly reconciliations beginning with the period May 31.  As such:

· By July 31, 2003, each LOB and SO must reconcile its financial records as of June 30 with the official DAFIS and contracting records and report to the Office of Budget that this reconciliation has been successfully completed.

· By August 29, 2003, each LOB and SO must reconcile its financial records as of July 31 with the official DAFIS and contracting records and report to the Office of Budget that this reconciliation has been successfully completed.

· In both cases and by the due dates specified above, the senior financial manager of each LOB and SO should certify in memoranda that the LOB or SO has reconciled its financial books.  For the purposes of this exercise, “reconcile” means that the LOB or SO has compared its cuff records with official records from accounting and contracts and has either (i) found no errors or inconsistencies among the data bases or (ii) has uncovered errors or inconsistencies and has already taken or will expeditiously take actions necessary to correct the records.  The memorandum regarding the reconciliation of Operations-funded accounts should be sent to the Manager of the Operations Budget Division, ABU-200.  The memorandum regarding the reconciliation of capital-funded accounts should be sent by the senior financial manager to the Manager of the Capital Budget Division, ABU-300.

II. A.
OPERATIONS

· Consistent with the FAA’s Operations appropriation for FY 2003, the Office of Budget has provided specific funding amounts through its budget authorization system to Air Traffic Services (ATS), Regulation and Certification (AVR), Security and Hazardous Materials (ASH) (former ACS), Research and Acquisitions (ARA), Commercial Space Transportation (AST), Regions and Centers (ARC), Human Resource Management (AHR), Financial Services (ABA), Information Services (AIO), and the remaining Staff Offices.  Associate and Assistant Administrators are reminded that obligations in excess of amounts provided their organizations are not allowed and would likely constitute an Anti-Deficiency Act violation which could result in sanctions ranging from a written reprimand to removal.    

· Also consistent with the FAA’s Operations appropriation for FY 2003, the Office of Budget will not and may not shift funds among ATS, AVR, ASH, ARA, AST, ARC, AHR, ABA, and the remaining Staff Offices.  Prior year authority to shift resources not to exceed 4 percent of that provided by Congress is no longer available to the agency.
· These eight “fire-walled” organizations (ATS, AVR, ASH, ARA, AST, ARC, AHR, and ABA) will continue to manage their funds through the end of the year.

· ABU-200 is the only organization that can make changes to allotments and allowance documents (allowances, sub-allowances, and allocations) for Operations.  Organizations other than ABU-200 may never make adjustments to Operations fund-control documents.

· All requests for changes to allowance documents should be for programmatic purposes and fully consistent with applicable laws, congressional direction, and agency guidance.  ABU-200 reserves the right not to make requested changes for non-programmatic reasons, such as to achieve a “percent obligated” goal for the fiscal year.

II. B.
CAPITAL APPROPRIATIONS

ABU-300 is the only organization that can make changes to allotment or allowance documents for the Facilities and Equipment, Airport Improvement Program or the Research, Engineering and Development appropriations.  Organizations other than ABU-300 may never adjust any fund control documents.

All requests for changes to allowance documents should be for programmatic purposes and fully consistent with applicable laws, congressional direction, and agency guidance.  ABU-300 reserves the right not to make requested changes for non-programmatic reasons.  Allowances for non-expiring appropriations will not receive downward adjustments for the purpose of matching obligation plans/goals.  Allowances will be reduced only when a project authorization has been issued to reduce the amount authorized for a project.

III. HEADQUARTERS PROCEDURES

Note: Unless otherwise indicated these dates and procedures apply to all accounts, both Operations funded and capital funded.
July 31 

· Reconciliation memoranda for period ending June 30 are due to ABU-200 and ABU-300.

· DAFIS Financial Reports.  In early September, AFM-210 will begin issuing August DAFIS financial reports for the period ending August 31. 

· Open Document Listing.  During September, DAFIS will begin weekly production of the Open Document Listing (I-H), the Detailed Cost Center Transaction Listing (13-3H), and the Cost Center Fund Status Report (13-2H) to assist financial managers in tracking commitment and obligation activities pertaining to their respective programs.

· Open PR List. ASU-300 will make available to LOB/SO budget contacts the open PR list.  ASU-300 will update this list as necessary through the end of the fiscal year to keep budget contacts fully informed.

August 15

· Cessation of New Contracts and PRs.  All contracts, procurement requests (PRs), and amendments to PRs must be submitted to ASU-300 by  August 15.  
August 22 (per DOT CFO memo of May 22, 2003 entitled “Accelerated Financial Statement Deadlines”)

· Awards. All awards must be entered into IPPS and/or submitted to your HR office/division so that they are effective on or before August 22, and payable on or before September 30. No awards  will be processed by AHR or Accounting that have an effective date after August 22, or are payable after September 30.   

August  29

· Reconciliation memoranda for period ending July 31 due to ABU-200 and ABU-300.

September  5

· Project Authorizations (Reimbursable).  Final requests for project authorizations for reimbursable agreements must be submitted through BXM, e-mail, fax or a hand delivered note to Paul Rennert in ABU-300 by close of business September 5.  Agreements not closed out at the end of FY 2003, but continuing into FY 2004, will have PAs issued in October as FY 2004 business.
· Project Authorizations (Non-Expiring).  Final requests for project authorizations for continuing appropriations (69 3/58107, 69 2/48107) must be submitted through BXM, e-mail, fax or a hand delivered note to Rick Lyon in ABU-300 by close of business September 5.  Requests for project authorizations or adjustments after this date will be processed as of October 1, 2003 (FY 2004).
· Final Project Authorizations (Expiring).  Final requests for project authorizations for expiring appropriations (69 1/38107, 6938107) must be submitted through BXM, e-mail, fax or a hand delivered note to Rick Lyon in ABU-300 by close of business September 5.  
September 10

· Final BAS Changes (Operations Only).  All requested changes to allowance documents (allowances, sub-allowances, and allocations) must be submitted by email, fax, or hand-delivered note to Anne Smith in ABU-200 (email name: “Cecilia Smith”) by close of business September 10.
· Final Allowance Changes.  (Facilities and Equipment, and/or Research, Engineering and development appropriations):  All requested changes to allowance documents must be submitted by  e-mail, fax, or a hand delivered note to Pat Bufkin in ABU-300 by close of business September 10.

September 10

· Final Obligations and Adjustments must be submitted to accounting for processing.
IV. REGIONS AND CENTERS
Note: Unless otherwise indicated these dates and procedures apply to all accounts, both Operations funded and capital funded.
General Guidance:
· The Assistant Administrator for Region and Center Operations and Regional Administrators/Center Directors, in consultation with regional/center program, accounting, and budget staffs, are encouraged to developed their own close-out procedures as appropriate for their situation and operations, taking into account the following dates and guidance.  Special consideration should be given this year to the need for regions and centers to work with their Headquarters counterparts in reconciling accounts as of  June 30 and July 31 by  July 31 and August 29, respectively.

August 22

· Awards.  All awards must be entered into IPPS and/or submitted to your HR office/division so that they are effective on or before August 22 and payable on or before September 30.  That is, no awards may be processed by AHR or Accounting that have an effective date after August 22 or are payable after September 30.

September 3

· Regional Authority to Manage Regional Funds (Operations Only).  Beginning on this date, regional administrators and center directors have the authority to manage all regional and center staff office budget allocations, except for those for the Office of Civil Rights, as they determine appropriate in consultation with affected regional program, accounting, and budget staffs.

September  5

· Project Authorizations (Reimbursable).  Final requests for project authorizations for reimbursable agreements must be submitted through BXM, e-mail, or fax to Paul Rennert in ABU-300 by close of business September 5. Agreements not closed out at the end of FY 2003, but continuing into FY 2004, will have PAs issued in October as FY 2004 business.
· Project Authorizations (Non-Expiring).  Final requests for project authorizations for continuing appropriations (69 3/58107, 69 2/48107) must be submitted through ASD, BXM, e-mail or fax  to  Rick Lyon in ABU-300 by close of business September  5.  Requests for adjustments to project authorizations after this date will be processed as of October 1, 2003 (FY 2004).

· Final Project Authorizations (Expiring).  Final requests for project authorizations for expiring appropriations (69 1/38107, 6938107) must be submitted through ASD, BXM,  e-mail or fax  to  Rick Lyon in ABU-300 by close of business September 5.  
September  10
·  Final Allowance Changes (Operations ).  Regional administrators and center directors will submit to ABU-200 and ARC-10 any changes that need to be made to allowance documents.  These changes should be emailed or faxed to Anne Smith, ABU-200, fax number (202) 267-5382.  If adjustments are not required, a statement to that effect should be submitted to ABU-200.

· Final Allowance Changes.  (Facilities and Equipment, and/or Research, Engineering and Development appropriations):  All requested changes to allowance documents must be submitted by    e-mail or fax to Pat Bufkin in ABU-300 by close of business September 10.

September 10

· Final Obligations and Adjustments must be submitted to accounting for processing.
V. PERSONS TO CONTACT
· Anne Smith, ABU-200, 202-267-9890 (email name:  “Cecilia Smith”)

· Cynthia DiCarlo, ABU-200  202-267-8133

· Rick Lyon, ABU-300, 202-267-7034

· Pat Bufkin, ABU-300, 202-267-9033

· Paul Rennert, ABU-300, 202-267-9007

PART II.                FY 2003 ACCOUNTING YEAR-END CLOSING PROCEDURES

I.
DAFIS TIMETABLES

The planned DAFIS schedule is as follows:

	September 6 (Saturday)
	DAFIS available hours (5:00 am to 10:00 pm central time)

	September 8-12 (Monday – Friday)
	DAFIS available hours (5:00 am to 10:00 pm central time)

	September 13 (Saturday)
	DAFIS available hours (5:00 am to 10:00 pm central time)

	September 15-19 (Monday – Friday)
	DAFIS available hours (5:00 am to 10:00 pm central time

	September 20 (Saturday)
	DAFIS available hours (5:00 am to 10:00 pm central time)

	September 22-26 (Monday – Friday)
	DAFIS available hours (5:00 am to 10:00 pm central time)

	September 27 (Saturday)
	DAFIS available hours (5:00 am to 10:00 pm central time)

	September 29-30* (Monday - Tuesday)
	DAFIS available hours (5:00 am to 10:00 pm central time

	September 30*  (Tuesday)
	DAFIS closes for FY 2003  (10:00 pm central time)

	October 6 (Monday)
	DAFIS historical database available (5:00 am to 10:00 pm central time Monday to Friday)


· Timetable for cut-offs of generic interfaces – September 12.  Although DOT has communicated that the last date that DAFIS will accept generic interface transmissions is Monday, September 29, we plan to shut down the interfaces much earlier.  The target date is September 12.

· Last date to process schedules for payment by Treasury - September 26.  The final date for FY 2003 payments from DAFIS is September 26.  This excludes the final payroll, which is September 30.  See Section VII for information on accruing these invoices.  Refer to the critical payment instructions, issued under separate cover, for information on payments after September 26 and before DELPHI is available.

· DAFIS MIR will be available for a time period after conversion.  AFM has electronic BCF files that contain detail DAFIS transaction data dating back to November 1994.

· Note:  It is imperative that every effort be made to accelerate processes in accordance with the schedule specified in the May 22 and June 10, 2003 memoranda issued by the DOT Chief Financial Officer and the FAA Deputy Administrator, respectively, which require that all obligations be recorded not later than September 12.  September 12 to September 29 is an adjustment period where the volume of activity processed is minimized.  
*DAFIS will be open on September 30 to allow accounting offices to review and clear the payroll error batch file, since the last payroll date for the fiscal year falls on September 30.
II.  DELPHI OPERATIONAL READINESS.  To facilitate our readiness to convert to DELPHI and minimize the risk, the following steps should be taken:

· Complete 100% review of inactive obligations by August 31.  Communications have been ongoing regarding the need to review inactive obligations.  As a result of these ongoing efforts, we have obtained a 30 percent reduction against the January baseline of obligations 18 months or older. These efforts should continue so that the review and deobligation of inactive obligations is completed not later than August 31, 2003. 
· Pay invoices prior to September 26.  At the conclusion of DAFIS year-end processing, DAFIS will be up for emergency payments only, until DELPHI is implemented.  However, the accounting offices should make every effort possible to minimize the number of emergency payments made during the transition period because they may require manual entries into DELPHI when the system comes up.  Therefore, all in-house invoices should be paid before the final FY 2003 payment date, September 26.  Please refer to the critical payment instructions being issued separately.   
· Early cut-off of IPAC transactions.  To facilitate conversion to DELPHI, posting IPAC transactions to suspense accounts will cease after September 19, so that all transactions posted to DAFIS can be cleared before year-end and conversion.    Pre-September IPAC transactions should be cleared by September 1, 2003.  Subsequent IPACs posted in September should be cleared as they are received.      
· Complete acceptance of all IOTVs as early as possible, but not later than September 15.  

· Perform data integrity activities as early as possible, for completion not later than August 31, 2003.  This will allow for the conversion team to deal with a stable environment.
· Before cutoff from DAFIS, validate and print the following:  Suspense listings, open document listings, status of funds, trial balance cash operations unreconciled items, billings, aged account receivables.
· Capitalize as many jobs as possible to reduce the WIP – complete not later than August 31.  Although Work-In-Process data will be converted to DELPHI, given the current format versus the one that will be used in DELPHI, it will be advantageous for us to capitalize as many jobs as possible prior to conversion.  Jobs converted to DELPHI under the old format will be more difficult to capitalize.

· Close Personal Property In-Use Management System (PPIMS)/Real Estate Management System (REMS) legacy property systems by August 29. This is a mandatory requirement needed in order to complete the reconciliation of all agency Property, Plant, & Equipment accounts prior to DAFIS shutting down on September 30.

· Cutoff postings to the Property, Plant, & Equipment General Ledgers by September 5.  This allows one week for the accounting offices to post the relevant PP&E activity from the above close outs to the proper General Ledger accounts. This is a requirement needed to ensure that the AFM final reconciliation of the PP&E accounts are completed before DAFIS shuts down on September 30.  The specific general ledgers are as follows:  15GX, 17GP, 17AX, 17CX, 17EX, 17FX, 17GE, 17DX, 17JA, 17JB, 17CC, 17CS, 17TK, 17SP, 15MD, 19FB, 18CX, 17GC, 18EX, 17HF, 17HX, 17IC, 18AX, 17AR, 17HM, 17JC, 18BX, 17JC, 17JV, 17JX and 17JO.     
· Perform review of Accounts Receivable.   Establish or adjust allowances for doubtful accounts and perform appropriate write-offs in accordance with established policy and procedures for debts that cannot be collected.  At a minimum, an allowance of 100 percent should be established for all accounts receivable from the public outstanding for 365 days. 

III.
YEAR END CERTIFICATION (1311).  The following certification is required by Public Law 83-663, Section 1311C.  Immediately after completing the review of obligations being reported, and the region, center or Washington headquarters is assured of the validity of the obligations being reported, each accounting office shall prepare and submit to the Financial Statements, Control, and Analysis Branch, AFM-310 (Teresa Moore), by October 17, a memorandum containing the following certifications:

"I hereby certify that the amounts shown in the Departmental Accounting and Financial Information System (DAFIS) pre-closing trial balance that pertain to (region/center/headquarters name) are correct.  All known transactions meeting the criteria of 31 USC 1501(A) have been obligated and are so reported." 

"I certify that a true copy of all cross-regional transactions are on file at this location and that all known cross-regional transactions meeting the criteria of 31 USC 1501(A) have been obligated."
The certifications must be signed by the Accounting Officer (not a designee).  The authenticity of the accounting office certifications is the basis of the agency certification on the required reports submitted to the Treasury and the Office of Management and Budget (OMB).  

DAFIS/Computer Security Controls Certification.  Each Accounting Officer (not a designee) shall prepare and submit to the Financial Statements Control and Analysis Branch, AFM-310, by October 17, a memorandum containing the following certification:

“I hereby certify that the 10 interim recommendations contained in the Chief Financial Officer (CFO) Recommendation for Immediate FAA Accounting Offices Implementation that accompanied the Acting CFO’s May 16, 1997 memorandum, have been implemented”.  (Note:  The recommendations are attached to this document as Appendix F.)

If this certification cannot be provided, please submit a memorandum stating the reasons why certification cannot be provided.  At a minimum, the memorandum should identify those recommendations that have been implemented, those that have not been, and the reasons for the latter.

Review of Obligations.  Each accounting office is required to coordinate the review of outstanding obligations with the program offices to ensure the validity of balances in the undelivered orders (UDOs) accounts.  The OIG is currently conducting an audit of all obligations that have been inactive for the past 18 months.  As previously stated, this review should be ongoing, and must be completed by August 31, 2003.   

Review of Reimbursable Agreements.  The total of reimbursable agreements less the expenditures (services or goods received) against the agreements comprise the balance of unfilled customer orders. All unfilled customer orders and undelivered orders in Operations, RE&D and F&E appropriation codes should be reviewed to determine validity.  We should be certain that undelivered orders do not represent situations in which goods or services have been received and should have been expended, but were inadvertently paid out of a direct appropriation.  As of fiscal year-end, undelivered order balances should not exceed unfilled customer orders.  

DAFIS Grace Period.  There will be N0 grace period for DAFIS.  In accordance with the schedule specified in the May 22 and June 10, 2003 memoranda issued by the DOT Chief Financial Officer and the FAA Deputy Administrator, respectively, all obligations should be recorded not later than September 12.  September 12 to September 29 is an adjustment period where the volume of activity processed is minimized.  DAFIS will be open on September 30 to allow accounting offices to review and clear the payroll error batch file, since the last payroll date for the fiscal year falls on September 30.
IV.  EXPIRING APPROPRIATIONS.  The following appropriations will expire on September 30:


Operations:  



6938104 (380), 692/38104 (383), 692/31301 (311), 6931301 (301)    


Facilities and Equipment (F&E):  



6938107 (382W), 691/38107 (382A)


Research, Engineering and Development (R,E&D):


691/38108 (388 and 388A)  

Please ensure that no new obligations are incurred against these expired appropriations in subsequent fiscal years.  Expenditures against expired appropriations can be made to pay or adjust only those obligations and liabilities that existed prior to expiration of the appropriation.  Any undelivered orders in these expiring appropriations should be canceled and unfilled customer orders reversed.

V.  CANCELED APPROPRIATIONS.  This section applies to procedures for appropriations that will be canceled and closed at the end of FY 2003, which are as follows:


Operations: 6981301 (801), 697/88104 (883) 


F&E: 6988107 (882W), 696/88107 (882A)


Research Engineering & Development: 696/88108 (888)


A. General Ledger Accounts.  DAFIS general ledger accounts (GLA) must be reviewed for all appropriations being canceled at year-end, as they will BE PURGED FROM DAFIS AND NO LONGER AVAILABLE FOR ANY PURPOSE.  The amounts are those for which FAA has a contractual obligation that may have to be paid from a future year appropriation.  For this reason, closely scrutinize UDOs and accrued expenditures unpaid (AEUs) and manually deobligate any questionable amounts not later than September 25.  Strict adherence to this cutoff date is required to keep all transactions affecting cash from reporting to Treasury later than September 30.  The DAFIS purge will run during year-end after the Post Closing Trial Balance is produced.  FAA will receive purge reports of all records purged from each file:  ODF, IDF, FSF, ACF, GLF, ARF, and Document Suspense file.  


B. Proprietary Account Balances.  Clear all proprietary account balances, i.e., accounts receivable (13XX), advances (14XX), undistributed accounts (19XX), etc.  Receivables and related allowance accounts in canceled appropriations must either be written off or reversed and reentered as General Fund receivables, General Fund Receipt Symbol 693200 (GCD).  This must be completed no later than September 30, 2003 since there is NO DAFIS grace period. 


C.  General Ledger Account (GLA) 15GX, Work-In-Progress.  Amounts for canceled appropriations recorded in GLA 15GX, must be capitalized, i.e., removed from 15GX and recorded in the proper asset GLA.  Canceled appropriation balances cannot remain in GLA 15GX, because they will result in an imbalance with the 32-9F report reconciliation. 

VI.  ASSETS

A.  Capitalization of Fixed Assets.  Agency policy for the capitalization of assets is outlined in the Accounting Capitalization Desk Guide, Volume One, Chapters 1-6, (Blue Book).  Specific JON documentation requirements have been published in the Project/Materiel Management Desk Guide (Yellow Book).

B.  GLA 15GX Work-in-Process (WIP).  Ensure that the account balance is supported by sufficient detail in the F&E job order cost data.  The only acceptable documentation for job order numbers remaining in the WIP account as of 09/30/03 will be third party invoices for all charges.

C.  Personal and Real Property Subsidiary Account Balances.  Personal and real property subsidiary account balances must be reconciled to the GLA balances. The exception to this requirement is the IFAS controlled GLs: 17AX, 17CX, 17EX, 17FX, 17GP, 17GE, 17DX, 17JA, 17JB, 18CX, 17GC, 18EX, 17HF, 17HX, 17IC, 18AX, 17HM, 17JC, 18BX, 17JV, 17JX, and 17JO.  

D.  GLA 71AA and 72AA, Gain and Loss on Fixed Assets.  DO NOT POST TO THESE ACCOUNTS.

E.  GLA 71AB and 72AB, Gain and Loss on Inventory.  Review this account for the nature of all FY03 transactions. You must ensure that the accounting event triggering these transactions meets the definition of a true gain or loss on inventory.  Gains and losses on inventory occur as the result of a physical inventory (found or lost on-hand) or at final disposition (sale, scrap, donation, or destruction).  NOTE:  These accounts are not to be used for “wash transactions” unless both sides of the debit and credit flow through the same exact GLA.  For example, do not post a debit to 71AB and the matching credit to 72AB.  These GLA balances are reported separately on the financial statements.

F.  GLA 17HM, Equipment Not-in-Use.  The balance in this account was written down to $0 for financial statement purposes in FY 2001.  No postings should be made to this account.  You will be contacted by AFM-320 with further guidance if necessary.

G.   Accounts Receivable  All accounts receivable with the public should be analyzed to determine the appropriateness of the established allowance for bad debts.   The Report on Accounts Receivables Due from the Public  is due to AFM-310 (Janet Gulley) no later than October 17.  Please also provide very brief explanations of significant variances from the prior quarter-end balances.  To ensure consistent reporting to the Department and the Treasury, and on the financial statements, the amount reported must equal all DAFIS GLAs
 (Public Only) that comprise the Standard General Ledger Account (SGLA) 1310, less the allowances contained in DAFIS GLAs (Public Only) which comprise the SGL 1319.  Instructions for this report remain unchanged.  A Treasury instructional book on the preparation of this report is available at http://www.fms.gov/debt/dmrpts.html.  All sections and parts of the report must be completed.  Incomplete reports will be returned.

 Reports that do not balance to the general ledger will be returned for correcton.
VII.  ACCRUED EXPENDITURES UNPAID/LIABILITIES.  Based on the Statements of Federal Financial Accounting Standards (SFFAS) No.5, liabilities should be recognized when FAA has received goods or services that are unpaid at period-end.  SFFAS No.5, para. 24, also requires recognition of liabilities for any unpaid amount due as of the reporting date, on nonexchange transactions.  A nonexchange transaction arises when there is a one-way flow of resources or promises, i.e., one party to a transaction receives value without directly giving or promising value in return e.g., “…estimated Medicaid payments due to health providers for service that has been rendered and that will be financed by the federal entity but have not yet been reported to the federal entity”.  The recognition of these liabilities will help to ensure that the financial statements are accurately presented.

A.  Review of Accrued Expenditures Unpaid/Accounts Payable Prior to FY 2003 Year-end Closing.  The review should include the following actions: 

· Accruals for invoices unpaid as of September 30..  As discussed in Part II, Section II of this document, it will be ideal to pay invoices prior to the final date for processing FY 2003 schedules for payment, September 26,  to avoid the need to make payments in the “critical payment period” following year-end but before availability of DELPHI.  However, for invoices and receiving reports on hand but unpaid at year-end that represent a valid liability of the FAA (e.g. related to contracts and purchase orders), each accounting office will be requested to provide a spreadsheet to AFM-310 summarizing these liabilities; AFM-310 will post accruals to the FSM for financial statement reporting purposes.  The amounts reported to AFM-310 on the spreadsheet should be posted to DAFIS as an undelivered order (not as an accrued expenditure unpaid).  If accrued expenditures unpaid are recorded in DAFIS, adjustments to the accounting classification cannot be made during the critical payment period.  AFM-310 will reverse the FSM accruals (accrued expenditure unpaid/expense/liability) in FY 2004.  AFM-310 will provide a template worksheet to the accounting offices for use in collecting this data.  The accounting offices will be responsible for ensuring that the detailed invoices supporting this summary-level information are readily available for examination by the auditors.  The following information will be required in order for AFM-310 to post the entries to FSM:  (1) whether the accrual is related to an expense or capital item, (2) appropriation code, (3) cost center, (4) object class, (5) program element, and (6) amount.  It will be acceptable to provide summary totals only for each common set of the above data elements.  A listing of individual invoices is acceptable but not required.  The spreadsheets are due on October 10, 2003.  See Section X for credit card accruals.   

· Determine the appropriate basis of accounts payable.  For facilities or equipment constructed or manufactured by contractors or grantees according to agreements or contract specifications, amounts recorded as accounts payable should be based on the estimate of work completed under the contract or agreement, but remain unpaid as of September 30.  The estimate of amounts should be based primarily on the Federal entity's engineering and management evaluation of actual performance progress and incurred costs. 

· Prepare accounts payable aging reports.  Review all accounts payable that are over 120 days old in order to establish their validity.  For those that are valid, include a written explanation to justify their validity.  Adjust those payables that are not valid and retain the related documentation.  Keep a record of the review of aged accounts payable in your files with supporting documentation.

· Grants-In-Aid to Airports. Ensure that liabilities for grant obligations are accrued in the proper fiscal year in accordance with GAAP and are based on the documentation provided by the Airports Offices.  Failure to record grant liabilities in the proper fiscal year may materially understate Operating Expenses and Accounts Payable in the current fiscal year and overstate them in the subsequent fiscal year.  Do not accrue a liability unless a legal obligation exists. 

B. Review of Invoices Received Subsequent to FY 2003 Year-end Closing.  AFM-310 has developed a method to estimate the liability for goods/services received by September 30, but for which FAA has not received an invoice by that date.  The estimate methodology is based on historical trends of such invoices received after year-end but representing liabilities incurred as of period-end, and has been reviewed by KPMG.   AFM-310 will determine the estimated amount in accordance with the accepted methodology and will post to FSM.  However, to ensure that liabilities that are both material and unique to the current year are reflected in the financial statements, we must supplement the estimated accrual with any large dollar (>$10 million), unique in nature invoices received subsequent to year-end up through the date that KPMG issues its audit opinion (December 17).  Those invoices will be accrued by AFM-310 in addition to the estimate.  This combined approach will allow FAA to capture both the unique material items specific to FY 2003, as well as the more predictable liabilities based on the blended experience of the prior three-year period.  Accounting offices are requested to review all invoices >$10 million received after September 30 and up through December 17, to determine if they relate to goods or services received on or before September 30.  If so, then please submit the following information to AFM-310 as the invoices are received (ongoing basis):  (1) whether the accrual is related to an expense or capital item, (2) appropriation code, (3) cost center, (4) object class, (5) program element, and (6) amount.  In this case, a listing of the individual invoices being submitted for accrual IS required.

C.  Grants-in-Aid to Airports - Obligations.  The Accounting Offices must complete the following actions: 

· The Airports Division contact and the Accounting Division Grants point of contact should validate that all obligations have been recorded for the year and must notify AFM-310 that all documentation has been recorded for the year. The reconciliation must be documented and retained for audit trail purposes. 

· All documents must be received in the accounting operations offices no later than close of business on September 12, 2003. Items that have not been received by this deadline and properly reflect FY 03 activity must be accrued. 


D.  Federal Employees Compensation Act (FECA) (AFM-210 Only).  Accrue a liability for the amount of workers' compensation benefits paid by the Department of Labor (DOL) and charged back to FAA for the period July 1, 2002 through June 30, 2003.  

E. Deposit Fund Accounts (All Accounting Offices).  DAFIS GLAs 24XX (non-payroll) should be reviewed and cleared to the extent possible. Those accounts with no activity and reverse (or debit) balances should be scrutinized.

F. Training.  The DOT Administrator’s May 22, 2003 memorandum on Accelerated Financial Statement Deadlines (section I.A.3) states  “PO’s for training should be reviewed…to ensure the training will begin prior to October 1, 2003.  If training takes place after September 30, 2003, the training should be canceled and reentered in the accounting system after October 1, 2003.”  We have received appropriations-related questions on this topic, and thus researched the matter further, and provide the following clarifying guidance:  


Chapter 5 of GAO’s Principles of Federal Appropriations Law states, in part: “Training tends to be nonseverable.  Thus, where a training obligation is incurred in one fiscal year, the entire cost is chargeable to that year[‘s appropriated funding], regardless of the fact that performance may extend into the following year…..training which began on the first day of N 1990 was held chargeable to 1989 appropriations where the training had been identified as a  need for 1989, scheduling was beyond the agency’s control, and the time between procurement and performance was not excessive.”


Thus, if the circumstances fit that specified in the GAO report, UDO’s for training approved in FY 2003 should be recorded and may be charged to FY 2003 appropriation codes, although the training may not take place until early in FY 2004.  Since the services have not yet been provided by the training vendor as of FY 2003 fiscal year end, there is no AEU, liability, or expense to the agency.

VIII.  ADDITIONAL FINANCIAL INFORMATION REQUIRED. 


A.  General Information.  Provide to AFM-310 by October 10 additional information that is not attainable from DAFIS, on leases (Operating and Capital), elimination entries, transfers data, and other commitments and contingencies. (Please refer to points of contact listed at Section XII.)  AFM-310 must disclose this information in notes to FAA’s financial statements, as required by OMB Bulletin 01-09, Form and Content of Agency Financial Statements and in notes to the adjusted trial balance submitted to Treasury.  Details of the specific information required of the accounting offices is in paragraphs B – F as follows:
B. Operating and Capital Leases (All Accounting Offices).  Provide required information per the instructions and forms contained in Appendices B1-5.  Please refer to the draft FAA order 2700.31, change 11.  AFM-310 will send separately, via e-mail, a template workbook identified as “Leases03.xls”.  Complete the workbook with your AO’s data as described in the appendix and in accordance with instructions accompanying the template workbook.


C.
Elimination Entries (All Accounting Offices).   Refer to Appendix B for guidance on requested intra-governmental information.  This information will be used by AFM-310 to prepare elimination entries.  Intra-governmental transactions are in three “layers”:  (1) between FAA funds,        (2) between FAA and other DOT operating administrations, and (3) between FAA and other Federal governmental entities  AFM-310 will send separately, via e-mail, three template workbooks discussed in Appendix B.  Complete the workbook with your AO’s data as described in Appendix B and in accordance with instructions in the accompanying template workbook.

D.
Transfers Data (All Accounting Offices).  Transfers between FAA and other federal entities should have been recorded in general ledger accounts 57KA and 57KB.  GLA’s 32BX and 32CA also have been used for this purpose.  Each accounting office will be requested to provide summary totals for each federal entity for all current year transactions posted to these accounts.  This is required because OMB Bulletin 01-09 requires that we disclose this data in the supplemental financial statements.  AFM-310 will provide each accounting office with a template and instructions for providing the requested information.

E.
Prior Period Adjustments.  With few exceptions, Federal reporting entities are no longer permitted to report “prior period adjustments” in their financial statements.
  Therefore, AFM-310 has been monitoring the activity in 74AX.  If at year-end, that activity is deemed to have an immaterial impact to the financial statements, AFM-310 will reclassify the amounts to current year activity (e.g. 61AA) via an FSM adjustment, for financial statement purposes only.  In contrast, material prior period adjustments may require restatement and reissuance of the prior year audited financial statements.  No action is necessary by accounting offices at this time, as amounts posted to 74AX thus far in the fiscal year are not deemed to be material to the financial statements.  However, should this occur in the next few months, AFM-310 will contact the respective accounting office to identify the reasons for material prior period adjustments so that the appropriate financial statement reporting action can be determined.   [Accounting offices should not change their process for recording transactions to 74AX; if a transaction is considered to relate to the prior period, it should be recorded as customary to 74AX.] 
F.
Other Commitments and Contingencies (All Accounting Offices).  Provide the required information on commitments and contingencies per the instructions and forms contained in Appendix C.  AFM-310 will send separately, via e-mail, a pro forma workbook identified as “Othr03form.xls.”  Complete the pro forma with your OA’s data as described in Appendix C.


G.
Reporting “Material” Events Subsequent to FY 2003 Year End Closing (All Accounting Offices).  Inform AFM-310, subsequent to fiscal year-end and up to the date the audited financial statements are issued (December 17, 2003), of events occurring after fiscal year-end that become known prior to issuance of the audited financial statements and that may have a material effect on the financial statements.  If material ($1 million or more), these events must either be recognized in the financial statements, or disclosed in notes to the financial statements.  Examples of previously reported subsequent events included potential accounts receivables and liabilities.  

IX.
MANUAL PRECLOSING ENTRIES.  Carefully review the DAFIS Closing Instructions, and record all applicable entries. Since the last payroll of the fiscal year happens to be on the last day of the fiscal year, September 30, be sure to review and clear the payroll error batch file on September 30, 2003.   

A. Accrual of Certain Payroll Liabilities (AFM-310 Only).  AFM-310 will accrue on the financial statements:  compensatory time, credit hours and associated benefits.  No accrual will be entered into DAFIS. This information is to be provided by the Aeronautical Center, Payroll Functional Division, AMZ-500.


B.  
ECHO System Processing - DAFIS Errors (All Accounting Offices except Aeronautical Center).  The Federal Transit Authority will process all transactions received through Friday, September 26, 2003. There will be no transactions processed in ECHO for September 28 through September 30, 2003.  AFM-310 will prepare a year-end accrual based on the current ECHO grant survey results. FAA regions must clear all payment errors in DAFIS not later than September 30.
C.
Prior Year Recoveries (PYR) - (All Accounting Offices).  The year-end accruals of estimated obligations for funds expiring on September 30 require special handling to ensure that PYR and upward adjustments to obligations are correctly recorded in the following year. Additional guidance on this area will be disseminated to the accounting offices. 

X.  NATIONAL AUTOMATED CREDIT CARD SYSTEM (NACCS).  The following summarizes the year-end NACCS processes:

Charges through the September 19 billing cycle:

· Transactions dated up through and including September 19, 2003 will be processed in DAFIS.  September 19 transactions will be posted to DAFIS on September 20.

Individuals with on-line access to NACCS will have until September 24 to make any changes to the default accounting code, for any open transactions through the September 19, 2003 billing cycle.  In contrast, the last date that Accounting offices will make manual adjustments to default accounting classifications, on behalf of individuals without on-line access to NACCS, is September 19.  All transactions dated to up and including September 19 and remaining in their default accounting classification will be converted to NACCS DELPHI after close of business on September 24.  

Charges after the September 19 billing cycle:

· All accounting offices should record an undelivered order for the dollar amount of estimated purchase card transactions that will be incurred from September 20 to September 30.  To clarify, this entry should be to record the undelivered order—not the accrued expenditure.  If the accrued expenditure is recorded in DAFIS and converts to DELPHI, corresponding receipts will need to be recorded in DELPHI.     

· By October 10, each regional accounting office must provide AFM-310 (Allison Ritman) a summary of the estimated undelivered orders they recorded in DAFIS for the period September 20 to September 30.  AFM-310 will then record, in the Financial Statements Module for financial statement purposes only, the associated accrued expenditure and the proprietary expense.  Thus, only the estimated undelivered order recorded by the accounting offices will convert directly from DAFIS to DELPHI.  These undelivered orders will need to be manually reversed in DELPHI, since the accrual credit card transactions will be recorded through the normal process once we “go live.”  The accrued expenditure is being recorded for financial statement purposes only, in FSM (outside of DAFIS) to avoid the need to record receipts in DELPHI after conversion.

· NACCS invoice files received between September 20 and October 1 (which represents activity through September 30) will be charged, in NACCS DELPHI (and DELPHI when it becomes available), to the DELPHI-translated FY 2003 default accounting classifications.  Users will be able to update the default accounting classifications for these transactions in NACCS DELPHI.  ASW will continue to make daily payments to Bank of America, even though we will not be interfacing invoice files received between September 20 and DELPHI go-live.

· NACCS invoice files received October 2 (which includes October 1 activity) through the end of FY 2004, will be charged in NACCS DELPHI, to FY 2004 default accounting classifications.   Users will be able to update the default accounting classifications of these transactions in NACCS DELPHI.

XI.  ACQUIRE/FAIM and PRISM. 
The FAA’s new purchasing system, PRISM, will be implemented in FY 2004.  System availability will be late October or early November 2003. Acquire will remain operational until approximately one week prior to DELPHI/PRISM implementation for purchasing transactions in order to minimize the impact to users. Requisitions in Acquire will not be converted to PRISM.  The following is provided regarding processing of requisitions during the transition to PRISM and DELPHI:  

NOTE:  The DELPHI project and task code is MANDATORY for FY 2004 requisitions.  The project and task data will be used to derive the accounting string during conversion of the award to PRISM.  The project and task codes must be correct; otherwise, the award document created from the requisition will be rejected and will not convert.  All rejected awards will have to be recreated manually in PRISM.  This will create an additional workload for the contracting officers and the requisitioning office.  The DELPHI project and task fields I ACQUIRE will be automatically displayed after the distribution code is entered.  

· Current Year FY 2003 Requisitions: All procurement requests must be submitted to the procurement office by August 15.  All requisitions and awards for FY 2003 will continue to be processed in Acquire through September 12, 2003. (NOTE: Accelerated Year-End Close Out is in accordance with FAA & DOT Policy).  All requisitions, including requisitions that site non-expiring funds that are not awarded by the time Acquire is taken out of production, will have to be recreated in PRISM. 

· Payment Processing/Obligations (Incrementally Funded Contracts Only) - October-November 2003:  During the transition from DAFIS to DELPHI.  AFM intends to process payments to vendors; however, there will be no funding obligations in DAFIS during the transition period.  Therefore, program offices, in order to cover payments through November 2003, may want to consider obligating additional funds through Acquire (for F&E, RE&D, & Franchise funds only) to contracts that are incrementally funded.  Funding to cover contract services or supplies through December must be obligated prior to September 12, 2003. 

· FY2004 Requisitions in Acquire:  Only FY 2004 requisitions that will be awarded in Acquire (except for real property, leases and utilities as described below) should be prepared in Acquire. 
· FY2004 Requisitions in PRISM:  All FY 2004 requisitions that are not awarded in Acquire will be recreated in PRISM when it becomes operational.   Please note that preparers who create requisitions in Acquire for requirements that will be awarded after DELPHI/PRISM implementation, do so with the understanding that they will have to recreate the requisition in PRISM.

· Financial Transactions from Acquire to DAFIS:  There will be no FY 2004 commitments or obligations sent to DAFIS from Acquire.  Data from Acquire will be electronically converted to PRISM, and then these obligations will be processed from PRISM to DELPHI as part of the conversion operations for both systems. 

· Real Estate Lease Renewals:  Only requisitions for actual cost lease renewals (Leases expiring on or before September 30, 2003) that can be awarded in Acquire immediately at the start of FY 2004 will be required, subject to the FY 2003 and FY 2004 guidelines above.  For continuing leases that have been subject to annual “rollover,” see note below.
· Continuing Real Property Leases:  Requisitions will not be required for continuing cost Real Property Leases (currently paid via the Recurring Charge Master (RCM) that expire after September 30, 2003. These continuing cost leases will be converted with FY 2004 money in place from (RCM) and Acquire data). Note: This is for FY 2004 transition only.  Lines of Business should ensure that their budget offices have programmed real property lease funds for full obligation at the start of the fiscal FY 2004 year, due to OMB lease funding requirements.  This is a change from the monthly accrual process for leases that occurred in DAFIS in prior fiscal years.      

· Utilities:  Requisitions will not be required for continuing utilities, as they will be handled as direct expenditures in DELPHI (without commitment or obligation of funds).   For New utility services, requisitioners should follow general guidelines for FY 2003 and FY 2004 requisitions above.  

For Contracting Officers Only

· Approval Rules:  Contracting Officers shall NOT “reserve and approve” awards or revisions with FY2004 obligations in Acquire, until October 1, 2003.   

If in doubt about any of the above instructions, please contact your local Acquire/PRISM Site System Administrator.  

XII.  LIST OF CONTACTS.

	Topic
	Contact
	Organization
	Phone

	Acquire/FAIM Instructions
	Carol Rose
	AFM-220
	202-267-8949

	Appropriate GLAs

Financial Statements & Notes
	Robert CTR Angel
	IBM (AFM-310)
	202-267-3880

	Capitalization of Assets

Work in Process

Personal and Real Property
	Janet Kinstler


	AFM-320
	202-267-9756

	Cross Regional Approvals
	Marty Finklestein
	AFM-2
	202-267-8993

	Credit Card Purchases/NACCS
	Matt Tereyla
	ABA-20
	202-267-9038

	ECHO System Processing
	Ray Sellers
	FTA
	202-366-1018

	Leases Data Call
	Robert CTR Angel
	IBM (AFM-310)
	202-267-3880

	Intra-governmental Transactions/Eliminations Data Call
	Francisca CTR Agboli or Danita CTR Johnson
	IBM (AFM-310)

IBM (AFM 310)
	202-267-9015



	Report on Receivables Due from the Public
	Janet Gulley
	AFM-310
	202-267-9497

	Year-end Reporting Dates
	Larry Conrad
	AFM-310
	202-267-9016

	Obligations
	Melody Miller
	AFM-310
	202-267-9040

	Premium Class Air Accommodations Report
	Linda Baer
	AFM-310
	202-267-8940


Appendix A-1

CAPITAL LEASES
Capital Lease Criteria.  A capital lease is one that transfers substantially all the benefits and risks inherent in the ownership of property.  This transfer occurs if, at the inception of the lease, one or more of the following criteria exist:  

1- Ownership of the leased property is transferred to the lessee by the end of the lease term;

2- The lease contains a bargain purchase option;

3- The lease term is substantially (i.e., 75 percent or more) equal to the estimated useful life of the leased property; or at the inception of the lease, the present value of the minimum lease payments, with certain adjustments, is 90 percent or more of the fair value of the property.

Capital Lease.  The lessee accounts for a capital lease as the acquisition of an asset and the incurrence of a liability.  The lessor should account for such a lease as a sale or financing.  All other leases are referred to as operating leases.  Refer to SFFAS No. 3, “Accounting For Liabilities of the Federal Government” and No. 6, “Accounting for Property, Plant, and Equipment”.

Procedures.  The forms contained in Appendices B1-5 have been included in an electronic workbook as described in Section VI, paragraph B of FAA’s year-end instructions.  Enter the applicable data into each spreadsheet contained in the workbook identified as “Leases03.xls”.  The workbook contains the following spreadsheets: 

(1)  Capital Lease—FAA as Lessor

(2)  Capital Lease—FAA as Lessee

(3)  Operating Lease—FAA as Lessor

(4)  Operating Lease—FAA as Lessee

If you have any questions concerning completion of the forms or how the data should be compiled, please contact Robert CTR Angel IBM (AFM-310) at (202) 267-3880.

Appendix A-2

FORMS FOR FAA AS LESSEE

Capital Leases
LEASES:






REGION/CENTER:_________








Fund Type:  _______________

Capital Leases:


Summary of Assets Under Capital Leases:


Asset Category:


(A)
Land & Buildings.............……...
$____________


(B)
Machinery & Equipment.............
$____________


(C)
Other .......................…………....
$____________



Accumulated Amortization .........
$____________

Note:  Amounts entered above should be reflected in general ledger accounts (GLAs) 18AX, Assets Under Capital Lease and 18BX, Depreciation of Assets Under Capital Lease.

Description of Lease Arrangements: __________________________________________________________ ________________________________________________________________________________________

Future Payments Due:





Asset Category
Fiscal Year:

(A)
(B)
(C)
Total

Year 1 (2004)

$__________  $__________  $__________  $__________

Year 2 (2005)

$__________  $__________  $__________  $__________

Year 3 (2006)

$__________  $__________  $__________  $__________

Year 4 (2007)

$__________  $__________  $__________  $__________

Year 5 (2008)

$__________  $__________  $__________  $__________

After 5 (2009-end)
$__________  $__________  $__________  $__________ (1)

Total Future Lease Payments




$__________  $__________  $__________  $__________ (2)

Less:  Imputed Interest & Executory Costs




$__________  $__________  $__________  $__________

Total Capital Lease

Liability


$__________  $__________  $__________  $__________

Funded


$__________  $__________  $__________  $__________

Unfunded


$__________  $__________  $__________  $__________ (3)

(1) Total remaining lease payments Fiscal Year 2009 through end of lease, per the amortization schedule. 

(2) Total future payments on capital leases include the remaining principal and interest (obtain from amortization schedule).  The Total Capital Lease Liability equals the balance of DAFIS GLA 29CA.  The interest portion is directly expensed to DAFIS GLA 63CY.  

Appendix A-3

FORMS FOR FAA AS LESSEE

Operating Leases

LEASES:






REGION/CENTER:_________








Fund Type:  _______________

Operating Leases

Summary of Assets Under Operating Leases:


Asset Category:


(A)
Land & Building........……....
$_____________


(B)
Machinery & Equipment......
$_____________


(C)
Other.................…………....
$_____________

Note:  Value of these assets are not recorded in DAFIS and must be obtained from the lease agreement (consult with real property branch).

Description of Lease Arrangements:  ______________________________________________________________ ____________________________________________________________________________________________

____________________________________________________________________________________________

Future Payments Due:



Asset Category
Fiscal Year:

(A)
(B)
(C)
      Total

Year 1 (2004)

$__________  $__________  $__________  $__________

Year 2 (2005)

$__________  $__________  $__________  $__________

Year 3 (2006)

$__________  $__________  $__________  $__________

Year 4(2007)

$ __________ $__________  $__________  $__________

Year 5(2008)

$__________  $__________  $__________  $__________

After 5(2009-end)
$__________  $__________  $__________  $__________  (1)

Total Future Lease Payments




$__________  $__________  $__________  $__________

(1) Total remaining lease payments Fiscal Year 2009 through end of lease. This amount may be estimated based on the expected number of years the agency plans to continue the lease.

Appendix A-4

FORMS FOR FAA AS LESSOR

Capital Leases

LEASES:






REGION/CENTER:_________
Capital Leases





Fund Type:  _______________


Summary of Assets Under Capital Leases:


Asset Category:


(A)
Land & Building.....………….
$_____________


(B)
Machinery & Equipment.……
$_____________


(C)
Other..................……………..
$_____________

             Accumulated Amortization.…………..
$_____________

Note:
Dollars entered above should be the amounts reflected in the appropriate asset general ledger

accounts (GLA).

Description of Lease Arrangements:  ___________________________________________________________

_________________________________________________________________________________________

Future Projected Receipts:



Asset Category
Fiscal Year
(A)              (B)                   (C)
Total

Year 1 (2004)

$__________  $__________  $__________  $__________

Year 2 (2005)

$__________  $__________  $__________  $__________

Year 3 (2006)

$__________  $__________  $__________  $__________

Year 4 (2007)

$__________  $__________  $__________  $__________

Year 5 (2008)

$__________  $__________  $__________  $__________

After 5 (2009-end)
$__________  $__________  $__________  $__________  (1)

Total Future Capital Lease Receipts:




$__________  $__________  $__________  $__________

(1)  Total remaining lease receipts Fiscal Year 2009 through end of lease.

Appendix A-5

FORMS FOR FAA AS LESSOR
Operating Leases

LEASES:






REGION/CENTER:_________
Operating Leases





Fund Type:  _______________


Summary of Assets Under Operating Leases:


Asset Category:


(A)
Land & Building.……........
$_____________


(B)
Machinery & Equipment....
$_____________


(C)
Other......…………….........
$_____________

Note:  Dollars entered above should be the amounts reflected in the appropriate asset general ledger accounts (GLA).

Description of Lease Arrangements: ________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Future Projected Receipts:



Asset Category
Fiscal Year:
(A)
(B)
(C)
Total

Year 1 (2004)

$__________  $__________  $__________  $__________

Year 2 (2005)

$__________  $__________  $__________  $__________

Year 3 (2006)

$__________  $__________  $__________  $__________

Year 4 (2007)

$__________  $__________  $__________  $__________

Year 5 (2008)

$__________  $__________  $__________  $__________

After 5 (2009-end)
$__________  $__________  $__________  $__________ (1)

Total Future

Operating Lease

Receipts

$__________  $__________  $__________  $__________

1) Total (may be estimated) remaining lease receipts FY 2009 through end of lease.  This amount may be estimated based on the expected number of years the agency plans to continue the lease.

Important Issues for Leases  

1-After completing the workbook please add the region code to the name as follows: for Alaska region, add “AAL” to the file name so that “Leases03.xls” becomes “Leases03 AAL.xls”. For Eastern region it is “Leases03 AEA.xls” and so forth.

2- (Very important, for capital leases), data sent MUST reconcile to the balances reported in DAFIS trial balances. Please review your capital lease amounts in accounts 18AX, 18BX, and most importantly 29CA before DAFIS closes for the year. Make sure all necessary adjustments are made in DAFIS to avoid making adjustment in fiscal year 2004. AFM-310 will work closely this year with the regions reporting capital leases in September to make sure that all amounts are recorded correctly prior to year-end.

Appendix B

INTRA-GOVERNMENTAL DATA FOR 

ELIMINATION ENTRIES and TRANSFERS DISCLOSURES

General:   FAA and DOT are required to prepare consolidated financial statements.   To properly consolidate financial data, activity with other Federal government organizations (called trading partners) must be identified and eliminated from the financial statements. Therefore, accounting offices are requested to identify intra-governmental activity so that it can be properly eliminated.

There are three categories of intra-governmental activity, and because each is treated differently in the financial statements, accounting offices are requested to report them separately:

· Intra-bureau activity and balances (Franchise Fund only). Intra-bureau transactions are within an operating administration.  Thus, for FAA, they are between the Franchise Fund and another fund (e.g., F&E).  These types of intra-governmental transactions must also be identified by FAA line of business
.  AFM-310 eliminates (removes) these transactions from FAA’s consolidated financial statements.

· Intra-departmental activity and balances are between operating administrations within DOT (e.g., between FAA and MARAD).  FAA provides summarized intra-departmental elimination data to DOT (OST), which in turn eliminates these transactions and balances from the consolidated financial statements of DOT.

· Inter-departmental activity and balances are between Federal departments (e.g., transactions between DOT and the Air Force).  AFM-310 enters this inter-departmental trading partner information into the FACTS I system, so that it can later be eliminated from the U.S. government-wide consolidated financial statements.

Beginning in FY 2003, agencies are required, quarterly, to reconcile the intra-governmental data in their accounting records to (1) supporting documentation and (2) the corresponding records of their trading partners.  AFM-310 will summarize/combine the intra-governmental data provided by each FAA accounting office, and coordinate the reconciliation with the trading partners.  The success of the reconciliation process, and the ability of our trading partners to agree their data to ours, is dependent upon the availability of detailed information underlying our intra-governmental balances.  In addition to the past practice of populating an Excel workbook with summary intra-governmental data, accounting offices are now required to provide the detailed information that supports the balances submitted.  The information provided should include the reimbursable agreement numbers or other identifying data, which would allow FAA’s trading partner to reconcile its recorded amounts to the FAA’s records.
  Please provide this information in a separate Excel worksheet.

 Effective March 1, 2003, The Transportation Security Administration (TSA) and the United States Coast Guard (USCG) transferred to the Department of Homeland Security (DHS). Therefore, transactions with TSA and USCG BEFORE March 1, 2003, should be reported on the Intra-departmental (Elim03DOT) worksheet. The remainder of the activity with TSA and USCG ON or AFTER March 1, 2003, should be reported on the Inter-departmental (Elim03FED) worksheet using trading partner code 70.

Instructions:  Complete the intra-governmental workbook templates that will be provided by AFM-310.   The workbooks request various information corresponding to all transactions and balances with other Federal entities.   Additional instructions are provided within each workbook.  

Please note that transactions with state and local governments are not considered to be “Federal” and thus should not be included in the workbooks (and should not be recorded in accounts with the “G” or “F” attribute which indicates a Federal transaction).  If you are unsure whether a transaction is federal or not, please call AFM-310.

Intra-governmental transactions and balances typically fall within the following general ledger accounts, although you should report all intra-governmental transactions, regardless of whether recorded to these accounts:

· Accounts Receivable-GLA 13XX Report all accounts receivable balances, by Federal trading partner, for both unbilled and billed receivables. These receivables are intra-governmental assets of the FAA.

· Advances Paid-GLA 14XX Report, by trading partner, all advances paid by FAA and outstanding to other Federal entities, for which FAA has not yet received the goods or services.  These advances paid by FAA are intra-governmental assets of the FAA.

· Accounts Payable and Other Liabilities-GLAs 21XX.  Report trading partner detail for all liabilities and accounts payable of FAA to other Federal entities.  These are amounts FAA owes to other Federal entities for goods or services received by FAA, but for which FAA has not yet paid.

· Advances Received-GLA 23XX Report, by Federal trading partner, all advance balances that FAA has received from other Federal entities, but for which FAA has not yet provided the related goods or services.  These are intra-governmental liabilities of FAA.

· Revenues-GLA 51XX and 52XX Report, by trading partner, all current year revenues, including accrued revenues (e.g. for unbilled receivables), pertaining to other Federal entities.

· Transfers—GLA 32BX/CA, and 57KA/KB. Report, by trading partner, all current year transfers to or from other Federal entities.

Elimination Workbooks:  The elimination workbook that will be sent to you from AFM-310 includes the following templates, which you are requested to complete:

· Elim03IntraX30—intra-agency eliminations (see description above)

· Elim03DOT—intra-departmental eliminations (see descriptions above)

· Elim0FED-inter-departmental eliminations (see descriptions above)

· Transfers

When completing the “Elim03FED.xls” (Inter-departmental eliminations) workbook, please provide the two-digit “trading partner” code that corresponds to each Federal agency.  The trading partner codes are provided in the elimination workbook 

This information must be provided to AFM-310 (Allison Ritman) by October 10.

Appendix C

OTHER COMMITMENTS AND CONTINGENCIES

(Not Recorded in DAFIS)

Instructions.  Complete the spreadsheet, “othr03form.xls”, for other contingencies as shown below.  The information should include the dollar amount of  contract options. You should also report the estimated dollar amount of legal liabilities of FAA for events that have occurred, but for which a legal claim which have NOT been reported to AFM-310 by the region/center or headquarters Chief Counsel’s offices.

After completing the form, please rename the file to include the region code.  For example, Alaska region’s file would be renamed “othr03 AAL.xls”, and so forth for other regions.

Appendix D

SCHEDULE OF DUE DATES FOR FY 2003

DAFIS TABLE UPDATES, OTHER SIGNIFICANT ACTION DATES AND DEADLINES

	Due Date
	Action
	Organization

	August 15
	All procurement requests must be certified for funds availability and sent to the contracting officer for action
	All

	September 5
	Cut-Off For Cross-Regional Transactions
	Accounting Offices

	September 5


	Cross Regional Purchase Requests to be Placed in Manual Review File
	System Users Release Approved Purchase Requests for DAFIS Entry

	September  6
	Update DAFIS Tables RO6, RO7, & RT1 for DELPHI conversion
	AFM-310

	September 8
	IOTV’s Initiated
	Accounting Offices

	September 10
	All requests for allowance adjustments must be submitted to the Office of Budget for processing
	All

	September 12
	All other obligation and adjustment documents must be submitted to accounting for processing
	All

	September 15
	IOTV’s Acceptance Completed
	Accounting Offices

	September 19
	Last date that invoices from Bank of America will be loaded into the National Automated Credit Card System (NACCS) which will be recorded in DAFIS against the cardholders’ default accounting string
	Accounting Offices

Program Offices using NACCS



	September 24
	Last date that updated NACCS transactions will be forwarded to DAFIS
	Accounting Offices and Program Offices using NACCS

	September 26
	Last date FY 2003 payments will be made
	

	September 30
	All DAFIS errors resulting from interface batches must be corrected. This includes payroll which will not be available until September 30. 
	Accounting Offices




Note:  See Deputy Administrator memo of June 10, 2003 and Associated DOT CFO memo of May 22, 2003 for additional information on FY 2003 accelerated year-end closing issues and dates.









        



Appendix E

SCHEDULE OF DUE DATES FOR FY 2003

YEAR-END FINANCIAL MANUAL REPORTING REQUIREMENTS
	Due Date
	RIS No.
	Report Title/Information Required
	Directive 2700.31  Requirements Reference and/or Special Instructions

	July 31
	
	Reconcile financial records as of June 30 with the official DAFIS and contracting records and report to the Office of Budget that this reconciliation has been successfully completed.
	Prepared by all LOB’s and SO’s and submitted to ABU.

	August 29
	
	Reconcile financial records as of July 31 with the official DAFIS and contracting records and report to the Office of Budget that this reconciliation has been successfully completed.
	Prepared by all LOB’s and SO’s and submitted to ABU.

	October 5
	AA 2700-6
	Report of Transfer Appropriations
	Identify financially complete projects with an asterisk (*).  Prepared by accounting offices and submitted to AFM-310.

	October 10
	
	Additional Financial Information as discussed in Part II, Section VIII of this document.
	Prepared by accounting offices and submitted to AFM-310 for inclusion in financial statements.

	October 10
	
	Summary of the estimated undelivered orders recorded in DAFIS for the period September 20 to September 30.  Refer to NACCS guidance in Section X of this document.
	Prepared by accounting offices and submitted to AFM-310 for inclusion in financial statements as an accrued expenditure.

	October 10
	
	Listing of accrued expenditures to be recorded in the Financial Statements Module as discussed in Section VII of this document.  (These are to be recorded by accounting offices in DAFIS as an undelivered order.) 
	Prepared by accounting offices and submitted to AFM-310 for inclusion in financial statements as an accrued expenditure.

	October 15
	
	Premium Class Air Accommodations Reports
	Order 1500.6A, paragraph  
3-0201.d.  Negative report required.  Prepared by AFM-310.

	October 15
	
	Report of Travel Payments Accepted from Non-federal Sources 
	Prepared by AFM-310.

	October 15
	AA-2700-137
	Accounts Receivable from Foreign Obligors
	Paragraph 367, page 205.  Prepared by AFM-310.

	October 17
	
	Report of Receivables Due From

The Public
	Must be reconciled to the 13XX general ledger accounts.  Will Be Returned for Correction, if Not Properly Reconciled.  Prepared by accounting offices and submitted to AFM0-310.

	October 18
	
	Annual “1131” (Year-end) Certification Statement
	Memorandum signed by the manager of the reporting regional center accounting office per cover letter, and Section I of this document.

	October 28
	AA 2700-67
	Report of Waiver of Claims for Erroneous Payments of Pay and Allowances
	Paragraph 367, page 203.  Prepared by AFM-310.
















Appendix F

Chief Financial Officer (CFO) Recommendations for

Immediate FAA Accounting Offices Implementation

Accounting offices should verify that each of the following actions are being accomplished locally and implement those that are not.  Accounting offices should take particular note of items 1, 2, and 4.  

1.
Review DAFIS Daily Check Tape Listing every day.  This review can be a quick scan of issued payments, but should be performed by a knowledgeable office member that does not create or certify payments.

2.
Review the access rights of all DAFIS logon identifications (IDs) in the region or center.  Assure that all IDs have only the access needed for individuals to perform their work assignments.

3.
Assure that work assignments do not violate internal controls, i.e., DAFIS security officer must not have payment certification authority.

4.
Periodically (preferably quarterly, but not less than semiannually) review all existing DAFIS logon IDs to be certain that each ID is assigned to a current employee and verify that the employee of record actually uses it.

5.
Require individuals to report to management each instance that they are requested by anyone to share their password.  A short form can be prepared locally and used for this purpose.  Management should maintain a file of completed forms for future reviews.

6.
Manage suspense accounts properly:

For current suspense account activity (recorded during the current fiscal year).

Clear routine suspense items, within one month.

Refer non-routine suspense items to a control group to resolve.

Transfer items that remain unidentified after three months to Treasury receipts.


For non-current items (recorded prior to the current fiscal year).

Immediately transfer items to Treasury receipts.

7.
Require personnel to take leave and have substitutes complete their work while they are away.

8.
Rotate duty assignments.

9.
Implement work review processes: supervisors or team leaders should periodically sample and review work of the group; managers should periodically review the supervisor and team leader's reviews.

10.
Assure that published certification procedures are strictly followed.
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� DAFIS GLAs equivalent to SGLs 1310 and 1319 can be obtained by accessing DAFIS tables and printing table T21.


� Statement of Federal Financial Accounting Standards No. 21, Reporting corrections of Errors and Changes in Accounting Principles.


� It is necessary to identify intra-agency transactions by line of business, so that they can be properly applied to FAA’s Consolidated Statement of Net Cost, which is presented by line of business.


� See Treasury’s Federal Intra-governmental Transactions Accounting Policies Guide at � HYPERLINK "http://www.fms.treas.gov/factsi/regulations.html" ��http://www.fms.treas.gov/factsi/regulations.html� or Department of Treasury and OMB Bulletin 01-09, Form and Content of Agency Financial Statements


for more detailed guidelines and examples.  
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