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PURPOSE:

To provide instructions for preparing and distributing the Quarterly Balance Sheet Report.
OBJECTIVE:
To ensure the creation of the Quarterly Balance Sheet is done correctly and accurately over time.

EVENT DRIVER:

Quarterly report completed by the 10th of the following month after every quarter.
PROCEDURES: 
I. Print Balance Sheet for Each Fund
1. Open MS Excel. Select File>Open> S:\Fin_Svc\Month End Processing\Quarterly Balance Sheet\Balance Sheet Quarterly Report-[Year].xls.

2. Print the Fund Balance Sheet for each fund on the report:

A. This report is located in the Old Cash System.

a. Double click the Sunbox icon on the computer desktop.
b. Enter your user ID and Press Enter key.
c. Enter your password and Press Enter key.
d. Select #1 – Accounting.
e. Select #1 – General Ledger.
f. Select #3 – Ledger End of Period.
g. Select letter ‘f’ – Print Balance Sheet.
h. Select letter ‘a’ – Print Balance Sheet (Detail).
i. Select the Printer: ccb_eps_prt.
j. Press Enter key.
k. In the Department field enter the fund number (i.e. 1 = Central Depository Fund)
l. Enter the Period Date of MM/20YY.  The Period Date is the number of the month of the current Fiscal Year (i.e.: Jul=1, Aug=2, Sep=3, etc.).   
m. Press the Esc key.
n. The report will begin to spool and print to the selected printer.
o. Repeat steps I.2.A.a. thru n. for each fund on the spreadsheet.
II. Entering Totals on the Quarterly Balance Sheet Report  
1. Asset Month/Year Tab:
A. Locate the first Asset GL account number on the Balance Sheet Quarterly Report, and the corresponding GL account number on the Fund Balance Sheet printed in the above steps I.2.A.a. thru o.
a. Enter the dollar amount found on the Balance Sheet into the corresponding cell listed on the Balance Sheet Quarterly Report, ASSETS Current Month/Year tab.
b. Repeat steps II.1.A.a. for the next asset GL account number on the Balance Sheet Quarterly Report until all of the amounts shown on the Fund Balance Sheet are entered.
c. Repeat steps II.1.A.a. for each Fund on the report.
d. Save.

2. Liab Month/Year Tab:
A. Locate the first Liability GL account number on the Balance Sheet Quarterly Report, and the corresponding GL account number on the Fund Balance Sheet printed in the above steps I.2.A.a. thru o.

a. Enter the dollar amount found on the Balance Sheet into the corresponding cell listed on the Balance Sheet Quarterly Report, LIAB Current Month/Year tab.
b. Repeat steps II.2.A.a. for the next liability GL account number on the Balance Sheet Quarterly Report until all of the amounts shown on the Fund Balance Sheet are entered.
c. Repeat steps II.2.A.a. for each Fund on the report.
d. Save.

III. Distribution of the Balance Sheet Quarterly Report
1. Email a copy of the completed report to:
A. Cash Management Services Deputy Director
B. Accounting Operations Manager

C. Accountants

POLICIES / RELATED DOCUMENTS:

· N/A

OTHER PARTIES INVOLVED:
· N/A

TIME / VOLUME:
· Varied
FREQUENCY:
· Quarterly
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Sunbox (Old Receipting System)
· MS Excel
· MS Outlook
REPORTS / FORMS: 
· Fund Balance Sheets
· MS Excel file: S:\Fin_Svc\Month End Processing\Quarterly Balance Sheet\Balance Sheet Quarterly Report-[Year].xls.
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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