
REIMBURSEMENTS
Reimbursements are amounts received as a payment for the cost of work or services performed, or for other expenditures made for or on behalf of another entity (e.g., one department reimbursing another for administrative work performed on its behalf).  Generally, reimbursements are available for expenditure up to the budgeted amount (scheduled in an appropriation), and a budget revision must be prepared and approved by the Department of Finance before any reimbursements in excess of the budgeted amount can be expended.
To Reflect Reimbursement Authority in Hyperion:
Starting in 2016-17, reimbursements are reflected under a “Fund” 0995 item.  Create or adjust 0995 items similar to any other fund sources/items.
1. Select a BR and navigate to the appropriate expenditure tab. (Starting in 2016-17, reimbursement adjustments no longer require a separate BR since a user can select the AC 5 spending categories directly).  In this example, the “CY Expenditures” tab is used to enter the BR details.
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2. Select the 3-part reimbursement item ending with Fund 0995—Reimbursements from the drop down list.  
a. Reimbursements are tracked as non-budget act items, utilizing Fund 0995 
(e.g., Item XXXX-XXX-0995).  
b. To determine the reimbursement item associated with a specific expenditure item, contact your Finance budget analyst.  For existing items, check the Valid Item list here: http://www.dof.ca.gov/budget/fiscal_resources_for_budget/index.html 
3. Select the ENY (enactment year aka YOA or year of appropriation) associated with the reimbursement item selected.  
4. Select the program receiving the reimbursements.  
5. Then select the “Go” arrow.
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6. To adjust reimbursement authority, under the “Request Amount” column enter the reimbursement amount at the specific spending category code(s) of 5XXXXXX.  Similar to other fund sources, an increase in expenditure authority from reimbursements (such as Section 28.50) should be reflected as a positive dollar amount.
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7. To reflect savings from this spending authority, similar to other fund sources, enter the amount estimated to be saved under the “Estimated Savings” column as a negative dollar amount. 
8. To reflect reimbursement authority to be carried over to the next fiscal year, enter the amount of reimbursements estimated to be carried over under the “Estimated Carryover” column as a negative dollar amount.  An amount can be carried over to the next fiscal year only if it is still available for encumbrance/expenditure in the next fiscal year.  
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9. Select the “Save” button 
       or use the save shortcut (ctrl + s).  This will calculate the budgetary expenditure (actuals for current year reimbursements).                   
How to Reflect a Past Year (PY) Incremental Reimbursement Adjustment in Hyperion:

1. Run a Hyperion report (such as FR Report, Expenditures by Entity – Program and Category) from the “GB Public Initials” version to determine the amount of reimbursements already built into Hyperion for an appropriation (e.g., Item XXXX-XXX-0995) at the beginning of the 2017-18 budget cycle:
a. For this example, the PY reimbursement amount already built into Hyperion for 
Item 0956-501-0995 ENY 2015 is $180,000.

Note:  For reimbursement conversion from AC 48 to Fund 0995, all reimbursement amounts were budgeted to an unallocated account category code (AC 5550000 – Unallocated Reimbursable Activities).  Departments should work with their Finance budget analyst to allocate these reimbursements to the appropriate account category codes for BY (2017-18 fiscal year) and out years.  However, departments are not required to allocate amounts in AC 5550000 to other account category codes for past year or current year.
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2. Determine what the PY actual reimbursement expenditure amount should be for the same appropriation.  
a. For this example, the actual PY reimbursement expenditure amount is $160,000.
3. Calculate the difference between Steps 1 and 2 to determine the incremental change/adjustment needed in Hyperion to adjustment the appropriations reimbursement amount to reflect the PY actual. 
a. For this example, the incremental change is $20,000 = $180,000 – $160,000.
4. Create a BBA BR and populate a BBA Past Year Upload Template to enter the BR details.
a. Starting in 2016-17, users can utilize all columns for reimbursements—Request Amount, Estimated Savings and Estimated Carryover.
b. In the PY upload template select the 3-part reimbursement Item, ENY, program, and category code (AC 5550000).

c. If the appropriation has a Year of Completion (YOC) equal to its YOB or Year of Budget (which is the fiscal year the expenditure is shown/scored), then the adjustment should be reflected as savings.  Enter the amount at the spending category code of AC 5550000 as a negative amount.  
i. For example, the YOB is 2015-16 and if the YOC was 2015, then reflect -$20,000 under the “Estimated Savings” column.
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d. If the appropriation has a YOC greater than its YOB, then the appropriation is still available for expenditure/encumbrance and the adjustment can be reflected as carryover.  Enter the amount at the spending category code of AC 5550000 as a negative amount.
i. For example, the YOB is 2015-16 and if the YOC was 2017, then reflect a -$20,000 under the “Estimated Carryover” column.
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5. Repeat steps 1 through 4 for each reimbursement item, if needed.

6. Once the PY upload template has been populated, proceed to upload the template via Smart View in Microsoft Excel.

7. Verify the adjustments uploaded.
a. Adjustments for savings or carryover are not viewable in the BR Summary tab.
b. After a report refresh, run a Hyperion report (such as FR Report, Expenditures by Entity – Program and Category) from the version the data was uploaded to and verify the data.
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