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Division of Budget an alysis
Subject: Fiscal Year 2009 Year-End Closeout Process
As the current fiscal year-end is rapidly approaching, it is necessary to give special attention to certain Year-End

procedures. With a consolidated Controller’s Office, it continues to be critical that the Budget Officers (both
Division and Institution) work together to ensure that all aspects of the Year-End closeout process are addressed.

To assist in this process, our two offices have developed the following list of tasks relating to Year-End closeout and
preparation of the Comprehensive Annual Financial Report (CAFR) that need division/institution involvement and

support. There are two attached matrices to this memorandum. The first matrix has been developed to assist in

identifying which items are the responsibility of divisions/institution management and which sections of the DHHS
Controller’s Office are responsible for handling various items for Year-End closeout and the CAFR. The second

matrix has been developed to more specifically identify the absolute deadline dates, tasks. and responsible work
areas within the divisions/institutions and the DHHS Controller’s Office that are needed to ensure that all DHHS

divisions have certified their year-end reports by July 16, 2009 as instructed by the Office of the State Controller and

the Office of State Budget and Management. The tasks identified are:
e Travel Advances must be repaid no later than June 26, 2009.

e  Petty Cash/Imprest Cash accounts must be reimbursed, deposited with the local State Treasurer’s

depository and closed out as of June 30, 2009. Letters requesting establishment or re-establishment of

petty/imprest cash funds for July 1, 2009 should be sent to the Controller’s Office no later than

June 10, 2009. The letter should also include justification to maintain or continue the funds at another
level. Checks to establish the petty/imprest cash funds will be issued as soon as the July allotments are

approved and posted.

*  Deposit information regarding deposits made at outside banks on Tuesday, June 30 must be forwarded

to and received in the Controller’s Office, Accounts Receivable Section, no later than July 1, 2009,
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Instructions directed to DHHS Divisions/Offices

The Controller’s Office, General Accounting and Financial Management Section, is organized into four (4)
Branches with Branch Heads assigned as follows. Please direct your correspondence/questions regarding Year-End
close-out, other than inventories of postage, supplies, and contingent liabilities, to the Branch Head responsible for
your Division as follows:

Larry Bowlin (Team A) Phone (919) 715-89835:

Division of Medical Assistance

Division of Social Services

Child Support Enforcement Accounting

Divisions of Services for the Blind and Deaf & Hard of Hearing

Deborah Barnes (Team B) Phone (919} 715-8917:
Division of Health Service Regulation

Division of Child Development

DVR Disability Determination Services

Division of Aging and Adult Services

Margie Whitfield (Team C) Phone (919) 715-9058:
Office of Education Services

DHHS Central Administration (Office of the Secretary)
Division of Vocational Rehabilitation Services
Division of Public Health

DMH/DD/SAS

Michelle Lassiter (Team D) Phone (919) 715-9048
DMH/DD/SAS Institutions

Please direct your correspondence/questions regarding inventories of postage, supplies and contingent liabilities to
Scarlette Edwards at (919) 855-3718 who is the Branch Head responsible for Federal Funds and Financial
Statements.
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Instructions directed to DMH/DD/SAS Institutions

Budget Officers of DMH/DD/SAS Institutions should direct their questions to Michelle Lassiter or one of the three
Controller's Office Fiscal Officers as appropriate for such topics as inventories of postage, supplies, contingent
liabilities, fixed asset inventories, petty cash, capital improvement reports, etc.

Attachments

ce: Executive Committee
Division Directors
Judy Gay

Jack W. Chappell

Larry Huffman

Curtis Crouch

Jim Slate

DHHS Budget Analysts

Terry Hatcher

GA/FM Branch Heads

Program Benefits Branch Heads

Fiscal Officers, Controller's Field Offices
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