
From: LEA ERICKSON 
Sent: Tuesday, April 17, 2018 12:39 PM
Subject: FY18 Year End Fund Balance Forecasting

Dear Financial Officers,

Please see the attached information regarding the request to forecast your FY18 year-end fund
balances.  We ask that you complete the Google Sheet information by Friday, April 27th. The Google

Sheets have been populated with fund balances as of the end of Q3 (March 31st, 2018). You will be
receiving an email this afternoon with a direct link to each fund sheet that requires a response.

If you have any questions or concerns in the meantime, please feel free to let me know.

Thanks,

Lea Erickson
Accountant - Advanced
Accounting Services – UW-Madison
21 N. Park Street, Suite 6254
Madison, WI 53715
Phone: 608-890-1765
Fax: 608-262-5060
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April 2018



Forecasting FY18 Year-End Fund Balances



3rd Quarter Guidelines



Background

The Board of Regents (BOR) Policy Document 21-6 addresses program revenue account balances and reserve levels, as well as a methodology for calculating these levels for both UW-System and individual UW institutions.  

According to the BOR policy, program revenue balances must be calculated subsequent to fiscal year-end reconciliation, starting with the prior year’s ending cash balance, adding revenues received, and deducting expenditures made during the fiscal year.  This produces the budgetary fund balance at the end of a given fiscal year, and does not reflect accruals for advance deposits received for future academic terms, accounts payable, or accounts receivable.  

Year-end program revenue balances must be calculated for five categories of funds:

· Academic Student Fees:  This category includes all cash balances on separately budgeted Fund 131 programs, and all Fund 101 carryover.

· Auxiliary Operations:  This category includes all Fund 128 cash balances.

· General Operations:  This category includes all Fund 136 cash balances.

· Federal Indirect Cost Reimbursement:  This category includes all Fund 150 cash balances.

· Other Unrestricted Program Revenue:  This category includes the cash balances for a variety of relatively small specific-purpose program revenue appropriations.



Fund 101 (General Program Operations)

Appropriation 101 funds are for the purpose of educational and related programs.  Divisions are to use funds for salaries, supplies and expenses, capital and special purposes.  Appropriation 101 fringe benefits are funded by central campus.  

Appropriation 101 unused budget balances should be compared to the full year budget to assess the percentage used against the annual budget appropriation.  Any positive or negative budget balances should be explained (i.e., fund balances forecasted to be zero at year-end require no explanation).  The explanations for positive balances should identify the amounts committed by contract, encumbrance or DFD (Division of Facilities Development) building project if applicable.  



Fund 131 (Academic Student Fees)

Appropriation 131 represents all tuition generated by self-supporting instructional programs that have not been budgeted through UW-Extension (e.g., Evening MBA Program, Masters of Biotechnology Program).  

The balances should be compared to the estimated annualized expenditures to assess the available balance as a percentage of estimated annual expenditures.  Any positive or negative balances should be explained (i.e., fund balances forecasted to be zero at year-end require no explanation).  Additionally, the explanations for positive balances should identify the amounts committed by contract, encumbrance or DSF (Division of State Facilities) building project if applicable.







Fund 128 (Auxiliary Enterprises)

Appropriation 128 includes a combination of major and minor auxiliaries and, therefore, the appropriate level of fund balances will differ based on the type of activity.  Additionally, given the nature of Appropriation 128 activities, other policies and requirements for reserves and cash balances apply.  Consequently, it is important for units to consult with the Office of Auxiliary Operations Analysis (AOA) in conjunction with these guidelines.

Transportation Services and Student fee funded auxiliaries are subject to UW-System Policy 314 (formerly F43) https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/financial-management-of-auxiliary-operations/.  Student fee funded auxiliaries include:

· University Housing

· Wisconsin Union

· Recreational Sports

· University Health Services

· Child Care Tuition Assistance Program

· Non-allocable segregated fee funded activities in the Division of Student Life

· Student Print

Other major auxiliaries have fund balance requirements that vary from program to program.  Intercollegiate Athletics, Division of Information Technology, Physical Plant, Car Fleet, and MDS/SWAP should discuss the appropriate fund balance levels with the Office of Auxiliary Operations Analysis (AOA).

At the campus level overall, the balance in Appropriation 128 as a percentage of the annual expenditures should be no more than 12% by the end of the fiscal year.  However, given the complexities of Appropriation 128 activities, specific reserve target percentages for units are not provided in these guidelines.  Units should forecast cash balances as a percentage of the estimated annual expenditures and explain the forecasted results.  Any positive or negative balances should be explained (i.e., fund balances forecasted to be zero at year end require no explanation).  Additionally, the explanations for positive balances should identify the amounts committed by contract, encumbrance or DFD (DOA Division of Facilities Development) building project if applicable.  Finally, forecasted balances should equal the amounts submitted in the budget process.

All other Appropriation 128 activities are considered minor auxiliaries and should follow the guidelines listed under Fund 136 (see below).



Fund 136 General Operations Receipts

Appropriation 136 includes all monies received for, or on account of, UW-Madison, unless otherwise specifically appropriated, to be used for general operations.  

At the campus level overall, the balance in Appropriation 136 as a percentage of the annual expenditures should be no more than 12% by the end of the fiscal year.  Several types of activities occur within Appropriation 136, which are described below.  Units should forecast cash balances as a percentage of the estimated annual expenditures and explain the forecasted results.  Any positive or negative balances should be explained (i.e., fund balances forecasted to be zero at year end require no explanation).  Additionally, the explanations for positive balances should identify the amounts committed by contract, encumbrance or DSF (Division of State Facilities) building project if applicable.

Internal operating activities primarily relate to internal services such as copy centers, research testing and analysis support, etc.  Operations that primarily serve University departments, including customers that pay with federal grants, are subject to Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance) https://www.rsp.wisc.edu/UG/.

According to the Uniform Guidance, rates should be on a cost-recovery basis and cash balances should be managed to zero, as there should not be a positive cash balance for internal operating activities.  Deficit cash balances are allowable if appropriately invested in related inventory or equipment or if there are outstanding accounts receivables.  Rate reductions or completeness of expenditures should be considered if cash balances are growing.  

External operating activities primarily relate to services provided to external customers including students, faculty and/or staff and may include by-product sales (e.g., crops), or passive income (e.g., rents or royalties).  Should excess cash balances be forecasted, rates charged may need to be reevaluated.  In addition, explanations in relation to unearned revenue, spending plans, and/or other factors should be provided. 

Also consider the following strategies regarding balances:

· If services are research-related, evaluate whether the activity should be transferred to Appropriation 133 - Non-Federal Grants & Contracts.

· Evaluate external account revenue for the potential for deferred, unearned revenue which should be separately designated as advance deposits and deducted from cash balances.

· Evaluate pricing for compliance with Regent Policy 12-1 (Competition with the Private Sector): https://www.wisconsin.edu/regents/policies/competition-with-the-private-sector/.  If compliance with this policy results in the creation of a profit, plans should be developed for spending down the resulting cash balance.

Mixed accounts include a mixture of revenue from internal and external customers in the same activity.  These activities are subject to the same requirements as internal and external activities in terms of rate structures.  Units should carefully review mixed account activities and follow the applicable sections of the guidelines as noted above.

Clearing accounts should not have cash balances at the end of the fiscal year.  Reconciliation procedures should be reviewed to confirm these accounts are properly managed and controlled.  

Inactive accounts should be closed based on criteria established by the school, college or auxiliary unit.  Any remaining cash balances should be eliminated through the use of the Cost Transfer Tool and a request to close the zero balance account should be submitted to Accounting Services at sfsmsn@bussvc.wisc.edu using the Department ID Action Request Form.

Fund 150 (Federal Aid / Indirect Cost Reimbursement)

Appropriation 150 includes all moneys received from the federal government for reimbursement for indirect costs of grants and contracts for administrative purposes, program purposes, funding of positions, payment of federal aid disallowances, or other purposes authorized by law.

Balances should be forecasted and units should compare balances to total Fund 150 allocations (including bridge funding allocations).  Any positive or negative balances should be explained (i.e., fund balances forecasted to be zero at year end require no explanation).  Additionally, the explanations for positive balances should identify the amounts committed by contract, encumbrance or DSF (Division of State Facilities) building project if applicable.



Submission / Due Date

The Google Sheet templates should be completed by Friday, April 27th.  If you need assistance or additional instructions about completing the templates, please contact Lea Erickson in Accounting Services at lea.erickson@wisc.edu or 890-1765.

If you have broader questions regarding the Academic Student Fee, General Operations, or Federal Indirect Cost categories, please contact Tim Norris in the Budget Office at tim.norris@wisc.edu or 263-4707.  

Similarly, questions regarding Auxiliary Operations should be addressed to Donna Halleran in the Office of Auxiliary Operations Analysis donna.halleran@wisc.edu or 265-3443.
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FY18 Q3 Fund Balance Reporting Using Google Sheets

Questions should be directed to:

Lea Erickson

UW-Madison Accounting Services

Email: lea.erickson@wisc.edu

Direct Phone: 608.890.1765



Documentation of the FY 18 3rd quarter fund balances will be completed using Google Sheets.  Each fund (101, 128, 131, 136 and 150) will have a separate sheet.  The summary and supporting notes have been consolidated on one tab.  Please note that all cells are locked with the exception of those designated for your input/support.    

Following receipt of the fund balance guidelines, individual email invitations will be sent to the campus divisional contacts for submitting fund balance information on the Google Sheets.  They will receive an email with a direct link to each fund sheet requiring response.

Opening a Google Sheet from an email Invitation

When a Google Sheet is shared the recipient receives an email with a link to the file.  The email will be sent from the document owner via Google Sheets.  The file name will be listed with an option to “Open in Sheets”:



 

Click on the “Open in Sheets” button to open the corresponding file in edit mode.  The first time you click the “Open in Sheets” button you will need to enter your net id and password.  If you are already logged into Google Sheets, clicking on “Open in Sheets” will send you directly to the file. 





















Sample of the template: 

 


Tip: If the entire width of the Google Sheet does not fit on the monitor screen, select zoom from the browser settings and reduce the screen size to view the entire page on the screen.



All edits are saved as users enter information, it is not necessary to click save.

Information should only be entered on the excel row relating to your specific campus unit(s).  

After the deadline for entry has passed, all sheets will be locked and no longer editable.  If changes are needed after that point, you will need to contact Lea Erickson. 

 

Printing from Google Sheets



You can print your current sheet or all sheets in the file using the Print option.  From the File menu, click print.  A Print Settings menu box will appear.  You can choose the layout and a few options.  







Once you have made your selections and hit Print, choose one of the following depending on your browser:

Firefox:





Internet Explorer:





This will take  you to adobe where you can select the desired destination and options for printing.







Downloading file to Excel

From the file menu select, ‘Download As’ and then choose, ‘Microsoft Excel (.xlsx)’.  The file will either open as a new page or the file will appear at the bottom of your screen and can be clicked.  From the Microsoft Excel version, selecting ‘Save As’ will allow you to save a copy of the file to your computer.

Downloading file to PDF

From the file menu, select ‘Download As’ and then choose ‘PDF document (.pdf)’. An ‘Export to PDF’ menu box will appear.  Select options and layout choices and click ‘Export’.  The PDF will open as a separate tab or a file will appear at the bottom of the screen.  Using the ‘Save As’ option will allow you to save a PDF copy of the file to your computer. 
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