
ADAMS STATE COLLEGE 
FINANCIAL MANAGEMENT GUIDE 

 
 

 

1 
 

TABLE OF CONTENTS 
05/06 

TABLE OF CONTENTS

 
 

Chapter 1 – INTRODUCTION,  
 I. Purpose…………………………………………………..……… 1-1
 II. General Information………………...…………………………... 1-1
 III. Revisions and Updates to The Guide…………………………… 1-1
 IV. Keeping Current with Campus Financial News………………... 1-1
 
Chapter 2 – FINANCIAL ENVIRONMENT OF THE COLLEGE,  
 I. Purpose…………………………………………………………. 2-1
 II. Fiscal Philosophy and Financial Goals…………………………. 2-1
 III. The Stewardship Obligation of the College…………………. 2-1
 IV. The Financial System of the College………………………... 2-2
 V. Pertinent Regulations………………………………………….... 2-4
   
 
Chapter 3 – RESPONSIBILITIES ASSOCIATED WITH FINANCIAL  
                     MANAGEMENT,  
 I. Purpose……………………………….………………………… 3-1
 II. Pertinent Policies….…………………………..………………... 3-1
 III. Internal Control…………………………….…………………... 3-2
 
Chapter 4 – FUND AND REVENUE ACCOUNTING,  
 I. Purpose………………………………………………………….. 4-1
 II. Pertinent Guidelines and Regulations…………………………... 4-1
 III. Day-to-Day Operational Structure……………………………… 4-3
 IV. Unrestricted vs. Restricted……………………………………… 4-4
 V. Fund and Fund Groups…………………………...…………….. 4-6
 VI. Agency Funds…………………………………………………... 4-9
 VII. Plant Funds……………………………………………………... 4-10
 VIII. Loan Funds………………………………...…………………… 4-12
 IX. Current Funds………………………...………………………… 4-13
 X. Revenue Classifications………………………………………… 4-15
 XI. Educational and General Functions…………………………….. 4-21
 XII. Transfers……………………………………………………...… 4-27
 XIII. Revenue Definition………….………………………………….. 4-28
 XIV. Revenue Recognition Timing………...………………………… 4-30
 XV. Attachments…………………………………………………….. 4-32
 
Chapter 5 – CHART OF ACCOUNTS,  
 I. Purpose……………………………………………..…………… 5-1
 II. Accounting String….…………………………………………. 5-1



ADAMS STATE COLLEGE 
FINANCIAL MANAGEMENT GUIDE 

 
 

 

2 
 

TABLE OF CONTENTS 
05/06 

TABLE OF CONTENTS

 
 

Chapter 6 – ACCOUNT CHARTFIELD 
 I. Purpose…………………………………..……………………... 6-1
 II. Overview………………………..…………………….………... 6-1
 III. Levels of Accounts………………………………………...…… 6-1
 IV. Debit and Credit Convention……………………………..…….. 6-2
   
 
Chapter 7 – FINANCIAL TRANSACTIONS AND GENERAL LEDGER 
                     PROCESSES 
 I. Purpose………………………………………………………….. 7-1
 II. Descriptions of Financial Transactions…………………………. 7-1
    
 
 
Chapter 8 – BUDGET THEORY 
 I. Purpose………………………………………………………….. 8-1
 II. Overview………………………………………………………... 8-1
 III. Budget Related Terms and Definitions…………………………. 8-1
 IV. Budget Cycle……………………………………………………. 8-3
 V. Budget Planning Schedule at ASC……………………………... 8-6
 VI. Methods of Budgeting………………...………………………... 8-8
 VII. Budget Practices ……….……………………………………..... 8-8
   
 
Chapter 9 – BALANCE SHEET ACCOUNTS 
 I. Purpose…………………………………………………………. 9-1
 II. Balance Sheet Accounts………………………………………… 9-1
  Asset Accounts…….….…………………………….………….. 9-2
  Liability Accounts………………………………………………. 9-10
  Fund Balance Accounts……………………...…………………. 9-19
 
Chapter 10 – CASH CONTROL 
 I. Purpose………………………………………………………….. 10-1
 II. Overview………………………………………………………... 10-1
 III. Pertinent Policies…………...…………………………………... 10-1
 IV. Internal Control…………………………………………………. 10-1
 V. Cash Receipt Form……………………………………………… 10-8
 VI. Cash Disbursements…………………………………………….. 10-8
 VII. Change Fund……………………………………………………. 10-9
 VIII. Petty Cash……………………………………………...……….. 10-11
 



ADAMS STATE COLLEGE 
FINANCIAL MANAGEMENT GUIDE 

 
 

 

3 
 

TABLE OF CONTENTS 
05/06 

TABLE OF CONTENTS

 
Chapter 11 – INVENTORY 
 I. Purpose……………….……………………………………….. 11-1
 II. Overview and Objectives…..………………………………….. 11-1
 III. Definition of Inventory………………………..……………….. 11-1
 IV. Internal Controls………………………...………...….………… 11-2
 V. Establishing and Maintaining an Inventory…….………………. 11-2
 VI. Valuing the Inventory……………….………………………..… 11-4
 VII. Year-End Physical Inventory…………………………………… 11-5
 VIII. Exhibits…………………………………………..…………….. 11-7
 
Chapter 12 – ACCOUNTS RECEIVABLE 
 I. Purpose………………………………………………………….. 12-1
 II. Overview………………………………………………………... 12-1
 III. Pertinent Policies and Regulations…………..…….…………… 12-2
 IV. Terms and Definitions.……………………………..…………... 12-2
 V. Policy..…………………………………………………………. 12-3
 VI. Internal Control…………………………………………………. 12-3
 VII. Establishing and Administering Accounts Receivable…………. 12-4
 VIII. Working with Credit…...……………………………………….. 12-7
 IX. Billing………...………………………………………………… 12-9
 X. Collections and Referrals to CCS………...…………………….. 12-10
 XI. Distribution of Recoveries………………………..……………. 12-18
 XII. Writing Off Accounts Receivable……………………………… 12-18
 XIII. Accounting Transactions for Accounts Receivable…………….. 12-22
 XIV. Non-Sufficient Funds Checks…………………………………... 12-29
 XV. Credit Card Chargebacks……..………………….……………... 12-31
 XVI. Accounts Receivable Reporting………………………………… 12-32
 
Chapter 13 – INTERNAL SERVICE CENTERS 
 I. Purpose………………………………………………………….. 13-1
 II. Pertinent Regulations…………………………………………… 13-1
 III. Applicability………………..……………….………………….. 13-1
 IV. Definitions.………………………..………….…………………. 13-1
 V. Internal Control…………………………………………………. 13-4
 VI. Accounting, Budgeting, and Costing…………………………… 13-4
 VII. Establishing an Internal Service Center (ISC)………………….. 13-5
 VIII. Sample Rate Calculations.…………………………..………….. 13-15
 IX. Inventory Acquisitions………………………………………….. 13-15
 X. Support………………………………………………………….. 13-15
 XI. Record Keeping……………………………….…………………. 13-15
 XII. Equipment and Operating Capital Financing Requirements……. 13-16
   
   



ADAMS STATE COLLEGE 
FINANCIAL MANAGEMENT GUIDE 

 
 

 

4 
 

TABLE OF CONTENTS 
05/06 

TABLE OF CONTENTS

  
Chapter 14 – SPONSORED PROGRAMS ACCOUNTING 
 I. Purpose………………………………………………………….. 14-4
 II. Applicability……………………………………………………. 14-4
 III. Key Players in Sponsored Program Post-Award Management… 14-5
 IV. Types of External Support……………………………………… 14-6
 V. Award Funding and Payment…………………………………... 14-9
 VI. Research Team Roles and Responsibilities…………………….. 14-11
 VII. Rules and Regulations………………………………………….. 14-18
 VIII. An In-Depth Look at A-21……………………………………… 14-24
 IX. An In-Depth Look at A-110……………………………………. 14-30
 X. Award Acceptance……………………………………………… 14-31
 XI. Setting Up the Program…………………….…………………... 14-32
 XII. Beginning Work on a Program………………………………… 14-34
 XIII. Spending the Award:  Compliance Responsibilities……………. 14-35
 XIV. Managing the Program:  Personnel……………………………... 14-39
 XV. Managing the Program:  Purchasing…………………………... 14-41
 XVI. Managing the Program:  Financial Matters………..…………... 14-45
 XVII. Managing the Program:  Reporting..…………………………. 14-49
 XVIII. Special Topics in Program Administration……………………... 14-49
 XIX. Subcontracts………………………….……………..…………... 14-61
 XX. Property and Equipment………………………………………... 14-72
 XXI. Program Changes………………………………………………. 14-75
 XXII. Closeout………………………………………………………… 14-85
 XXIII. Records…………………………………………………………. 14-92
 XXIV. Audits…………………………………………………………… 14-93
 
 
  
Chapter 15 – MONTHLY SATEMENTS 
 I. Purpose………………………………………………………….. 16-1
 II. Overview………………………………………………………... 16-1
 III. Types of Transactions on Financial Statements…………...…… 16-2
 IV. Account Balances……………………………………………….... 16-3
 V. Monthly Reporting to Departments...…………………………... 16-6
 VI. Finding the Balance Available to Spend………………………... 16-47
 VII. Accessing PeopleSoft Reports On-Line…………………...……… 16-48
  
Appendix A – GLOSSARY 
 
 
  
 

 


