
 
 

  

TO: All Financial Managers AC201608 

FROM: Trina Brietske, Daily Processing Program Manager 

DATE: June 13, 2016 

SUBJECT: FY16 Close / Opening of FY17 – Schedule of Billings for Processing 

PLEASE PASS THIS INFORMATION TO THE APPROPRIATE PERSONNEL 

The information below is to assist in planning workflow during the coming weeks.  Specific information 
concerning year-end procedures is located in Section 235; Year-End Procedures of the State Accounting 
Policy and Procedures Manual. 

Appropriable Receipts 
As in previous years, appropriable receipts will be held open during the encumbrance period.  You should 
review your department’s deposit policies to ensure receipts deposited to these accounts are being 
deposited to the correct fiscal year. 

Permanent In-State Travel Advance Carry Forwards 
Correcting documents, JV1s or CDEs that roll any eligible permanent in-state travel advances to FY17 
should be on-lined, approved in I/3 and submitted to DAS-SAE Daily Processing for final approval no later 
than July 15, 2016. 

Sub Units 
Because Sub Units are now maintained at the department level, Sub Unit lists will no longer be distributed 
for review of additions, changes, or deactivation.  FY17 Sub Units were created in I/3 for active FY16 Sub 
units.  

Clean Up Document Catalog 
Review the I/3 Document Catalog to find any unprocessed documents in a draft or pending phase.  To do 
this, go to the Document Catalog and enter your department number and document code for the 
documents you want to review.  To view all of the documents, leave the document code blank.  In the 
User Information section, enter a “create date” (for example: <5/2/2016), then enter either “Draft” or 
“Pending” in Phase under the Document State section.  This will help you track documents that have not 
been processed by deleting unneeded documents or by allowing you to follow up on documents that 
need to be processed. 

FY16 Close 
All accounting transactions should be forwarded to DAS-SAE in a timely manner to ensure prompt 
processing.  To safeguard processing by June 30, claims must be received in DAS-SAE-Daily Processing by 
June 28th at 4:30 p.m., see dates as noted on the FY16 Year-End Close & FY17 Open web page. 

DEPENDING ON THE OVERALL WORKLOAD OF DAS-SAE, DOCUMENTS RECEIVED 
AFTER THE CUTOFF DATES MAY OR MAY NOT BE PROCESSED BY MONTH END.  

https://das.iowa.gov/state-accounting/sae-policies-procedures-manual
https://das.iowa.gov/state-accounting/fy/3603
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The pay period of June 3- 16, written on June 20 (one day early due to Vacation Pay Outs) and paid on 
June 24.  The pay period June 17-June 30, written on July 5 and paid on July 8, will be the last pay period 
charged to FY16. 

PLEASE ENSURE THAT ADEQUATE FY16 FUNDS ARE AVAILABLE IN YOUR FUNDS / FY16 
APPROPRIATIONS TO PROPERLY CHARGE THE LAST PAYROLL OF THE FISCAL YEAR. 

After the nightly cycle has completed on June 30, I/3 will run a program to populate the Budget FY, Fiscal 
Year, and Period fields in the Document Header Section of all draft documents where the budget fiscal 
year is blank.  These fields will each be populated with 2016, 2016 and 13 (respectively).  The fields will 
only be populated if the Budget FY field is blank.  Document templates will not be affected.   

All FY16 documents entered in the system on July 1 and after MUST have “2016” entered in the Budget 
FY and Fiscal Year fields, and “13” entered in the Period field. 

Page 3 of this memo is a schedule of dates by which the departments have indicated they plan to 
complete their billing of FY16 goods and services.  This schedule is for your use and planning purposes for 
FY16 closing activity.  While not every billing listed is applicable to every department, I believe the 
information is useful for identifying all potential outstanding liabilities.  All dates are approximate as 
provided by the department, but I am confident that departments will make every effort to meet the 
dates they have submitted. 

FY16 Cancelled Warrants, Procedure 235.800, states any warrant charged to FY16 funding sources 
scheduled to be cancelled should be submitted immediately.  Requests for the cancellation of warrants 
written with FY16 funds should be submitted no later than August 30th.  Depending upon workloads, 
requests for cancellations after that date may or may not be reflected in the FY16 financial reports. 

All warrants six months and older will outdate on the last working day of the month, August 31, 2016, as 
stated in Procedure 235.800. 

FY17 IMPLEMENTATION 
As in past years, the FY17 appropriations, expense and revenue budgets will be pulled from the 
Department of Management budget system and available in I/3 on July 1.  

Any questions concerning your FY17 appropriations, expense, or revenue budgets should be directed to 
your budget analyst in the Department of Management.  With questions about the FY16 close or FY17 
processing, review Section 235 of the State Accounting Policy and Procedures Manual.  For questions not 
addressed in the manual, please contact me at (515) 281-4497 or by email at Trina.Brietske@iowa.gov. 

  

https://das.iowa.gov/sites/default/files/acct_sae/sae_manual/235/235-800.pdf
mailto:Trina.Brietske@iowa.gov


Page 3 of 3

Mail by
Billing Name Dept Doc Series Date Contact Phone

June 2016
IPERS Refunds DAS *PX* 29-Jun Lisa Elliott (515) 281-3130

July 2016
Maintenance Billings DAS *PB* 6-Jul Lisa Ayers (515) 281-7231
IA State Ind. Billings DOC Unknown 7-Jul Ann Pollock (319) 462-3504 Ext 7710
Misc Billings AG 112AG 8-Jul Shellly DeForest (515) 281-6362
Salary Billings AG 112AG 8-Jul Shellly DeForest (515) 281-6362
Fire Inspections DPS None 10-Jul Samin Teav (515) 725-6245
Record Checks DPS None 10-Jul Samin Teav (515) 725-6245
Insurance Refunds DAS *PX* 14-Jul Sandy Mezera (515) 281-8999
Appeal Hearing Billings DIA 427GS 15-Jul Gabe Stafford (515) 281-7523
Credit Card JV1/CDE TOS None 15-Jul Randi McLaughlin (515) 281-6093
eDAS Billings/Per 12 DAS  DAS201612XXXXXXX 15-Jul Pam Sullivan (515) 281-0887
Investigation Billings DIA 427GS 15-Jul Gabe Stafford (515) 281-7523
Appeal Brd Claim Fees DOM None 18-Jul Joseph Barry (515) 281-5512
Maintenance Billings DAS *PB* 20-Jul Lisa Ayers (515) 281-7231
eDAS Billings/Per 13 DAS  DAS201613XXXXXXX 22-Jul Pam Sullivan (515) 281-0887
SLIP DAS *PS* 22-Jul Barb McNulty (515) 281-3714
Unemployment Comp DAS None 22-Jul Lisa Elliott (515) 281-3130
Audit Billings AOS 126sf023000 31-Jul Susan Fager (515) 281-6074
Net+ Billings ICN ICN132016 31-Jul Kammy McHone (515) 725-4666

Pearl Rogmiller (515) 725-4663

August 2016
Misc Billings AG 112AG 10-Aug Shellly DeForest (515) 281-6362
Salary Billings AG 112AG 10-Aug Shellly DeForest (515) 281-6362
Insurance Refunds DAS *PX* 11-Aug Sandy Mezera (515) 281-8999
Misc Billings AG 112AG 19-Aug Shellly DeForest (515) 281-6362
Misc Billings AG 112AG 25-Aug Shellly DeForest (515) 281-6362

Schedule of FY16 Interagency Billings to be Processed at Year-End
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