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| NTRODUCTI ON

This chapter outlines the procedures for claimng Current
Funds rei nbursenent of State General Fund Support and
Special State Appropriations expenditures fromthe State of
California. 1In general, such expenditures are paid by the
Uni versity and subsequently reinbursed by the State, upon
subm ssion of a claimfor reinbursenent. Al clains are
submtted directly to the State by individual canpus
accounting offices, except the CGeneral Funds payroll claim
which is consolidated for all canmpuses and subm tted by
the Ofice of the President, General Accounting (General
Accounting). The procedures for clains relating to the

rei nbursenent of plant expenditures are outlined in
Accounting Manual chapter P-415-71, Plant Accounting: State
Capital Projects.

The annual Approved State Budget contains a list of approved
anounts allocated to the University for General State
Support (199XX funds) and Special State Appropriations

* (180XX funds). The Ofice of the President--Budget Ofice
assigns fund nunbers for each budget itemor subitemon the
list and all ocates applicable portions of these itens to the
canpuses. Canpuses are responsi ble for spending and
claimng only the anmounts allocated to themby Ofice of the
Presi dent - - Budget O fice. Although the systemu de total
all ocated by the State cannot be overclained, if an
i ndi vi dual canpus submits claimrequests for nore than its
al l ocation, the anmount overclai med nust be paid from anounts
all ocated to ot her canpuses.

The State allows the University to claimexpenditures for
three years, i.e., one year to encunber the funds, and two
years to clear encunbrances. However, for General State
Support (199XX funds), reinbursenent cannot be clainmed for
expenditures if a purchase order was issued in a prior year,
or for any expenditures claimed against prior year liens or
bl anket purchase orders.

*Change 12/ 31/ 04 TL 93
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1. PROCEDURES

A STATE GENERAL FUND SUPPORT

Clainms for reinbursenent of fund 19900 payroll expenses
are submtted to the State by General Accounting.
Clainms for non-payroll 19900 fund and all other 199XX
fund expenditures are submtted to the State by

i ndi vi dual canpuses.

1. Payrol|l Advance

I n accordance with Section 8100 of the State

Adm ni strative Manual (SAM, each year in
approximately the [ ast week of July, the
University requests State Departnent of Finance
approval for an 8% advance to be applied agai nst
the total State support appropriation, which wll
be used as a revol ving fund.

Upon recei pt of the advance, CGeneral Accounting
cal cul ates the portion of the advance to be

all ocated to each campus and credits canpus

Fi nanci al Control accounts. The canpuses respond
to the Financial Control entry by debiting

Fi nancial Control and crediting Incone, as

fol |l ows:
Dr: Financial Control X-119500
* Cr: Ceneral Fund Support Revenue  X-219900-19900-0

This advance is used to fund the July payroll.
However, direct claimreinbursenent for the July
payroll actually occurs the follow ng nonth when a
payroll claimis submtted to the State on or
about the 20th of August. Each nonth, the prior
month's payroll is claimed fromthe State.
Finally, in May or June, a final payroll claimis
prepared to support the funds clained by the
advance. Although a claimis not formally

subm tted, for audit purposes the supporting
docunentation is conpiled and filed in General
Accounti ng.

*x If the State Budget is not passed by the | ast week
of July, the University, in lieu of the advance
descri bed above, will request paynent using the
actual June payroll totals as an estimate of the
fundi ng needs for the July payroll.

*Change 12/31/04
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1. PROCEDURES (Cont'd.)
A, STATE GENERAL FUND SUPPORT (Cont'd.)

2. Payroll General Fund Support d ai ns

A consol i dated payroll claimfor all canpus 19900
payroll funds is submtted nonthly to the State by
General Accounting.

The procedure for claimng the payroll is as
fol | ows:
* a. Subm ssion of Monthly Summary of State Fund

Charges Reports to Ceneral Accounting

A Monthly Summary of State Fund Charges form
is submtted nmonthly to General Accounting by
each campus to report the gross nonthly
payrol |l and staff benefit charges eligible
for reinmbursenment from State General Support
funds. The gross payroll for all payroll
checkwrites made during the nonth should be
included, i.e., payroll through the nonthly-
arrears, paid approximately the 7th of the
nonth, or the last bi-weekly checkwite of

t he nont h.

The follow ng claimdetail forms nust be
attached to the Monthly Summary:

1) Li sti ng PPP4205, Summary of Earni ngs by
Account G oupi ngs, which provides the
detail for each payroll checkwite, and

2) Li sting PPP5302, Distribution of Payrol
Expense, which provides the detail for
enpl oyee benefits.

The conpleted Monthly Sumrary of State Fund
Charges form to which the total pages of

Li stings PPP4205 and PPP5302 are attached,
nmust be received in General Accounting by the
14t h of each nonth. The total on the Monthly
Sunmmary should reflect all the charges for
the previous nonth's earnings, i.e., gross
payrol |l plus benefits.

*Change 12/31/04 TL 93
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b. Consol i dated Payroll C aim

General Accounting prepares a State Claimfor
Rei mbur sement (Form UFIN 161) nonthly

consol idated payroll claim to which the
summary pages of the Listings submtted by
each canpus are attached, for the

rei nbursenent of payroll expenditures.

To account for the claim GCeneral Accounting
prepares the follow ng journal

Dr: A/R State Approp M 111000- 19900
Cr: Financial Control M 119515

Dr: Financial Control E-119516-900X0
Cr: Financial Control E- 1195X0- 900X0

When Notice of ClaimPaynent is received by
CGeneral Accounting, the systemm de Accounts
Recei vabl e account is credited through the
Treasurer's Report. The canpuses respond to
the Financial Control entry by debiting

Fi nancial Control and crediting incone, as

foll ows:
Dr: Financial Control X-119500
Cr: General Fund Support
Revenue X-219900- 19900-0

O her State General Fund Support d ai ns

Periodically during the nonth, canpuses may submt
claimrequests on a Form UFIN 161, with the
appropri ate docunentation supporting the clains,
directly to the State for reinbursenent of 199XX
fund expenditures (see Section I1.C.).

The follow ng all owabl e 199XX fund itens may be
submtted to the State for reinbursenent:

1) Vendor paynents (excluding previous years
l'iens),

2) Travel expenses,

3) Recharges to general funded accounts for
Clinical Teaching Support,

*Change 12/ 31/ 04
**Addition 12/ 31/ 04
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1. PROCEDURES (Cont'd.)
A STATE GENERAL FUND SUPPORT (Cont'd.)
3. O her State General Fund Support dains (Cont'd.)

4) Recharges to general funded accounts from al
ot her non-general funded activities, and

5) Check Requests (Form5) for direct non-
payrol | charges.

In addition, sone payroll expenditures are
i ncluded in Fund 19901-99 expenditures and nust be
cl ai med by canpuses.

The original and the white copy of the claim wth
t he appropriate docunentation attached, are
submtted to the State. The pink copy is nailed
to CGeneral Accounting, which |ogs the claimand
files the copy. (See Section Il1.C 1. for
instructions for conpleting the form)

After a claimis submtted to the State, the
canpus credits Revenue and debits Accounts
Recei vabl e, as fol |l ows:

Dr: A/R State Approp X- 111 XXX- 19900
Cr: Ceneral Fund Support Revenue  X-219900-19900-0

* When Notice of Cl aimPaynent is received by
General Accounting, it is verified, entered on the
log, and a credit to the canpus Financial Control
account is entered on the Treasurer's Report. The
canpus responds with a credit to Accounts
Recei vabl e, as foll ows:

Dr: Financial Control X-119500
Cr: AIR State Approp X- 111 XXX- 19900

B. SPECI AL STATE APPROPRI ATI ONS ( 180XX FUNDS)

Clainms for Special State Appropriations are normally
submtted to the State nonthly by the canpuses.

Mont hly General Ledger fund activity listings serve as
substantiation for the reinbursement of these clains.
Bot h payroll and non-payroll expenditures are clained
under these appropriations.

The majority of expenditures are reinbursed by the

State in the first year of the appropriation; canpuses
have two subsequent years to claimrecorded first year-

*Change 12/31/04 TL 93
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end liens or encunmbrances. Canpuses nust not claim
anounts in excess of a specific allocation.

STATE CLAI M FOR REI MBURSEMENT

Form UEIN 161, the claimform is designed to
accommpdate State requirenents, as reflected in the
State's Uni form Codes Manual. The form al so provides
Uni versity claimand fund nunber information for
identification by General Accounting of clains paid by
the State.

1. Conmpleting a daimForm

The information required by the State in each part
of Form UEIN 161 is detailed below (see Exhibit A
for a sanple of a conpleted claimform:

Part (1) - Payable From

Enter the State Fund Code, Fund Nane, date, Agency
Nunber, and Agency Nane as provided in the
Department of Fi nance Uniform Codes Manual. The
Uni versity has been assigned Agency Nunber 6440.
The University Fund Nunber al so nust be entered in
this section. The claimnust be dated in this
section.

Part (2) - Appropriation

This section identifies the | egal spending
authority. Only the Year of Statutes,

Ref erence/ltem Chapter, Statutes, and Purpose
(the nane of the program or the appropriation)
sections nust be conpl et ed.

Part (3) - Coding Gid

This section contains information required by the
State. Enter the Category Nunmber, Anount, and
Schedul e Nunber (see Section I1.C 3. below); the
remai ni ng sections will be conpleted by the State.
(Exhibit C provides a list of State appropriations
that require a category nunber).

Part (4) - Certification

Enter the canpus nanme, the nanes and tel ephone
extension of the preparer, the auditor, and the

**Addition 12/ 31/ 04
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|I. PROCEDURES (Cont'd.)
C. STATE CLAI M FOR REI MBURSEMENT (Cont' d.)
1. Conpleting a d aimForm (Cont'd.)

aut hori zed signer. (Section Il.C 2. bel ow
provides information relating to the Authorized
Si gnature.)

Part (5) - Remarks

| ndi cate the nane of the payee, the anount of the
claim and any other pertinent information
required by the State or General Accounting. For
exanple, when a claimis submtted for dinica
Teachi ng expenses, Cinical Teaching Support
shoul d be entered in this section. Also, indicate
inthis sectionif a claimis being resubmtted.

Supporting Docunentation

Appropriate docunentation to support the claim
such as general |edger transaction listings, fund
detail or summary reports, etc., should be
attached to the clai mwhen necessary. |If the
supporting docunents do not show a grand total, an
addi ng machi ne tape should be attached to each
list of transactions submtted for reinbursenent.

*x The State allows the University to submt clains
wi th a one-page summary for back-up docunentation
as long as the total being clainmed on the face
sheet of the claimagrees with the total on the
| ast page of the docunentation. Al of the
detail ed docunentation for the claimschedul e nmust
be maintained for a period of five years.

When the supporting docunentation attached to the
clai mschedule is a copy, a duplicate, or has been
corrected, the following certification, signed by
an aut horized signer, should be noted on the page
or pages of the supporting docunmentation that
shows the ampbunts being cl ai ned:

This bill has been checked agai nst our
records and found to be the original one
presented for paynent and has not been paid.
We have recorded this paynent so as to
prevent a |later duplicate paynent.

**Addition 12/ 31/ 04 TL 93
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Assenbl y

Al'l docunments in a claimschedule submtted to the
State nmust be bound together at the top by a tape
or cord, passed through holes punched in the
docunents, and tied in a bow knot at the back of

t he cl ai m schedul e.

A checklist that should be reviewed prior to
subm ssion of a claimto the State is provided in
Section I1.C 4. bel ow

Si gnature Authority

Claims will not be processed by the State unless a
valid C aim Schedul e Si gnature Authorization card
(Form AUD15) is on file with the State, for the
per son whose signature appears in the Authorized
Signature block of Form UFIN 161 (see Exhibit A).
A sanpl e Authorization card is included as Exhibit
B. A sufficient nunber of such cards nust be kept
on file with the State in order to cover enpl oyee
vacations or other absences, since clains that are
not signed by an authorized signer will be
rejected. Any position |level can be authorized to
sign a claim however, the Authorization card nust
be signed by a Vice Chancellor, or higher |evel,
granting such authority. |If an individual's
signature varies, the card nust show all possible
vari ances of the signature.

Schedul e Nunber For nat

The Schedul e Nunber format for all clains
submtted to the State is limted to eight nuneric
characters plus dashes (-), which nust be used to
separate the schedul e nunbers.

The first digit represents the canpus | ocation,
foll owed by a dash.

The second, third, and fourth digits indicate the
| ast three nunbers of the University fund nunber,
foll owed by a dash.

The fifth digit indicates the last digit of the
Year of Statute (Yr of Stat box on Form UELN 161)
foll owed by a dash. For exanple: Chapter 139,
Statutes of 1994-95, the Yr of Stat is 1994 so the

*Change 12/31/04
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PROCEDURES ( Cont ' d. )

C.

STATE CLAI M FOR REI MBURSEMENT (Cont'd.)

last digit of the Yr of Stat is 4 (see sanple form
in Exhibit A).

The last two digits (sixth and seventh) represent
the sequential control nunmber for the life of the
appropriation, which is generally three years.
Thus, all the claimschedules will be nunbered in
consecutive order until the appropriation is fully
clainmed or expires (01 through 99). For exanpl e,

t he cl ai m schedul e nunber 1-070-4-23 (see sanple
formin Exhibit A) is read as the twenty-third

cl ai m agai nst the 1994-95 appropriation, prepared
by the Berkel ey canpus agai nst fund nunber 18070.

Cl ai m Subni ssi on Checkl i st

Before submtting a claimto the State, the form
shoul d be reviewed to ensure that the follow ng
itens have been conpleted correctly. (These itens
are a conpilation of the reasons for which the
State nost frequently returns clains for

resubm ssion.)

1) Has the correct State Fund nunmber been

ent er ed?

2) Is the correct Fund Nanme indicated? |Is it
conpl ete?

3) | s the request dated?

4) Has t he proper Agency Nunber been entered?
(The Agency Nunber for the University is
6440.)

5) Has the current four-digit Year of Statute
been entered?

6) Are the current Reference/ltem Chapter, and
Statutes indicated?

7) Has the appropriate Purpose been entered? 1Is
it conplete?

8) Has the correct category code been entered?

***Del etion 12/ 31/ 04 TL 93
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9) | s the Schedul e Nunber in sequence? |Is the
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Schedul e Nunber a duplicate?

10) Has the claimbeen signed (Authorized
Sighature)? 1|Is a current signature
authorization on file with the State for that
i ndi vi dual ?

11) Does the Remarks section include the required
informati on and any additional remarks, as
appropri ate?

12) Has the required supporting docunmentation
been attached?

13) Has an addi ng machi ne tape been attached to
the first sheet of the claim if appropriate,
to verify the total anount clai med?

14) Has the claimbeen assenbl ed correctly?
REM TTANCES

State Controller's Remttance Advice Fornms (State Form
CA21), entitled Report to State Controller of

Rem ttance to State Treasurer (TG 30) (Exhibit D)

whi ch are nunerically controlled by the State
Controller, are issued in blocks to the Vice President-
- Fi nanci al Managenent. Ceneral Accounting will make
the final determ nation of when rem ttances nust be
made to the State. |If the funds nust be sent back to
the State, General Accounting will conplete and sign
the Remittance Advice Form

RECONCI LI ATI ONS

1. State General Fund Support

Claims | ogged by CGeneral Accounting are reconciled
to the State Controller's Agency Reconciliation
Report nonthly by General Accounting. Cains paid
by the State, adjusted for outstanding or in-
transit clainms, are reconciled to actual clains

| ogged and submitted. In addition, clains |ogged
and submtted are reconciled to the anmount
recorded in each campus' GCeneral Fund Support
Revenue account (X-219900-199XX). The 199XX
expenditures are conpared to the canpus Revenue
account to nonitor the clains and ensure that they
are made on a tinely basis.

12/ 31/ 04
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1. PROCEDURES (Cont'd.)
C.  STATE CLAIM FOR REI MBURSEMENT (Cont' d.)

2. Special State Appropriations

The | ogged canpus clainms submtted to date for
each Special State Appropriation are totaled and
reconciled to the State Controller's Agency
Reconciliation Report nmonthly by General
Accounti ng.

3. Year - end Adj ust nent

Each year in March, General Accounting estinmates
when all of the State Support will be clainmed and
a cut-off date is established to stop the claimng
process. Canpuses are advised to stop direct
claimng fromthe State as of the cut-off date.

* At fiscal year-end, the Ofice of the President--
Budget O fice reconciles the canpuses' Esti mated
State Support Revenue in General Ledger account X-
219900- 199XX with the approved budgeted State
Support. Wien it is determned that all of the
State Support has been clai ned, General Accounting
adj usts the revenue recorded at each canpus to
match the reconcil ed Estimted | ncone of the
canpus.

I11. RESPONSIBILITIES

A CAVPUS ACCOUNTI NG OFFI CE

It is the responsibility of each canpus accounting
office to submt State General Fund Support clains
(other than payroll) and Special State Appropriation
clains to the State, and to retain paid expenditure
invoices in a voucher file for auditing purposes.

B. GENERAL ACCOUNTI NG

It is the responsibility of General Accounting to
consol i date canpus payroll clainms and submt a nonthly
19900 fund payroll claimto the State, to credit the
appropriate canpus Financial Control accounts for al
such cl ai m paynents, and to nonitor all State Ceneral
Fund Support cl ains and Special State Appropriations
clainms submtted to and paid by the State.

*Change 12/31/04 TL 93
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C BUDGET OFFI CE

It is the responsibility of the Ofice of the
Presi dent --Budget O fice to provide canmpus budget and
accounting offices wwth a |list of assigned fund nunbers
annual ly, for identification of current fiscal year
budgeted State CGeneral Fund and Special State Support
Appropriations itemns.

REFERENCES

State Admi nistrative Manual, Sections 8100, and 8422. 1-
8422. 2.

State of California, Departnment of Finance, Uniform Codes
Manual .

Accounting Manual chapter P-415-71, Plant Accounting: State
Capital Projects.

Accounting Manual chapter first published 3/31/95. Revised
6/ 30/ 95, 12/30/96, and 12/31/04; analyst: Federico Gonez.

TL 93 *Change 12/31/04
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*EXHIBIT A State Claim for Reimbursement

THE REGENTS OF THE UNIVERSITY OF STATE CLA'M

CALIFORNIA
Ul

FIN 161 (R/7/89) FOR REIMBURSEMENT

(1) PAYABLE |0004

UATE
ooa Breast Cancer Fund I Oct-10-96

FC RNIA 18070

CHAPTER STATUTES

(2) APPROPRI{1994 139 1994-1995

ATION S/A Breast Cancer Research

: [F5C5 | oAt CENERAL [RECEPI
NumBer ] Proy | EGorv |pomiere | come. |task| Leocer I oBiEc]” s AMOUNT DESCRIPTION SCHEDULE NUMBER
1-070-4-23
AUDIT CODE | SCH. TYPE
$200,000.00

3)

PRINT WARRANT DATE

[[SSUE WARR. DATE REGUESTED

(4) CERTIFICATION

1 HEREBY CERTIFY UNDER PEWALTY OF PERJURY THAT TME WTHIN CLAIN 18 IN ALL RESPECTS TRUE, CORRECT, AND IN ACCORDANCE WITH LAW; THAT SERVICES MENTIONED
HEREIN WER ACTUALLY RENDERED AND SUPPLIES DELIVERED IN ACCORDANCE WITH THE CONTRACT AMD LAW; TMAT ANY PERSON FOR WHON COMPENSATION OR REIN-
BURSENENT FOR EXPENSES INCURRKD I CLAIWED HEREIN HAS TAKEW, SUSSCISED, AND PILED THR OATHS, INCLUDING THE OATH SET PORTH IN SECTION 3101

OF THE GOVERNMENT CODE, REQUIRED BY LAW; THAT I HAVE NOT VIOLATED ANY OF THE PROVISIONS OF SECTIONS 1090 36 OF THMRE QOVERNMENT CODE.
CAMPUS " ] AUTHORIZED SIGNATURE. o ]
Berkeley - D. Alvater J. Li Susan Connolly

5) REMARKS:
1 - The Regents of the University of California

$200,000.00

Afttached is a listing of vouchers supporting the above claims. These vouchers are on file in the Accounting Office. Voucers have been checked
and approved as to detail and price, in accordance with extablished palicies and p! The ‘which they rep have been
regularly ized by isition or ise. Written ification from duly iZed officials that the goods have been received and the
services rendered is on file. It is hereby certified that payments for services are in accordance with the rules of the President’s Office.

(1vniov) aanssiaiva
SioquINN juelsepp sdejjonuod

SIGN. CALC.
PURCH. CONTR.
CORRECTIONS ENTERED

[FABAL OK  [WaRR oK

REﬁ ABLE PAYMENTS

PER S.A.M.2422 180

DISTRIBUTION: RETENTION:
White - State Controer(2 copies) University Controller-S yrs. after honored
Pink-University Controlier Accounting Office-5 yrs. after honored NUMBER
Yetllow-Campus Accounting Oiffice Other Copies-0-5 years AMOUNT
$
ACCOUNTING OFFICER TOTAL SUBJECT TO USE TAX

*Change 12/31/04
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EXH BIT B

Cl ai m Schedul e Si gnature Authorization
(Form AUD 15)

CLAIM SCHEDULE SIGMATURE AUTHORIZATION

Page 15

Bt Ol OwdY TO
STATE COSTTMOLLES
(EEDARD OF CORTROL FEULE S m“'l“.‘,-.'.'-_r-
Chack Ona:
[ Al Claim Schedules
[ Oniy Those Listed.
Concal Claim Scheduls Auvthorizations of the Following Persoms:

The person whose signatwre is afficed betow i outhornized fo sign or approve Cloim Schedwles fifed by i

agency with the State Confrolier For payment pursueont fo lov.
SHEHED DasscTom. Cruamaas. BT lm ErrmcTrve
(=T |
Hasem oOF AUTHOSEIELD: P o ﬁﬂmm
CRrARTHEENT Of AGEET T IEGNATLIRE OF AUTIORTIED PEMBOM [F 715
[
L LIk ]

12/ 31/ 04
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*EXH BIT C STATE APPROPRI ATI ONS THAT REQUI RE A CATEGORY
NUVBER
Cat egory
Nunber Description
11 Mai n Support General Fund Appropriation
(Funds 19900 t hrough 19959)
12 Charl es R Drew Postgraduate Medical School - Los
Angel es
13 Ai ds Research Program
14 Student Financial Ad
15 Def erred Mai nt enance Loan Repaynent
16 UCSD Super conput er
17 Subj ect Matter Project
Not e: The categories nunbers descri bed above are the nost

current categories for Fiscal Year 2003-04. Please note
that fromtinme to tinme the State will change the
category nunbers. Ceneral Accounting sends to canpuses
an updated |list of category nunbers at the begi nning of
each fiscal year.

*Change 12/31/04 TL 93
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*EXH BIT D Report to State Controller of Remttance to
State Treasurer (Form TC-30)

JEEREEREREREE

uco00001

slabed below in Eccondans with

Saciion 12410 of $w Govermmant Code. Remitlancs has e mads o the Stis Treasumr,

[
S10-GET-2088

ding Hes p

gl & Boyahosts - State Tokarares's D8cn  Tophzate - Apmny Cepy

TR
| —  ———————

L L Lod Ll i L4 ' I’
o.oa
T S o A A
T ETATE CONTROLLER: | haesby cartify that ha teragaisg report s o coresd stslnment of 3l monie moased by the

i
;
| 1
:::g i
Ha el ;
E ]
Hll=EE: E gl
EEE 1103
N|px=zEze L
N eEEEEEEEEEEE
EEEEEEEEEEEE
EE EEEE|
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End.
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