_________________________            __Soil and Water Conservation District


INSTRUCTIONS FOR END-OF-YEAR
NOTE:
YOU MIGHT WANT TO MAKE A BACKUP OF THE INFORMATION YOU HAVE ENTERED INTO YOUR ACCOUNTING SOFTWARE AND LABEL IT “12/31/15 YEAREND” TO KEEP FOR YOUR FILES.  FOLLOW YOUR SOFTWARE INSTRUCTIONS TO DO THIS.

_____
Step 1  
  COMPLETE DECEMBER PROCESSING
- 
Complete all reports you normally do for the month.

_____
Step 2 
  END OF YEAR ADJUSTING ENTRIES
-
 Fill out the "Adjusting Entry Worksheet.

_____
Step 3
  ENTERING ADJUSTMENTS


- 
Enter (either on the computer or into your hand-written books) all Adjusting Journal Entries you made on the worksheets. These are made just like a regular journal entry.

_____
Step 4
RUNNING YEAR-END REPORTS

A.
Make sure you run a Standard Balance Sheet and a Profit and Loss Report (or Operating Statement or Statement of Revenues, Expenditures and Changes in Fund Balance).

B.
There are no real requirements for printing out year-end reports, but you should run whatever annual information you like to have.

_____
Step 5
FILL OUT ANNUAL REPORTS

Note: For annual report financial statements, you are provided with an Excel template. The Excel version has formulas since it is a spreadsheet. Please remember to put the correct title in the top lines. You need to type in your district name and your location. 

A.
Copy the figures from your Balance Sheet onto the “Statement of Net Position and Governmental Fund Balance Sheet" page of your annual report.  Put these figures in the General Fund column.

B.
Copy your Profit and Loss Statement figures onto the "Statement of Activities and Governmental Revenues, Expenditures and Changes in Fund Balance" page of your annual report. Put these figures in the General Fund column.

C.
Calculate totals where indicated for revenue and expenditure categories (i.e. intergovernmental revenues, miscellaneous revenues, district operations, and project expenditures).

_____
Step 6
COMPLETE THE "STATEMENT OF ACTIVITIES AND GOVERNMENTAL REVENUES, EXPENDITURES AND CHANGES IN FUND BALANCE"

After entering the actual data in the “General Fund” column, you will need to make adjustments in the center “Adjustment” column as follows. You will also need to enter the “Fund Balance/Net Position – January 1” figure, using last year’s “Fund Balance/Net Position - December 31” figure from this same report.

A. Locate the 2015 depreciation expense figure from your updated Fixed Asset spreadsheet. 

B. Locate the ending 2015 compensated absence total and the 2014 compensated absence total. Calculate the difference and determine whether or not it is an increase or a decrease in 2015.

C. Take the 2015 depreciation figure and add any increase in compensated absences or subtract any decrease in compensated absence. Example:

	2014 year end compensated absence total
	$25,206

	2015 year end compensated absence total
	$25,599

	Difference
	    $393

	This difference reflects an INCREASE
	


	2015 depreciation 
	$7,139

	Increase in compensated absences
	$393

	Adjusting entry
	$7,532


D. Once the adjusting amount is calculated, enter this in the “Current” row under Expenditures. 



E. In the “Capital Outlay” line, enter the amount of any new fixed asset purchases in 2015. This will come from your Fixed Asset spreadsheet.


F. Copy in the adjustment amount from your 2014 report in the “Fund Balance/Net Position – January 1 line.

G. Calculate the “Statement of Net Position” column on the right. If you use the Excel spreadsheet, this amount will automatically calculate.

______Step 7:

COMPLETE THE Statement of Net POSITION and Governmental Funds Balance Sheet


After entering the actual data in the “General Fund” column, you will need to make adjustments in the center “Adjustment” column as follows



A.
Locate the 2015 ending Fixed Asset total from your Fixed Asset spreadsheet. This is the amount of total fixed assets, less accumulated depreciation as of December 31, 2015. Enter this into the center “Adjustment” column in the “Capital Assets” line.

B.
Locate the 2015 year end compensated absence total. Enter this amount in the “Adjustment” column in one of the two lines under “Long Term Liabilities.” Enter the entire amount in the “Due after one year” line, unless you know of a specific portion that will be paid within 2016. In that case, split the amount between the two lines.

C.
Any amounts showing in the “Fund Balance/Net Assets” section are entered as a minus in the “Adjustment column.”

D. At this point, you must check and see if the line “Total Net Position” in this statement equals the line “Fund Balance/Net Position – December 31” in the Statement of Activities and Governmental Revenues, Expenditures and Changes in Fund Balance. They must equal or you have an error somewhere. If you have errors, there is a page in the Excel spreadsheet that you can use to try and double check and isolate your errors. It is titled “Help Sheet.” There is also a Trial Balance page if you can’t balance and want to cross check each account you have in Quickbooks. These two pages are optional only!
______Step 8:

COMPLETE THE PENSION PORTION OF THE Statement of Net POSITION and Governmental Funds Balance Sheet


We have posted some materials on our website on where to look for the pension adjustment data. This is a “off books” adjustment, the same as you do for Fixed Assets and Compensated Absences. In other words you do not do any journal entries. Consult your accountant or audit firm for assistance in calculating the 2015 figures. If you are going to have an audit for 2015 done in 2016, you can leave this adjustment blank and submit your statements without it.If you do not expect an audit this year of 2015 results, then please consult with your previous auditor for assistance in modifying your statements to include adjustments for the new pension requirement.


______Step 9:

FILL OUT THE BUDGETARY COMPARISON SCHEDULE



This is the third of the “Big Three” financial statements required under GASB 34. You may choose to show two budgets, or one budget. If you had an “Original Budget” and later in the year had significant revisions to the budget and ended up with a “Final Budget,” then you may wish to report both of these. You make this decision based on what you think is significant. If your “Original Budget” remained largely unchanged, then you can eliminate one of the two columns. 

A. Enter the budget figures and enter the actual figures. PLEASE NOTE: You are asked to separate all of your Intergovernmental revenue into County, Local, Federal, or State grant. This is data that MASWCD needs. No revenue should be reported in this area unless it falls under one of those categories.

B. Please make sure you fill in the capital outlay line. Some districts left this blank when they actually had capitalized new equipment in 2015.

C. Make sure you calculate the variance column. If you use the spreadsheet this will occur automatically.

_____
Step 10:

COMPLETING THE "NOTES TO THE FINANCIAL STATEMENT"

A.
Fill in district name where indicated on lines provided. Fill in your county name on line provided.

-
Fill in Assets section with the information from your 2014 fixed asset spreadsheet for the new total for your General Fixed Assets.

-
Fill in the Deferred Revenue section with the totals from your program record and your adjusting entry worksheet. If you are deferring county money (i.e. WCA funds), change the wording in the paragraph to indicate what it is you are deferring.

-
Fill in the Vacation and Sick Leave section with your district's information. Change the wording to make this information as clear as possible.

-
Fill in the Compensated Absences Payable section to indicate what the total amount of severance pay is for your district as of December 31 (this would be for vacation and sick leave that your district would have to pay to employees if they all left on December 31).

-
Fill in the Deposits section using your total cash and investment balances as of December 31.  Indicate how much is in CDs and how much is in regular savings and checking accounts.

-
Fill in the Pension Plans section. The only things you need to fill in are your district’s contributions for the past three years (this is the employer contribution). 


B.
Fill out the extra page entitled Breakdown of County Revenue. This is a breakdown of the county revenue amount entered on your “Budgetary Comparison Statement".

C.
Fill out the form entitled Unearned Revenue Breakdown.  The total amount of Unearned Revenue should be the same on both the Statement of Net Position (Balance Sheet) and on this breakdown form. 

_____
Step 11:
COMPLETE THE "MANAGEMENT’S DISCUSSION AND ANALYSIS NOTES

NOW YOU'RE DONE WITH THE FINANCIAL REPORT


BEFORE YOU BEGIN ENTERING TRANSACTIONS FOR 2016, YOU MIGHT NEED TO DO SOME HOUSEKEEPING CHORES.

1)
DELETE ANY UNNECESSARY ACCOUNTS ON COMPUTER.

2)
DELETE OBSOLETE VENDORS AND CUSTOMERS IF ON COMPUTER.

3)
MAKE REVERSING ENTRIES FOR DEFERRED REVENUE, PREPAID EXPENSES, DEPOSITS ON TREE SALES, OR SALARIES PAYABLE, IF NECESSARY, EARLY IN 2015 SO YOU DON’T FORGET!

DO NOT REVERSE RECEIVABLES - when these checks come in, post them to the proper customer’s account. For example, if Joe Smith was on your accounts receivable list for the end of 2014 because he still owed you $300 for trees, and then you get a check from him in January 2016 for $300, post that receipt to Jim’s receivable account.

4)
USE THE FOLLOWING REVERSING ENTRY WORKSHEET TO HELP YOU MAKE THE NECESSARY ENTRIES.

REVERSING ENTRIES
Reversing entries, if necessary, should be made at the beginning of the year.  

	
	Debit
	Credit

	1.  To reverse 12/31 Salaries Payable
	
	

	   Accrued Salaries Payable
	$
	

	      Personal Services
	
	$

	2.  To reverse 12/31 Deferred Revenue
	
	

	   Deferred Revenue
	$
	

	      Intergovernmental Revenue - State
	
	$

	3.  To reverse 12/31 Prepaid Expense
	
	

	   Tree Expense
	$
	

	      Prepaid Expense - Trees
	
	$

	4.  To reverse Deposit on Sales
	
	

	   Deposit on Tree Sales
	$
	

	      Tree Sales
	
	$


ADJUSTING ENTRY WORKSHEETS for 2015

RECEIVABLES
There are three types of receivables that you might need to set up for your end of the year reporting.  If you have invoiced these in QuickBooks, they are already in your receivables.

INTEREST RECEIVABLE:

This is the amount of interest earned on investments but not yet received as of December 31.  Usually, you can just call your bank and ask how much interest you have earned and post it to Interest Earnings instead of setting it up as a receivable.
DUE FROM OTHER GOVERNMENTS:

This would be any amounts owed to the District by other units of governments for services or goods rendered.  Usually this would only be amounts you have billed out, for example, a tax refund, well observation charges, or salary reimbursement for an employee shared with another district or unit of government.  If you have invoiced these in QuickBooks, you will not need to set them up again.

ACCOUNTS RECEIVABLE:

These are the amounts owed to the District by individuals or businesses for goods or services rendered.  This amount should include any sales tax, interest charges, or service charges due to the District in addition to the original amount of the goods or service.  If you have invoiced these in QuickBooks, you will not need to set them up again.

FILL IN THE FOLLOWING CHARTS WITH YOUR RECEIVABLES:

1.
Investments and Accrued Interest on December 31:

In the case of a CD, report only that amount that would be received if it was cashed in on December 31, keeping in mind that there would be a penalty for early withdrawal.
	Type of Investment
	Certificate Number
	Percentage

Yield
	Purchase Price of Investment
	Accrued Interest to 12/31

	
	
	
	$
	$

	
	
	
	$
	$

	
	
	
	$
	$

	
	
	
	$
	$

	
	
	
	$
	$

	
	
	
	$
	$

	Total Investments & Accrued Interest on 12/31
	$
	$


If accruing interest:

Debit - Interest Receivable


Credit - Interest Earnings
   

2. Amounts Due the District from Other Governments on December 31:  (Only make this entry if you have not already created invoices for 

     these in your accounting software)

	Unit of Government
	Types of Goods/Services
	Amount

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	Total Due from Other Governments on 12/31
	$


Entry to make if you have amounts due to you from other governments that are not already in your system:

Debit - Due from Other Governments (use total above)
             

Credit - Appropriate Revenue Accounts (i.e. Intergovt. Rev. County)


3. Accounts Receivable Owed to the District on December 31:  (Remember – if you entered these in your accounting software, you 

     should not make this entry)

	Name of Individual/Entity Billed
	Revenue Account for Type of Goods/Services
	Amount of Goods/Services

Billed
	Service Charges
	Sales Tax
	Total Amount Receivable

	
	
	
	
	
	$

	
	
	
	
	
	$

	
	
	
	
	
	$

	
	
	
	
	
	$

	
	
	
	
	
	$

	
	
	
	
	
	$

	
	
	
	
	
	$

	
	
	
	
	
	$

	
	
	
	
	
	$

	
	
	
	
	
	$

	
	Total
	
	
	
	$


Entry to make if you have receivables that are not already in your system:

Debit - Accounts Receivable (use total from above)



Credit- Appropriate Revenue Accounts (i.e. tree sales, planting, etc.)


Credit - Sales Tax Payable (if some of the total above is sales tax)


Credit - Interest Earnings (if some of above is service charges)


NOTE:  IF YOU HAVE A BALANCE FROM LAST YEAR, ONLY ADD THIS YEAR'S RECEIVABLES TO THE LIST.
4. Prepaid Items (Trees) for Amounts Paid at the End of this Year for Trees that will be Sold Next Spring (make this entry only if checks to

    nurseries were posted to Tree Expense):

	Payee
	Amount

	
	$

	
	$

	
	$

	Total Prepaid Items (Trees) on 12/31
	$


To make this entry:

Debit - Prepaid Items (Trees)


Credit - Tree Expense




ADJUSTING ENTRY WORKSHEET


PAYABLES & LIABILITIES
5.
Payables for Amounts Owed Suppliers and Others on December 31:

	Payee
	Expenditure Account for Type of Goods/Service
	Date Liability Incurred
	Amount Payable

	(A) Amounts Payable for Other Services and Charges:

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	Total Payable for Other Services and Charges
	$


Entry to make if you have payables that were not already entered into QuickBooks or whatever system you are using:

Debit - Appropriate Expenditure Account (i.e. rent, supplies, etc.)


Credit - Accounts Payable


6.
Amount Due to Other Governments on December 31:

	Unit of Government
	Type of Goods/Service
	Date Liability Incurred
	Amount Payable

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	Total Payable on 12/31
	$


Entry to make for this adjustment:

Debit - BWSR Cost-Share Grant (revenue)


(if you are returning grant money)
Debit - Employer Share of FICA, PERA, Medicare


Credit - Due to Other Government



7.
Salaries Payable for Amounts Owed Employees for Wages Earned but Not Paid for in the Year Ended December 31:

	Employee
	No. of Hours Owed
	Hourly Pay
	Total Gross Salary Owed

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	Total Salaries Payable on 12/31
	$


Entry to make for this adjustment:

Debit - Employee Salary and/or Supervisor Compensation



Credit - Accrued Salaries Payable


8.
Deferred Revenue on December 31:

	a.
Balance of BWSR Service Grants (from Program Record)
	$

	b.
Balance of Cost-Share Funds (from Program Record)
	$

	
(Do not include funds due to the state*)
	

	c.
CLWP (from county)
	$

	d.
Wetland (WCA) Funds (from county)
	$

	e.
Other
	$

	Total Deferred Revenue 12/31
	$


Entry to record Deferred Revenue:

Debit - BWSR Service Grants (revenue account)


Debit - County LWP (revenue account)


Debit - BWSR Project Grant (revenue account)


Debit – Wetland (WCA) from county


Debit - Other Revenue Accounts


Credit - Deferred Revenue


NOTE:  You may have some non-BWSR funds to carry over -- debit each revenue account individually.

* Funds due to the state should be entered under item #6, Due to Other Governments.
9.
Deposit on Tree Sales (Amounts Received during This Year for Trees that will be Sold During Next Year's Tree Program):

Entry to make to record tree deposits:

Debit - Tree Sales (revenue account)


Credit - Deposit on Tree Sales



	Name of Individual
	Date Received
	Receipt Number
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	Total Deposit on Tree Sales on December 31
	$


NOTE:  If you posted these tree receipts to Deposit on Sales already, you do not need to make this entry.  If you entered these amounts in QuickBooks in a separate company, you will want to make an entry into “deposits” to get the cash into your books, and post it to your liability account “deposit on sales”

