Usas 2011 Calendar Closing Procedures


The following checklist outlines the steps to be followed when closing out USAS for the month, and calendar year-end.

NOTE: The expanded 1099 reporting requirements that were to begin in 2012 were repealed April 2011.  These  requirements would have included 1099 reporting to include payments to    corporations, “amounts in consideration of property,” and “other gross proceeds” made in the course of a trade or business (including operation of a government entity).   

You ARE NOT REQUIRED to file Form 1099 MISC for these payments. [image: image4.png]
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Pre-Calendar Year-End – 1099 Preparation
IF you will be submitting 1099s via paper form (i.e. corrections) don’t forget the 1099-transmittal form, FORM 1096 (LNOCA has a limited supply on hand).  
· 1099 Set Up – USASweb.LNOCA.ORG – Vendors    
     
A. ____Enter the 1099 type for recipient vendors under “1099 Information.”  
                        The available 1099 types are:

a. Non-employee compensation

b. Rents

c. Other Income

d. Medical and Health Care Payments

e. Royalty Payments

f. Attorney (gross proceeds)

NOTE:  Royalty payments will be reported in Box 2 on the 1099-MISC forms.  

  A prompt will ask for a Royalty Payment dollar limit (minimum $10.00).
      
 B.____Enter “Y” in the “Override” field for vendors (contracted workers, referees, etc)
                         If you want to report regardless of YTD amount (greater than $0) that have been 
                         paid during the calendar year.

· Verify vendors using VENSSN report prior to closing December

Review which vendors are designated for 1099 reporting using the following options:
          A. ____ Check 1099 data with the VENSSN program by typing VENSSN at the menu prompt.

       
B. ____ Check that all vendors flagged to receive 1099’s are accurate and have a social security 

             or tax ID number by using either of the following options in VENSSN:



____
1099-MISC Vendors only (Regardless of YTD activity)



____
1099-MISC Vendors and YTD Activity > $599.99

   
C. ____ Review NON 1099 vendors to make sure you did not miss a 1099 vendor



____
Check those vendors not flagged



____
NOT 1099-MISC Vendors and YTD Activity > $599.99


Pre-Calendar Year-End – 1099 Preparation continued:
1099’s – Things you want to know:
· If you find a 1099 vendor has more than one vendor #, combine all calendar year totals for that vendor, choose one vendor# and edit the calendar year total on that record to reflect the total paid.

· If a vendor uses a different name for 1099 reporting than what is used for creating checks, enter the 
1099 reportable  name on the “2nd Name” field in VENSCN or USASWEB.

· Enter the digits 1099: followed by the IRS-1099 name.
· For example: 1099: OFFICIAL NAME.  The F1099 program will remove the “1099:” and 
use the name for the primary name on the 1099 reporting form
· Athletic officials paid $600 or more fall into the 1099 requirement.  If you do not pay your officials 
through USAS (i.e. petty cash/ checking acct) you will need to add them as a vendor in USAS and fill
 in the CYTD amount to generate a 1099. 

· Some vendors may have payments for mileage, supplies, etc., included in the CYTD amount.  
A detail CHEKPY by specific vendor # will be helpful in determining these amounts.  
(Refer to IRS handout on Common 1099 Questions)

· To adjust the amount reported for a 1099 vendor, use USASWeb or VENSCN to modify
 calendar year-to-date amounts (CYTD). 

· If you have issued a refund check to a 1099 vendor, the software adds the amount of the refund to the
CYTD vendor amounts.  The CYTD amounts will need to be manually reduced to reflect the correct 
amount.  Run a CHEKPY generated for refunds will be helpful in determining these amounts.

    D.____ Run the F1099 program answering “No” to creating a tape and review the F1099. txt.  


     Check that the individuals listed are accurate and that the address is complete.   The address 


     listed on the F1099.txt will print exactly the same on the 1099 form.  If you have two lines 

     of address for a vendor you may need to abbreviate.

· The 1099 tape file from the IRS contains one 40-character address line.  It will use the first line 
and as much of the second line as characters are available from the VENSCN.  

    E. ____ Go to USASWeb.LNOCA.ORG / Vendors to make any necessary changes/corrections to the

                  vendor file.

NOTE:  Reporting a 1099 without a tax identification number may cause the district a financial penalty. The F1099 program will allow you to bypass these vendors if you choose to do so.  Correct procedures for handling this situation, including initiating backup withholdings, are described in the 1099 General instructions.

(see IRS Publications 1099 MISC and General Instructions for specific reporting requirements)

General instructions for form 1099:     http://www.irs.gov/instructions/i1099gi/index.html
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Month-end Closing Procedures 
1. ____ Enter all transactions for the current month.
2. ____ Reconcile USAS records with your bank(s).
3. ____Check in AUTOPOST for any outstanding batch files that may need to be posted prior to closing.  

    be sure to check for void and unvoid files.

a. Perform the Bank Reconciliation Procedure described in the “Useful Procedures” section of the USAS User Guide (or use AUTOREC)
b. Generate Cash Reconciliation you may use the USAEMSEDT program.  Run FINSUMM, PODETL (Outstanding PO’s) and BALCHK Reports.
c. Examine MTD, YTD, and FYTD Expenditure lines on the BALCHK report.  The dollar amounts for cash, budget and appropriation accounts should be identical for each line of the report.
d. Examine MTD, YTD, and FYTD Revenue lines on the BALCHK report.  The dollar amounts for the cash and revenue accounts should be identical for each line of the report.
e. Compare Current Encumbered totals from the BALCHK and PODETL reports.  They should be identical.  If they are not, execute the program FIXENC to correct and then regenerate BALCHK and compare totals.  If the totals still do not balance, contact FISCAL-UPPORT@LNOCA.ORG for assistance.
f. Run FINSUMM, selecting “Y” to “Generate FINDET report for comparison” option.  This will cause the FINDET report to generate with identical selection criteria as the FINSUMM and will determine if it balances with FINSUMM.  Please note that selecting “Y” will cause the report to take substantially longer to generate.  The total will display on the screen therefore it’s not necessary to print the report. 
You can VIEW this report if you want to see more detail. Compare the total from FINDET and FINSUMM.  They should be identical.
g. If all the above steps are performed and totals all agree, you are in balance and may proceed.
4. ____  (optional) If desired, run the CALC option from the SM12 program. The CALC option works the 
   
      same as the SM2 calculate option – it calculates the SM2 for the month.  Print the resulting report.
Note:  If the SM12 is calculated manually prior to ADJUST, then changes are made to your data, be sure to recalculate so the correct reports are places on the web.
Month-end Closing Procedures continued:
  5. ____ Every two weeks or twice a month, you should run the VENHIRE report.  

                              USAS---USAS_RPT

a. Check the projection report and error report and fix any errors, including errors of omission on the USASWEB—VENDOR.
b. When projection report is CORRECT, re-run using “Actual” option

a. Generates a report that can be faxed/mailed or used as a worksheet for input into 
new hire website

b. The actual option changes the new hire flag to “reported” and record the 
“last reported date”.          


VENHIRE website: www.oh-newhire.com
6.____ Generate all needed Month-End reports.  The following is a listing of the minimum reports 
 
 
   recommended for retention on a monthly basis.  These reports are also available on LNOCA’s
       web reports page: http://www.lnoca.org/departments/fiscal/webreports/

WEB REPORTS:
· USARPT/BUDSUM using YTD (or Split) Budget Summary-All funds

· USARPT/APPSUM using YTD (or Split) Appropriation Summary-All funds

· USARPT/REVSUM using YTD option Revenue Summary-All funds

· Detailed PODETL – All funds in Account Order

· USARPT/FINDET and USARPT/FINSUMM reports
· RECLED Reports-All funds, All Options

· Detailed Check Register for the month

· Cash Reconciliation Report using the cash reconciliation 

(option 1) of the USAEMSEDT program
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Calendar-end Closing Procedures
1.  ____ Run the F1099 Program.   LNOCA will print the 1099s.
  
If you issue 250 or more 1099 forms, electronic submission is mandatory.  
a. Run routine before adjusting for Calendar Year End.  Program may be run as many times 
as needed before ADJUST.

b.  Option to exclude 1099’s for any vendor without a 1099 ID number.

c. This routine will create the following files:
a. F1099.dat -  used by LNOCA to print the 1099 forms
b. F1099.txt – report format 
c. F1099.frm – form file to print on blank 1099-MISC forms
d. F1099.tap – tape file LNOCA uses to transmit to IRS
2. ___Only when comfortable with report accuracy, say “YES” to creating a tape for submission*****
 Caution:  If you file on magnetic media, do not file the same returns on paper.  This may result in 
erroneous penalty notices.  If you submit part of your returns on magnetic media and part on paper, be 
sure the same information is not included on both submissions.  The IRS form 1096 (Annual Summary
and Transmittal of US Information Returns) is not required when submitting 1099’s electronically.

3. _____ Workers Comp Reports    USAS------USAS_LCL

   Run one or any combination of the Workers Comp Reports found in the USAS_LCL menu.  

   These reports use the YTD expenditures of salary object codes. 

   The reports are:

· BWCRPT – 100 and 200 objects, two sorts available

· WKRCOMPYTD – choose YTD or FTD figures for calculation

· SRTCMP – subtotals by function

· WORKCOMP – need Workers Comp percentage, gross, and taxable gross from W2REPT.
4. _____ Run VENHIRE reset option
a. Will reset all vendors flagged as “Reported” to “Reportable”

b. Last reported date will be left for historical tracking purposes

Calendar-end Closing Procedures continued:
5. _____ Send an email to fiscal-support@lnoca.org to notify us that you are ready for backup and run 

   Month End and Calendar End ADJUST.
6.  _____ LNOCA will send you an ACKNOWLEDGMENT EMAIL telling you we’re ready to run backup
  
    EVERYONE must be out of the system (both USAS and USPS) and remain out until we notify 
 
    you the backup is complete.
7. _____ LNOCA will supply you with a password ______________________   that will allow you 

   to run ADJUST
Make sure everyone is out of the files before running ADJUST
******

No other programs (USAS or USPS) can be used when running ADJUST
8. _____ When you receive the EMAIL notice “ADJUST complete, Log enclosed” the month of 

   December and the Calendar Year is closed.

9. _____ Verify in USASWEB the General Fund MTD and the YTD are zero.
***You May Now begin 2012 USAS Processing***
Happy New Year
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