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What is an Encumbrance?

v An encumbrance is a special type of accounting transaction that
anticipates a future expenditure from commitments related to
contracts not yet performed, and purchase orders not yet filled.

v Funds are encumbered, or set aside, in a particular appropriation
budgetary account for a specific future purpose.

v Encumbrances are used to control expenditure commitments for
the year and to enhance cash management.

v/ An encumbrance is the first part of a three-part process for
purchasing and paying for goods or services. (The other two parts
are the Accounts Payable process and the Cash Disbursements
process).
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What are the advantages of using
an Encumbrance System?

v" An encumbrance requires that proper authorization
must be obtained before a purchase takes place
and before a financial commitment occurs.

v" An encumbrance system is proactive rather than
reactive since the Executive Office and the Board
of Supervisors can approve, question, or if
necessary, pre-empt a potential commitment of
funds from taking place before a legal liability is
incurred.
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What are the advantages of using
an Encumbrance System?

v" An encumbrance approval system recognizes
budgetary constraints. By ensuring that the available
balance in a budgetary account is sufficient to allow the
purchase commitment, the organization is prevented
from over-spending before the commitment takes
place. If a budgetary account lacks sufficient funds to
place the encumbrance, management can take steps to
adjust or revise its budgets if it wishes to move forward
with the purchase.
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Schedules K and K-1

Request For Encumbrances

Only commitments with currently available budgeted
appropriations can be encumbered. Requests for
Encumbrances cannot exceed approved Net County Cost.

Approved Net County Cost Actual Net County Cost

Budgeted Appropriations Actual Expenditures

Less: Est. Dept. Revenues Less: Actual Dept. Revenue
= Budgeted Net County Cost = Actual Net County Cost

‘Cannot Exceed’

2023 YEAR-END TRAINING

Schedules K and K-1

Request For Encumbrances

We use two schedules to document
and record an Encumbrance

Schedule _ Purpose

Schedules K Purchase Orders Only

Schedules K-1 Contracts, Form 11s,
MOUs, Form 5s, H-11s
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Schedules K

Request For Encumbrances

Events/Transactions Not Qualifying For Request For
Encumbrances:

v' Goods or services received prior to or on June 30
 These become liabilities
* Pay through PeopleSoft by August 11, 2023 or
* Accrue on Schedule A, G, or |

v Undelivered goods or services as of June 30 that are
less than $5,000

v Requisitions are requests and Estimates are just an
estimate and neither qualify as a commitments or
obligations.

m 2023 YEAR-END TRAINING
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Schedules K - Request For
Encumbrances

PO Rollover

v’ Please let Helga Schweitzer hschweitzer@rivco.org
know ASAP if your department for whatever reason
wants to be excluded from the PO Rollover Process.
Please note that this is regarding the regular PO
Rollover process that will take place on June 30th,
NOT the Blanket PO Rollover.
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Schedules K - Request For
Encumbrances

PO Rollover
v The PO Types that are included in the PO Rollover are:

PO Type PO Type Code PO Type Description

ELVPO ELVP Extended Low Value PO

ELVPO-S ELVS Extended LVPO Services
FinPurch FIN Finance Purchase

LeasePymts LEAS Lease Purchase

LVPA-S LV-S Low Value PO Services

LVPA LVPA Low Value Purchase Authorization
Regular-G REGG Regular PO Goods

Regular-S REGS Regular PO Services

Sole Src-G SS-G Sole Source Blanket Goods

Sole Src-S SS-S Sole Source Blanket Services

V" The PO must have a Status of Dispatched or Pending Approval

m él-'jJTDRIg—L?E% 9 2023 YEAR-END TRAINING
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Schedules K Encumbrances

On July 5th, Encumbrances reports will be posted on the
Auditor Controller website under “Reports”

[ v iy
DRI :
e e prewrs Prn—

Message from the Auditor Controller
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General Accounting Reports and Publications

Schedules K Encumbrances

The fcluing reports end publicaions can b found in the General Accounting Report ard Pubicedons page:
+ ACO Accourting Caencar and Curoff Schedule
+ ChatofAccours
+ General Fund Daly Cash 3elance
+ Gen Form *4 (Expense Reimoursament Clom)
+ Retur Property Tex Wartanty
+ Spetiel Distict Reports

« Stale Datec Warrants

« Year =nd Publications

General Accounting Reports and Publications

Oficial County Reports

3rd Quarter Schedules

ACO Accounting Calendar and Cutoff Schedule

Chart of Accounts

General Fund Daily Cash Balance

Gen Form 14 (Expense Reimbursement Claim)

Return Property Tax Warrant

Special District Reports

Stale Dated Warrants

Year End Publications

Year End Publications

B 2022 YE Manual
The purpose of the Year-End Closing Manual is to

end financial data

Year End Training Prs

AUDITOR
CONTROLLER

11
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Year End Publications

End Closing Manual is to

Department Reports

Schedules K

Request For Encumbrances

A listing of Schedule K reports will be displayed. Each listing is a link to
Excel files that can be either saved to your own computer or printed.

Account Fund  Dept E::g;‘
420000 ER 2021
440000 e 2021

Budget Expense P Available Buc
292935469.000 222790732230 63241516210 2842862040 4,060,358
34343681000 28,003,759 860 6.312.723.560 0.000 21,19}
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Schedules K

Request For Encumbrances

v’ Save your Business Unit to your Computer

v" There will be a tab for each of the reports:

* RVPOAG621D - Sorted by Business Unit, Dept ID and
Account (Summary)

* RVPOAG21B - Sorted by Business Unit, PO, and PO
Description (Detail)

13 2023 YEAR-END TRAINING

13

Schedules K (Summary) Report

This is an example of what your Summary Schedule K report RVPOA621D
will look like.

Schedule K Summary Report
Business Dept
e Fund Dept ID Approp Total Approved
ni
Amount

| 10000 Approp 2 139,187.21

Approp 2 198,614.01

Approp 4 130,500.00

Approp 2 5,992.70

33600 Approp 2 24,000.00

|EErotal 498,293.92
Department Head Approval Signature DATE
Executive Office Approval Signhature DATE

Detail

14 2023 YEAR-END TRAINING
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5/26/2023

Schedules K (Detail) Report

This is what your Detailed (RVPOAG621B) Schedule K Report will
look like. You must include support for new or partial POs that did
not rollover to the new year.

County of Riverside
Encumbrance Line Item Detail Report
Report ID: RVPOA621B - Sorted by Business Unit, Fund, Dept ID and Account with PO Description

525440) l6477- 21-0009029  * 8,661.21 Print, Insert and Mailing services BP0
525440 21-0009029 90,950.00 USPS Postal charges for Print, Insert and Mailing Services

522310 21-0013315 14,176.00 Build existing AO3 Herman Miller furniture

523840 6392- 21-0020256 5,000.00 Pictometry Connect Gov 100 Package

QUOTE REFERENCE: TC_RV_101 DATED 2/25/2021 Artifcial Intelligence and Machine
Learning Project - Property Change Detection Change detection on 2016 and 2019 aerial
525440 6392- 21-0020679 20,400.00 imagery - Pipeline preparations and customization of Al models for Riverside Coun

INVOICE #: 025-329886 DATED 3/31/2021 LICENSE AND MAINTENANCE FEES FOR
525440 6307- EM510088 210027149 24,000.00 HISTORICAL INDEX
525320, 6307- 210030391 2,019.75 Invoice #: 204026 dated 4/20/2021 0876/2021-02/SEC GRD GTWY;
525320 6307- 210030392 2,037.35 INVOICE #: 204152 DATED 5/4/2021 0876/2021-04/SEC GRD GTWY
523680, 6307- 210023066 6,913.24 2C300 1D Card Printer
523680, 6307- 210023066 65.25 Printer Accessories - cleaning kit
523680, 6307- 21-0023066 474.37 Printer accessories - ink ribbon
525440, 6307- 210001189 17,453.15 BPO for Fraud Service Courtesy Notices
523800, 6307- 210013441 4521825 Sole Source Request
527510 6307- 210030547 17,732.78 INVOICE #: INV-KT-000940 DATED 4/28/2021 1024/2021-02/MICROFILM IMAGES
528180, 6307- 210030547 187.65 FREIGHT FEES
527510, 210030547 16,116.14 INVOICE #: INV-KT-001266 DATED 5/28/2021 1024/2021-03/MICROFILM IMAGES

2023 YEAR-END TRAINING
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v" Review Schedule K Reports v" Do Not add columns to
V' Determine appropriate Schedule K

v You do not need to submit identifiable information to

v" Do Not include Schedule K-1 v' Send Excel Workbook and

v" Do Not change the amount in

AD|

How to complete Schedule K

encumbrance amount v" Do Not include personally

multiple copies for each Fund PO’s that will be visible on
and Dept ID Schedule K

items on Schedule K scanned copies of supporting
documentation related to

ADDED PO’s to

the Total column )
acoyearend@rivco.org

AUDITOR
CONTROLLER
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Schedule K - Request For Encumbrances

County of Riverside

FY 2020 Encumbrance Summary Report
Schedule K Summary Report

Business Rept
Unit Fund Dept ID Approp Total Approved
Amount
I 10000 Approp 2 18,137.95 0.00
Approp 2 928,349.57 135,785.97
Approp 4 72,753.75 0.00 |
Approp 2 56,864.98 59,400.00 |
| 21841 Approp 2 11,235.04 0.00
[ Totat 1,087,345.29 195,185.97
Department Head Approval Signature DATE
O8/07/2020
Executive Office Approval Signature DATE
- — g/ froz0

* Please Remember to Include the following Reports with Dept Head Signature
Report 1D RVPOAS91 REMAINING ENCUMBRANCES REPORT
Report ID: RVPOASS1 REMAINING PRE-ENCUMBRANCES RPT

17 2023 YEAR-END TRAINING
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Pre-encumbrance and Encumbrance

Schedules

v" Pre-encumbrances and encumbrances should
be cleaned up as much as possible. Once the
clean up is complete proceed with the

following steps as a supplement to Schedule
K and K-1:

* Create a spreadsheet of all the remaining REQs
and POs that are valid.

* Print the spreadsheet and attach it to the
RVPOAS551 and RVPOA591.

18 2023 YEAR-END TRAINING
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List Explorer

View Reports For

stration | Archives

Administration ‘ Archives

Schedules

UseriD F Type
v Purchasing Reports v | Instance

Status. Folder
Report List
| Q

Report Pres. S
Seleet o rtncs Description
6600855 5774740

PeopleSoft - Report Manager Module

Last

6690844 5774726 OQuistanding Pre-Encumbrance J ¢

Request
Date/Time

(
1

1

Format

Report Manager

Days v

View All

Status

Pre-encumbrance and Encumbrance

Ensure that
you have the
PO Inquiry Roll
to view these

reports

2023 YEAR-END TRAINING

Report ID: RVPOASSI

POSB PH BU

W (0000000064
W (0000000064
W (0000000065
W 0000000065
W 0000000065

(0000000067

=

0000000168
0000000171
0000000171

W

B — —

PeopleSoft

B
REMAINING PRE-ENCUMBRANCES RPT

$3,198

$6.420
$95

.00
$56.

97

$0.
$0.

Pre-encumbrance and Encumbrance Schedules
Supporting Document — RVPOA551

00

00
00

Page No. |
Run Date 05/06/2023
Run Time 19:30:34

Remaining Amount

$753.48
$296 .47
$2,942 61
$1,257.39
$238.99

2023 YEAR-END TRAINING
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Pre-encumbrance and Encumbrance Schedules
Supporting Document — RVPOA591

Report ID: RVPOASSI Page Mo,
Run Time

VRB BPPHBU PO 1D Line  ScheduleDistrib PO Amount Posted Vouchers

W N 0000002218 | | | $3,200.09 $0.00

W N 0000002218 2 | | $1,367 41 $0.00

W N 0000002218 3 | | $259.90 $0.00

W N 0000002224 | 1 | $6,351,00 $0,00

W N 0000002224 ! | 2 $783.00 $0.00

W N 0000002224 1 1 3 $1,566.00 $0.00

W N 0000002224 2 | | $1,587,75 $0.00

W N 0000002224 2 | 2 $195.75 $0.00

W N 0000002224 2 | %) $301.50 $0.00

W N 0000002224 3 | 2 $97.88 $0.00

W N 0000002224 3 | 3 $195.75 $0.00

PeopleSoft

p
REMAINING ENCUMBRANCES REPORT

Run Date 05/06/2023

2023 YEAR-END TRAINING

1
19:31:50

Rematning Amount

$3,200.09
$1,367.41
$259.90
$6,351.00
$783.00
$1,566.00
§1,587.75
$195.75
$391.50
$07.88
$195.75

County Of Riverside
REQUEST FOR ENCUMBRANCES
As of June 30, 2023
Available for Encumbrance
For Fiscal Year Ended June 30, 2023
Due: July 21, 2023 to CEO
August 10, 2023 to ACO
SCHEDULE K-1

Schedule K-1 Sample

AUDITOR

CONTROLLER
COUNTY OF RIVERSIDE

“if the amount dus is estimated, attach an explanation of the method of computation.
IMPGRTANT. If this form is nol applicable, indicale its omission on Schedule N - the tansmittal letter

Preparcd By: Phone No Approved By:

Revised 03/10

A |AUDITOR »
CONTI ROLITE?‘

Date:

(Refer to Year-end Closing Manual, Chapter 6) CEO Analyst Approval Date:
Encumbrance commitment made by: A-C Budget Review: Date:
Fund No: Funding Source:
Business Unit Fund Name:
Dept ID. Dept. Name: Page of
Note: Line items MUST have a commitment amount equal to or greater than $5,000.
Please attach copies of Form 11's or excerpts of Contracts
Party Satisfying Commitment In New [ Q)
Year: Contract/ Agreement | Estimated
@) ©) @) © Authorization Date
Name of Commitment  |Expenditure| Description BOS Obligation
Individual, Busiiess ) Amount * Account of Goods/ Setvices Agenda Agenda Salisfied
Est* >$5,000 To Be Received Item Date & Paid
SCHEDULE K-1 TOTAL so

2023 YEAR-END TRAINING
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Schedule K-1 Request For
Encumbrances

County Of Riverside
REQUEST FOR ENCUMBRANCES
Governmental funds only
(Contracts and form 11 items only- no purchase orders)

Schedule K-1 Procedures
Party Satisfying Commitment In New Year. Please enter the following information regarding the future commitment.
(a) Name of Individual, Business or Organization - Who do you have a commitment with? Enter their name.
(b) Est. - Is the amount of the commitment an estimate? Enter an "E" if it is an estimate and attach an explanation of the method
of computation.
(c) Commitment Amount > $5,000 - Enter the commitment amount, this amount MUST be greater than or equal to $5,000.
(d) Expenditure Account Code - Enter the expenditure account number where the commitment amount will be charged to.
(e) Description of Goods/Services To Be Received- What type of service or good will be received from the commitment
(f) Contract/Agreement Authorization - Enter the Board Agenda ltem Number and the Agenda Date when the commitment was
approved by the Board of Supervisors. For Example: 3.1 2/26/2023
(g) Estimated Date Obligation Satisfied & Paid - Enter the date the commitment is expected to be satisfied and paid in full.

m é)LgITDRIgSE% 23 2023 YEAR-END TRAINING
COUNTY OF BIVERSIDE

Schedules K and K-1

Request For Encumbrances

v Submit the complete package to your
management analyst at the County
Executive Office by Friday, July 21, 2023.

v" Completed Schedules K, K-1, Pre-Encumbrance &
Encumbrance Reports along with all supporting
documentation are certified by the department head when
signing and dating the schedule(s).

24 2023 YEAR-END TRAINING
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Schedules K and K-1

Request For Encumbrances

v Approved Schedules K and K-1 are to be
Frovided from the EO to the ACO by 8/10/23

or consolidation and calculation of:

* FYE Encumbrance amounts

* New year departmental increase in
appropriations amounts

Schedules K and K-1

Request For Encumbrances

v ACO to provide summary data for FYE
Encumbrance and new year departmental
increase in appropriations to EO by 8/23/23

v EO to prepare and submit Form 11 for Board
approval on 9/12/23

26
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Frequent Errors
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Frequent Schedule K and K-1 Errors

v" No supporting
documentation:

v" Schedule K-1: Did not
attached Form 11, Form 5

v’ Schedule K: Make sure amount
on detail schedule ties to
summary schedule

v New PO’s that were not on v If your intent is to encumber a
Schedule K. PO, You must have that
V' If the PO is alread amount in the Dept Apﬁroved
included on Schedule K, Amount Column on Schedule
you DO NOT have to K
provide another copy v If you do not need to
¥ DoNOT change Total amount ~ Sneroet an fands you €0
or add additional columns on and ACO
Schedule K v" You will ONLY submit these
v" Do NOT include an item on schedules if you are requesting
both schedules to encumber funds
AUDITOR o
m) CONTRO“;EE 28 2023 YEAR-END TRAININ

28
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County of Riverside County of Riverside
FY 2015 Encumbrance Summary Report FY 2015 Encumbrance Summary Report
Schedule K Summary Report Schedule K Summary Report
Dept Approved Al Dept Approved
Fund | Dept ID | Approp Total ATYOURE | pprop Total

Amount
T

Too0 Toror? TR S0 (5
00 2 $

Department Head Approval Signatu

Executive Office Approval Signature

Report ID: RVPOAS51 REMAINING PRE-ENCUMBRANCES RPT

AUDITOR
MD |CONTROLLER 29 2023 YEAR-END TRAINING
ICOUNTY OF RIVEESIDE

29

Projectbelon $5K threshald
Projct oelow $5K threshold
Projct oelow $5K threshold
Projectbelon $5K threshald

AUDITOR
MD |CONTROLLER 30 2023 YEAR-END TRAINING
ICOUNTY OF RIVEESIDE

30
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Frequent Errors

Schedule K-1

REQ

For

SCHEDULE K-1
(Refer to Year-end Closing Manual, Chapter 6)
Encumbrance commitment made by:

Fund No: 10000 Funding Source: Budget
Business Unit:

County U Riverside
UEST FOR ENCUMBRANCES mffgﬁ?@%@
As of June 30, 2014 COUNTY OF RIVERSIDE

Due July 11, 2014
Available for Encumbrance
Fiscal Year Ended June 30, 2014
Due: July 11, 2014 to CEO
July 21,2014 t0 ACO

CEO Analyst Approvalt J4 ¢t
A-C Budget Review! |

%%”/ Dol vue _F ey free
7 Dator i

Fund Name: General Fund

*If the amount due is estimated, atta

Hevised 06/14

Dept ID: Dept. Name:
Line items MUST have a commitment amount equal to or greater than
Please aitach coples of Form 11's or excorpts of Contracts
Farty Satisfying Commitment in New @ @
: Contract/ Agreement | Estimated
@) () (d) (e) Authorization Date
Neme of Uescription BOS Obligation
Individual, Business () Amount* | Account of Goods/ Services Agenda  Agenda Safisfied
or Organization Est* | >$5,000 Code To Be Recoived L Date
Public | lealth 4200100000, 93300 $470,210 520250| Antennas--RVerwalk Parkway RCIT Cost Est_ 03725714 |
WIC 4200101300; 6612; HS100004 $10.153 | 522310|Tenant Improvement--Neighborhood WIC zrm 5wz o17A|
PH Lab 4200100900; 95000 $58,098 |  522310|Remodel TB test section lab om 5 112712
MuM‘XmU
E=rimasdd
SCHEDULE K-1 TOTAL $538460]

h an explanation of the method of computation.
IMPORTANT: If this form is not applicable. indicate its omission on Schedule N - the fransmittal letter.

Preparcd By: ‘Pllune 951-358-5054

O
el bl
Approved By: — Date: 711012014

Cactessbn~

m’) AUDITOR
CONTROLLER
COUNTY OF RIVERS

31 2023 YEAR-END TRAINING

31

F
Sc

requent Errors

edule K-1

Cost Estimate

Riverside, CA

March 25, 2014

g;"@l’f

RCIT Cost Esfimate
e
Customer Estimate Cost Summory
Function and Activities Estimated Monthly Recurding Estimated One-Time Costs
Cabling infrastruciure s 208,320.00
Telephone installation 3 __16,290.00
Cornet Installation g 8998000

Radio nstallation

0

Telco Circuits Direct billed by Tefco)

Analog Circuits 1,500.00 2.500.00
71 Voice Circuits 5 ]

Estimated Data Circuit Charges 3.000.00 2,000.00
Metro Ethernet Circuits s

Contingency s

Fax S0

Total Estimate Cost g

Validity of Estimate

RCIT hereby affirms that the above pricing and engineering design is based upon current
market pricing, Board approved rates, and industry standards. Estimates are vaiid for 30 days

m’) AUDITOR
CONTROLLER
COUNTY OF RIVERS

from the date of the proposal.

32 2023 YEAR-END TRAINING
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Schedule K &

Fre((]luent Errors

K-1

33

e

23640 appop2

Schechle -1

04 Schedule -1
05 Schedule -1

e 176000

Approp 2 Total

oD

0000 52EN0  Appop2
00 2360 Appop2

pfcet 1wt Tray Feeder (2erCES3

a & 3 5 K L N o 3 s v %
01 ACO
Dept Requested o
Schedule | Fund | Account | Approp PO No AgendatForm5 | NewPD # Encumbrance Desc i Comments
i Encumbrance

Amount
7 Schedle K 00| SZE00  eppop2  OOODNDGLAS BB Laborto nstl eipment 18000
8 |Schedule K 00| 5200 appop2  OOOONDGLAS 377228 Code 3Equipment A
8 | Schedule K 00| 5200 eppop2  O000NDGLA7 B0 Laborto nstl euipment 18000
D Schedule K 00| 5200 appep2  O000N0GKA7 377220 Code 3Equipment A
| Schecle K 00 S0 sppop2  TODONOECES 342460 HP Laser JetErlerpise S00MED2ch (PartiCESS0AHE( 348
2 Schede 0D SR sppop2  TODONOECES SED.40 H Laser et T01-Sheel Incul Tray (FathCE 38¢) 040
3 Schede o0 52340 appon2 'nnnnnnmaTotaI for PO 80080 P LaserJot 500 Sheet nput Tray Feeder (3ariCESSS 15080
4 Schede 0D S sppop2  TODONOECES SB6.88 H? Frobook 340614 el Core, 4GB RaM, T2EGBS 98638
5 Schedue 00| 52340 approp2 'nnnnnns[aaSO 16 is $‘| 3.734 240 CAE Waste 4
6 Schedue 0D ST sppopz  TODONOECED ’ 53400 31 Aceidertal NEL O site Coverage 330 (4U4UE) EI
167 | Schecle K. 10000 523640 appop2 'nnnnnnsunCannot have (o] 91048 HP Laser Jet Erierpise 600 MED2ch (PartiCESH284B( 91248
8 Schedue IR S UCu - IAIIED HP Laser et B0-heel Input Trap (PrtiCE 364) 3me
wope e CNEAUIE gl S00SheetInpu Tray Fesder (artiCESSH 1508

v
sppop2  DU0NNECS (455,00 HP Laser ot PMiagse B00HE02ch (PartiCE3S254( 84500
rmsochedule K-1

Schedulek, sppop2  DUODNECE 452000 HP Laser Jt 503-Shi Ingud Tray (PathCES384) 35000

176000

—— 54200
Toonouenss 546200

PROV-007 Toomoueass 62700

Schechle i

00| 5230 approp2

ooceos BB
4
i

PROV-0B24

Irstal code 3 equiptin vehicle (siren, hom and basku:
Irstal code 3 equiptin vehicle (iren, horn and backuz
3HP Laserit ME20dn ith Fay anc feeder
aserict MB02:kn vith Fay anc fecder

8HP Laseriet  ray anc Fesclr

Includec vith Schedule K
Includec vt Schedule K
Include vt Schedule K
Incluclec vitn Schedule K
Incluclec vith Schedule K
Incluclec vith Schedule K

Approp 2 Total 56,0400

AUDITOR

CONTROLLER
IDE

o0

33

2023 YEAR-END TRAINING

34

Frequent Errors

Schedule K Accruals

ED{ACO

Dept Requested . -

Schedule | Account  Approp | Class | PONo Encumbrance Desc HEOT AP Accrual? Comments

Encumbrance
Amount
Amount

‘SChEdU\E 528500 Approp2 4125- "0052434 16,000.00 PERFORM DESIGNS AND CONSTRU( = AP Accrual  Picked up in AP Accrual
Schedule] 528500 Approp2 4125- 0052436 14,000.00 PERFORM SERVICES FOR RCRMC'S - AP Accrual Picked up in AP Accrual
| Schedule| 528500 Approp2 4125- "0052437 6,000.00 PERFORM DESIGNS AND CONSTRU( = AP Accrual  Picked up in AP Accrual

Accrual Fund |Account PO No. Amount % Invoice Date Year Vendor
1st 10000 528500 6,000.00 293485 6/6/2014 2015 93167
1st  10000| 528500 14,000.00 292845 12/11/2013 2015 93167
1st 10000 528500 16,000.00 293425 6/2/2014 2015 93167
AUDITOR 34 2023 YEAR-END TRAINING

o0

CONTROLLER
IDE

5/26/2023
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| FM05420005767 | 84,048.00

Schedule K-1] 4200600000 527680 Approp2 FM05420005767 2014006767

Dept Requested
Encumbrance
Amount

84,048.00 Installaion of double digitalsign atentran (_ 4865000 Balance Per FM

35,398.40 | (10,139.41) 48,650 | 527680-10000-4200601300

MD |m 35 2023 YEAR-END TRAINING
ICOUNTY OF RIVEESIDE
35
County of Riverside
FY 2016 Encumbrance Summ:
Frequent Schedule K Su:r:ary u::,:epm
Errors
Unit Fund | DeptID | Ap Total |PePtApproved|
Request For l i Amount
10000 Approp 2 11,700.00
Encumbrances grem T

Department Head Approval Signature DATE \

- 5

. s
Executive Office Approval Signature DATE

P ot/

* Please Remember to Include the following Reports with Dept Head Signature
Report |D: RVPOAS91 REMAINING ENCUMBRANCES REPORT
Report ID: RVPOASS1 REMAINING PRE-ENCUMBRANCES RPT

e
%\a»{\\

¥ o
MD |m 36 2023 YEAR-END TRAINING
ICOUNTY OF RIVEESIDE
36

5/26/2023
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Properly
Completed

Schedule K

County of Riverside

FY 2018 Encumbrance Summary Report
Schedule K Summary Report

Dept
Business | nd| DaptiD | Approp | Total | Approved
Unit
Amount
TSARC 21050 5200100000 Approp 3 30,00000 62,39051
| TSARC Total | so.oon.oul sz,sso.s:l
Department Head Approval Signature DATE
o L ~ [~
-/Z;nya S, Harris 7SS
Executive Office Approval Signature DATE
= . =/ /
C_@.l?{‘([{((l(’ @ﬁﬁe YL (P8 {1

-F

Report ID:

 Indude the ith Dept Head Signature
Report ID: RVPOASS1 REMAINING ENCUMBRANCES REFORT

REMAINING PRE- £5 RPT

37

2023 YEAR-END TRAINING

m AUDITOR
CONTROLLER
COUNTY OF RIVERSIDE
37

County of Riverside
Encurmbrance Line ltem Detail Report

Report ID: RYPOAG21B - Sorted by Business Unit, Fund, Dept ID and Account with PO Description

Properly Completed Schedule K

38

-
=Ry
]

I ‘ R o
Arourt
536240 54375 0000009348 1 15,000.00 EMPLOYEE ENGAGEMENT SERVICES
536240 54375 0000009349 1 15,000.00 EMPLOYEE ENGAGEMENT DELEGATE AGENCY
523840 o0z 1 33,100.35 HP PROBOOK NOTEBOOK
523840 000000326 2 4,320.00 HP CARE PACK 3 YEAR SERVICE
523840 0000009326 3 6.575.00 LICENSE
523840 0000009326 4 324.00 E-WASTE
523840 0000009333 1 17,128.13 HP ELITEDESKTOP
523840 0000009333 2 628.03 MOUNTING BRACKET
52340 . 0000009333 3 315.00 HP CARE PACK HARDWARD SUPPORT
30,000.00  62,390.51
\ \
Schedule K Summary Ré‘an \
Business e
ont . |Fund| eptio | Approp \Yu!.al N\)vaed
Ambunt
B oo | | oo | Yoo ot
o

2023 YEAR-END TRAINING

m AUDITOR
CONTROLLER
COUNTY OF RIVERSIDE
38

5/26/2023
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County Of Riverside
REQUEST FORER  MBRANCES
As of Juna 30, 2018
Due July 13, 2018
Available for Encumbrance
For Fiscal Yoar Endod Juno 30, 2018
Due: July 13, 2018 to CEO
July 23,2018 to ACO
SCHEDULE K-1
(Refer to Year.ond Closing Manual, Chapler 6] CEO Analyst Approvals, e &y 8

Properly Completed Schedule K-

AUNTOR

COUNTY OF RIVERSIDE

Date: 7/ /1 /’3

Date:

Encumbrance commitment made by: A<C Buriget Review.
Fund No: 10000 Funding Source:
Business Unil: Fund Name: General Fund
Dep! ID: Cept, Nom]

Plons attach coples of Form 11 or excerpts of Contra

Note: Line ftoms MUST have a commitmont amount aqual 1o or gmurmn isvw |

S

Party Salisfying Commitment In New

0ar;

I ] @
Contract/ Agreement Estimated

lcustomize the base system of (o
(Quantum Traasury softwaro 1o meet
lour customized accounting neads.

(a) ic) (d) (&) Authorization Date
 Nemaof Commitment Daserpiion = BOS ~| obiigation
Individusl, Businoss (0) Amount© | Acoount of Goods/ Services Agenda  Agends | Satisfied
or Organization Estt|  >$5.000 Code To Be Recaivad ftem Date & Paid
FiS Avantgard LLC $324000 | 528440 | Adeifionsi cost necassary 1o 340 0612118 | oarzoizots)

SCHEDULE K-1 TOTAL $324,000
“If the amount due is ttach ‘the method of
IMPORTANT: If this form Is net zDDh..ﬂh\!) indicata its omission on Schedule N - the lransmittal leller.
Revised 0310
Prepared By: [ Phone No.: _951-955-3393 Approved By:

A |AUDITOR %
CONT! ROLIT;E)FE'

2023 YEAR-END TRAINING

39

Properly

County Of ~'verside
REQUEST FOR E..CUMBRANGES
Ag of June 30,2018
Due July 13, 2018
Avallable for Encumbrance
For Fiscal Year Ended June 30, 2018
Due: July 13, 2018 to CEO

July 23, 2018 to ACO

Encumbrance commitment made by ACBudgetReview

SCHEDULE K-1 ot é Z \/ 7/ /
(Refer ta Yaar-end Closing Manual, Chapter 6) CEO Analyst Approval Date: 1 [18

mpleted Schedule K-

m" “"UDITOR
4 1 ONTROLLER

COUNTY OF RIVERSIDE

Date:

IMPORTANT: If this 1

Ruvisod D10

A |AUDITOR w0
CONT! ROLIT;E)FE'

Fund No: Funding Source: Depi] r-mus
Business Unit z Fund Na =
ot 1D: Depl. Name: Page af
Note: Line items MUST have a commitment amount to or greater than $5,000.
Ploaso aftach copies of Form 11's or excerpts of Contracts. >
m @
tin N
@ (e} () ) Authorization Date
tame of P Description BOS Obligation
Individual, Business ®) Amount * Account of Goods/ Services Agenda Agenda Satisfied
or Organization Estt|  >85000 Cade To Be Recelved Hem Date & Paid
[Em] $18,500 |  §48140|Conference Room Bench Seats  [Fom 5 9/15:2018
2018009162
SCHEDULE K- TOTAL $18,500 = E
*If the amount dua is E!Uml'ﬂd‘ altach ai of the method of

Ol t app! (nhh- ndicate its omission on Schedule N - the transmittal letter P
Prepared By. _ [N Phone No. 051-955-0839 APpmvsﬂfB/ Date: 2[ ;éu

7]7,4])‘5

2023 YEAR-END TRAINING

40
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Schedules K-1 Encumbrances

County Of ~ rerside
REQUEST FOR Ei.UMBRANCES
As of June 30, 2015
Due July 10, 2018
Available for Encumbrance
For Fiscal Year Ended June 30, 2014 .

Due: July 10, 2015 to GEO 215 JUL 15 ABI
July 20, 2015 to ACO

VL
j

SCHEDULE K-1

1:28

WDITOR
1CONTRGLLER
COUNTY OF RIVERSIDE

(Refer to Year-end Closing Manual, Chapter 6) CEO Analyst Appro St 2.
Encumbrance commitment made by A-C Budget Reviewd 2~ Date:<
Fund No: 10000 Funding Source:
Business Unit Fund Name: General [
Cept 1D: Dept. Name: Page 1of 1
Note: Line items MUST have a commitment amount equal o or greater than $5,000.
Please attach copies of Form 11's or excerpts of Contracts -
Party Satisfying Commitment In New ® (@
Year: Contract/ Agreement | Estimated
@ (©) (@ () Authorization Date
Name of Commi Description BOS Obligation
Individual, Business (b} Amount * Account of Goods/ Services Agenda  Agenda Satisfied
or Organization Est*|  >85000 Code To Be Received Ttem Date & Paid
Juvenile Services Division - Redesign the
EDA/Facilities Management $54,596 53 are for safety and ergonomics. |Form b B/3012016
Rivarside County Informatinn Technolagy New Ranning Office Iease - computer and cable
(RCIT) $119.700 | 520250/instaliation 3.13 01/15/14 6/3012015
BGHEDULE K-t TOTAL $174,298

*If the amount due is estimated, attach an explanation of the method of computation.
IMPORTANT: if this form is not applicable, indicate its omission on Schedule N - the transmittel letter.

Prepared By:

I Phone No - (951) 9552981 Approved 8)

Date 711012015

41

A5

42

AD

Schedule K1 Jeig St
Supporting [l satwe B
Documents N =

AUDITOR “
CONTROLLER

2023 YEAR-END TRAINING

PROJECT REQUEST (FOR

To: Eca

1-5)

mom ent Agency, 3403 Tenth Sirest, Sulte 300; Rivarside, GA 92501
Instructions: Raquestor will complats Section | only. Ferward Original 1o Economic Development Agency.

|SCOPE OF WORK REQUESTED:!

[SECTION | - CONTAGT, WORK LOCATION AND SCOPE DF WORK INFORMATION

[Estimate to redesign the lobb

ACCOMPLISHED BY:

new window coverings, and new carpet. There nﬂl akeo be addtional spacs that
redesign. Work may be done In muliple phases. Requesting Nancy Cano

petch and paint the antire facility, install
we would like reviewsd for

o
CNTY B REQUE! RCVDDATE
of LEASE #

REQUESTE

ignature

of

B APPROVAL B PROVECT MANAGEMENT OFFICE
n BSAPPROVAL  Bf MANTENANCE 7
" GANGEL T REAL ESTATE
Project Naney Cano
Approval Autnority: Original Sigraturs on File

Fstimats

N to: This estimate sxpives 45 days from
comss R, o L] o Q) AALOO

09114
ate

Remarks|

l

ITY or COMPANY APPROVAL TO PROCEED

l IL}’ I Naneqvl MWM n =
Title of authonzing \r\dlvldual (pﬂma

FUNDS:|
G0t 5Dat
Account  Fum

Farm § [Projees Aamussty Ray 071811

5 Digit
Location

Project Geant

AUDITOR 2
CONTROLLER

2023 YEAR-END TRAINING

5/26/2023
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Schedules K-1 Supporting Documents

EO/ACO
Dept Requested d
Sch Unit Fund Dept Form 11/Form 5 etc| Encumbrance Aeprove Comments
Encumbrance
Amount
Amount
Sch K-1 "10000 FM052600006611 $ 51,094.00 $ 51,094.00 Amount is correct.
Sch K-1 "10000 FM05260004208 $ 26,056.00 $ 26,056.00 Amount is correct.
Sch K-1 "10000 FM05260005878  $ 41,848.00 $ 41,848.00 Amount is correct.
Sch K-1 "10000 FM05260005970  $ 11,137.00 $ 11,137.00 $ 47,348.00
Sch K-1 "10000 FM05260006039  § 22,985.00 $ 22,985.00 Amount is correct.
Sch K-1 "10000 FM05260006499  $ 5,888.00 $ 5,888.00 Amount is correct.
[Sch K-1 10000 FM05260006544 $  54.596.00 $ 54,596.00 Amount is correct.
Sch K-1 "10000 FM05260006915  $ 10,678.00 $ 10,678.00 Amount is correct.
Sch K-1 "10000 FM05260006942 $ / 174,440.00 $ 174,440.00 Amountis correct.
Sch K-1 "10000 FM05260006965 71,408.00 $ 71,408.00 Amount is correct.
Sch K-1 "10000 FM08260006829 499,745.00 $ 499,745.00 $ 444,372.00
Sch K-1 "10000 FM08260007008 441691.00 $ 441691.00 §$ 498,468.00
| l Juvenile Services Division - Redesign the
JFaciliies Management | §54506 | 537040|obbylreception are for safety and emonamics|Form 5
m (I:AOLIIJIT:)RIJL?EE; 43 2023 YEAR-END TRAINING
COUNTY OF RIVERSIDE
43
Submit Schedules and Supporting
Documents electronically to
4
acoyearend@rivco.org
Questions?
Submit them by email to
acoyearend@rivco.org
m (I:AOLIIJIT:)RIJL?EE; 44 2023 YEAR-END TRAINING
COUNTY OF RIVERSIDE
44

5/26/2023
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MD AUDITOR
CONTROLLER

QUESTIONS ?

« If you have any general questions you can type them in the Chat box. Any
department specific questions please email them to acoyearend@RIVCO.ORG

45

2023 YEAR-END TRAINING

45

5/26/2023
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