Department of Administrative Services - State Accounting Enterprise

Section
PRE-AUDIT

Procedure Number Page Number
235.200 1of2

Effective Date

July 1, 2003
Revised 7/1/11

Subject

YEAR-END PROCEDURES
PRE-PAYMENT OF NEXT YEAR’S EXPENSES

In certain instances, it is necessary to pay for expenses in a year different from when the benefit will

be received.

1. Permanent In-State Travel Advances

a. Employees are eligible to receive a permanent in-state travel advance if they meet the
criteria outlined in Procedure 210.210. Each fiscal year, it is the department’s
responsibilities to ensure employees are eligible to retain the advance. Once a department
has determined an employee remains eligible to retain the permanent in-state travel
advance, it is necessary for the department to move the expense to the current fiscal year.

b. To complete this transaction, a corrective document (JV1/CDE) must be initiated by the
department. Procedures 280.350 and 280.351 describe how to prepare a JV1/CDE. The
JV1/CDE must be processed by the department and submitted to DAS-SAE-Daily Processing
during the first ten (10) working days of July. Procedure 235.100 describes the time frames
in which these transactions must be processed.

c. If the advance is determined by the department to no longer be allowable, it shall be
returned to the State by the employee. The department shall deposit the employee's check
on a Cash Receipt (CR) document and charge the amount to an expenditure object code. See
Procedure 280.101 for additional details.

Out-of-State Travel Advances

In some instances it is necessary to pay for airfares, registration fees, and/or 80% travel advances
prior to June 30 for travel that will not occur until July 1 or later. In these instances, it is
necessary to prepare a JV1/CDE with the travel payment (TA/TP), with both documents
appropriately cross-referenced or a copy of the JV1/CDE attached. The JV1/CDE, which will move
the expense from the current fiscal year to the proper fiscal year, must be processed by the
department within the first ten (10) working days of July. The process to prepare the JV1/CDE to
move the expense to the next fiscal year is identical to moving an in-state travel advance. See
“1” above for details.

Advance Payments on Contracts

In some instances it is necessary for departments to process advance payments on contracts
prior to July 1 for work that will be completed after July 1. See Procedure 230.550 for an
explanation as to when advance payments are allowable. In these instances, a JV1/CDE must be
prepared with the advance, and both documents must be appropriately cross-referenced. The
JV1/CDE, which will move the expense from the current fiscal year to the next fiscal year, is
identical to moving an in-state travel advance. See “1” above for details.
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Subscriptions and Maintenance Agreements

In some instances, departments can realize a large savings by prepaying subscriptions and
maintenance agreements for more than one year. See Procedure 230.550 for an explanation of
when prepayments are allowable. In these instances, a JV1/CDE for each year of the advance
payment must be prepared when the claim processing the payment is made, with all documents
appropriately cross-referenced. The department should use the best information available to
determine the account coding to be used for the future year(s). Each year, the JV1/CDEs must be
processed by the department during the first ten working days of July. At that time, departments
should review the account coding for accuracy.

Other Prepayment Situations
It is possible that other prepayment situations may arise. When allowable, these should be
handled as detailed in “4” above.

If you have questions on the above, please contact DAS-SAE-Daily Processing.




