University of Houston /& Clear Lake

Planning and Budget

Welcome to the
Central Business Operations
Council Meeting!
August 16, 2023

 To sign in, scan the QR code, and fill out the form.

* No device? No problem!

* April will mark you present.




Agenda Items

a)WCl & UCI- General Accounting

b)Year-End Process Reminders — General Accounting

c) Recognition to our 2023 CBMI Participants — Mark Denney
d)Re-mapping of overtime expenses — Deja Sero



WCI (Worker's Compensation Insurance) and UCI
(Unemployment Compensation Insurance)

- part of the Fringe Benefits or non-wage expenses pdaid by UHCL on behalf of their
employees.

Beginning FY24 Period 1:

- Automated monthly charges on locadl cost centers with S&W expenses
- 0.20% of Base Salary

- Account 51102 for and JE ID WCIO000001 for WCI charges

- Account 51103 for and JE ID UCIO000001 for UCI charges

- Planning & Budget Office will provide the funds on B5007 (Fringe Benefits
Budget Node)

- All automated charges will be credited to our 2061-C0069-F0695 (UCI) and
FO&97(WCI) cost centers to pay for insurance claims.



University of Houston-Clear Lake
Administration and Finance
FY 2023 End of Year Calendar

tem FY 2023 Due Date Tazk Description Responsible Unit Due To
1 Thu, June 1 fo Thu, Junels, 2023 USAS Profile Review USAS Profile review. cleanup and rollover to Fr24 General Accounting -‘E(C(C:;T:ﬁ:m"er Sl S
. . ' Review f fi d | falli i nces f 1 nd FY23
2 Friday, Juns 23, 2023 Encumbrance review and comrection ioeg:g or comection and/or release of all incoect encumbrances for prior years @ Depariments Accounts Payable/Travel
. . : . . Finance, General
a3 Friday, June 23, 2023 Sub,eci Mgi_‘ter Experts for Mandatory Degc_illne for SUbJ(?CT matter experis to submit any changes or updates to the FY23 Online Accounting, Procurement | AVP Bus Op
Online Training Training Modules in order to have changes completed for Fr23 mandatory 2 Payuble
4 Friday. June 30, 2023 Purchase requisitions and contracts All purchase requisitions and coniracts for $25.000.00 and above, on any ledger, must be Deparimanis Procurement
on the Procurement Department work list by 5:00 PM.
5 Wednesday, July 5, 2023 Journal Entries for June All journal entries fo be posted in June should be on General Accounting work list by noon. |Departments General Accounting
& Wednesday, July 5, 2023 Payroll reallocations and comrections - June AllFr23 recllocc'ons and comections for June fransactions must be received by General Departments General Accounting
Accouniing by SPM.
7 Friday, July 7, 2023 PS Finance June month end close Communicate monthly closing of PS for June. General Accounting Departments
. SBS A/R write-off / General Property Deposit [SBS Accounts Receivable reconciliation and write-off information must be received, with General Accounfing & .
8 Friday, July 14, 2023 . .- o - . General Accounting
Lapse supporting documents, by General Accounting by 5PM. Student Business Services
Y23 Listing of emploveas who need 1o Division-Cellege Adminisfrators to coordinate and provide list of employses who need to
? Friday. July 14, 2023 9 oy g complete FY23 mandatory role-based fraining, such as cash handling and/or credit card  (Depariments HR - UHCL/UHS
complete mandatory role-based fraining - .
merchant training. P-Card etc.. Contact HR for questions.
10 Friday, July 21, 2023 Travel expense reports Last day to submit Fr23 travel expense reports for a guaranteed reimbursement in Fr23. Departments ;g:zlums Payable /
11 Friday. July 21, 2023 Load FY24 Budget Load FY24 Salary & Wages and non-Salary & Wages budgets. Reconcile load. Planning & Budget Planning & Budget
Student Business
12 Monday, July 24, 2023 Tuifion Calculation for Fall 2023 Fall 2023 tuition calculation Student Business Services  |Services/General
Accounting
- R . TX Compiroller of Public
13 Tue, Jul 25, 2023 FY24 Appropnafion-USAS Load FY24 Appropriation info USAS. General Accounting Acc:oun?s
. . . - . . . Depart fs, ns and
14 Friday. July 28, 2023 Incomplete inventory nofice Cistribution of incomplefe inventory reports to departments, deans and directors. Asset Management dfgf_o;zen 5 geans o
15 Friday. July 28, 2023 Purchase requisitions and contracts ol ehis e alzs Loiish ol eles 1l sEe for Sl e ahek = s e e Se S Departments Procurement
on the Procurement Department work list by 5PM.
. . . . . Lo . . . . Print Servi C
16 Friday, July 28, 2023 Promotional items through Print Services Last day to submit signed IDT/guotes to Print Services for promofional items Depariments Crgn_::mcesf opy
17 Wednesday, August 2, 2023 Journal Entries for July All journal enfries fo be posted in July should be on General Accounting work list by noon.  (Depariments General Accounfing
18 Wednesday, August 2, 2023 Payroll reallocafions and comections - July All FY23 reolloccf ons and comections for July fransactions must be received by General Depariments General Accounting
Accounting by noon.
1% Friday, August 4, 2023 PS Finance July month end close Communicate monthly closing of PS for July. General Accounting Departments
. -Card Transaction Reallocations for Departments may begin reallocating p-card fransactions in GCMS for statement period
20 Fiday. A t 4, 2023 . ) ) D t A s P !
nagy. Avgus september Statement ending 0%/03/2023. Plzase note the early deadline for reallocations - 09/9/2023 5PM. epariments ceounis Fayabls
21 Frday. August 4, 2023 FY24 ePRFs First day to enter FY24 ePRFs. Depariments Hurnan Resources
22 Fnday. August 4, 2023 Fr24 Budgef Journals First day to enter FY24 Budget Journals Depariments Planning & Budget
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University of Houston-Clear Lake
Administration and Finance
FY 2023 End of Year Calendar

tem FY 2023 Due Date Task Description Responsible Unit Due To
46 Fnday, August 25, 2023 Annual Finance Secunty Access Annual finance security access review. [Business Analyst) General Accounting General Accounting
A7 Fnday. August 25, 2023 Verfying Cell Phone Allowance Venfying Cell Phone Allowance AVP Bus Op AVP Bus Op
_ i . Accounts Payable/
45 Fnday, August 25, 2023 Credit Vouchers Run batch process to close or delete credit vouchers Deoariments Accounts Payable
49 Wednesday, August 30, 2023 Annual Inventory of consumables Copy Center closed for annual inventory. Print Services Copy Center
50 Wednesday, August 30, 2023 Annual Inventory Audit Copy Center closed for annual inventory audit. Print Services Copy Center
51 Wednesday, August 30, 2023 Resale inventony ?;hr;uql inventory of consumable supplies must be received by General Accounting by Deparments General Accounding
- FY 2024 Off- thorizati Is for UHCL ital and trolled ts it b
52 Wednesday, August 30, 2023 Off-Campus authorizations B campus quihorzation renswals for captialand confroled asssts must be Depariments Assef Management
received by General Accounting by 5PM.
L Wednesday, August 30, 2023 Designation of Property Custodian Destgnah_on of departmental property custodians for FY24 must be received by General Depariments Assef Management
Accountfing by 5PM.
ik P ine -
54 Tuesday, August 29, 2023 Tui en &_Fee ayment Qeccl € - Late Tuition & Fee payment deadline Fall 2023 late registration and any balances due is 5PM. Student Business Services  [Student Business Services
Registration & Cuistanding Fall 2023
HE Wednesday, August 30, 2023 FY23 Bad Fund Equity Last day to clear FY23 bad equity balance Deparimenis General Accounting
- . . Departments & Receivin L
56 Thursday, August 31, 2023 Receiving FY23 orders Last day to receive items ordered with Fr23 funds. Dock 9 |rece ving Dock
57 Thursday, August 31, 2023 PS Finance not available Mo processing in PS Finance except for deposits $100 or greater. Departments Student Business Services
58 Friday, September 1, 2023 Dollar spent on interest for late payments  |Run dollar spent on interest for lafe payments. Accounts Payable Accounts Payable
5% Fri, Sep | fo Sun. Sep 3, 2023 Mo new P-Card charges Departments refrain from using their P-cards during this fimeframe. Deparimenis Accounts Payable
0 Monday, September 4, 2023 F'oy_rroll reallocations and comrections - All FY23/*998 recllgccﬂlons and comections for August fransactions must be received by Departments General Accounting
Penod 998 August General Accounting by noon.
51 Tuesday, September 5, 2023 P-Card Expense Report Available Departments may run their p-card expense reporis in Citibank GCMS. Depariments Accounts Payable
- All j | entries to b ted in A t should b G I A ti rk list b -
62 Monday, September 4, 2023 Journal entnes for August nol];;urnc SNiNes 1o be pesied in AUGUST should be en t=eneral Accounting work st By Departments General Accounting
63 Thursday, September 7, 2023 P$ Finance August month end close Communicate monthly closing of PS for August. General Accounting Departments
. — . L Departments and business administrators must complete reallocation/review and upload
&4 riday, September 8, 2023 P-Card Processing for September statement of backup documents fo PeopleSclt by 5PM fior statement period ending 09/03/2023. Depariments Accounts Payable
&5 Monday, Sepiember 11, 2023 P-Card Hat File Run Accounts Payable to run flat fle at 7 AM to prevent any additional activity in GCMS. Accounts Payable Accounts Payable
. . 8 it draft | f ite-off of i ivable to Director of G I .
66 Friday, September 15, 2023 AR write-off Vo __rc proposal for wirie-olf o1 accounis receivabie To Lireclor ol S=enera Depariments General Accounting
Accounfing for review and comment.
&7 Friday, September 15, 2023 P-Card Cifibank Youchers Approve all Citibank vouchers by 5PM. Accounts Payable General Accounting
&6 Monday, September 18, 2023 Accounts Payable Accrual Q;:;;T;";[;;;S:ﬁjo;ep?:i’i;i?l:g;?;g?é;?f;‘;ggdac;:::;;;fs rendered on or befors General Accounting General Accounting
By 5PM, P-Card payable accrual for goods received or services rendered on or before . .
69 Monday, September 18, 2023 P-Card Expense Accrual 08/31/2023 based on P-Card statement period ending 09/03/2023. General Accounting General Accounting
70 Monday, September 18, 2023 Co'n'nu_rj cate Accounts Payable Accrual  |General Ac?oun‘lng to communicate .r"\irP.UCCIUCH and P-Card accruals fo all General Accounting Depariments
completion departments. Departments to start reviewing cost centers for clean up.
71 Wednesday, September 20, 2023 Cost Center Clean Up Departments final review of cost centers for clean up after accruals have posted. Depariments General Accounting
72 Fnday, September 22, 2023 PS Finance 998 soft close PS5 Fnance 298 soft close. [Mo entries accepted from Depariments) General Accounting Departments
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University of Houston-Clear Lake

Administration and Finance
FY 2023 End of Year Calendar

tem FY 2023 Due Date Task Description Responsible Unit Due To
73 Friday, September 22, 2023 Fr24 Budget Journals fo clear deficits ©On the Planning & Budget Office work list by NOON. Depariments Planning & Budget
74 Friday, September 29, 2023 * 2064 Sweep of Funds Fund 204 excess fund equity remaining. Planning & Budgst Departments
5 Friday. September 29, 2023 Library bock write-down dus Library book write-down due to General Accounting. Library General Accounting
76 Tuesday, October 3, 2023 Journal Entries for Sept Al gene_rql Iedger_Journol entries fo be posted in September should be on General Depariments General Accounfing
Accounting work list by noon.
77 Friday, October &, 2023 PS Finance September month end close Communicate monthly closing of PS for September General Accounting Departments
78 Friday, October 13, 2023 Endowment allocations Fr23 endowment earnings allocations posted. General Accounting General Accounting
79 Mon, Oct 16, 2023 Fr23 Joumals MO MORE Journals TO FY23. FY23 PS GL close for all campuses General Accounting UHS
i Endowment Risk Assessment Budget Analysis ] ; ; G i
80 Fnday, October 27, 2023 Report & ¥ Endowment Risk Assessment Budget Analysis Report submit fo Departments eneral Accounting Depariments
81 Wednesday, December &, 2023 Egii:men1 Risk Assessment Budget Anclysis Responses on the Endowment Risk Assessment Budget Analysis Report R eliEL RN R
82 Friday, December 15, 2023 Academic Cenfers Annual Report Academic Centers Annual Report due fo the President and a copy fo the AVF Bus Ops Depariments AVP Bus Op

* Dates subject to change - confirm with Planning & Budgst
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