
   

          
 

     
 

         

 

             
                
             

                  
             

   

  

         

            
  

       

            
 

      

    

            

               

     

         

           

     

   

               
         

               

           

              
             

            
            

             

Report Preparation Guide 

Year-End Report No. 3 - Adjustments to Controller’s Accounts 

Purpose 

Report No. 3, Adjustments to Controller’s Accounts identifies adjustments needed to correct the 
central records the State Controller’s Office (SCO) maintains, as of June 30. This report does not 
correct the records of the SCO, instead, agencies/departments must send a Transaction Request 
form, CA504, to the SCO to correct the errors. The adjustments must also be reported on Report No. 
15, Reconciliation of Agency Accounts with Transactions per State Controller. No entries are 
needed in FI$Cal. 

Reference Documents 

 Final SCO/Agency Reconciliation Worksheet as of June 30 

 Report No. 5, Final Reconciliation of Controller’s Accounts with Final Budget 
Report/Agency Records 

 Report No. 7, Pre-closing Trial Balance 

 Report No. 15, Reconciliation of Agency Accounts with Transactions per State 
Controller 

 SCO Transaction Request (CA 504) 

 SAM Section 7955 

 Finance Year-End Training – Presentation - Session 2, Report No. 3 

 Chart of Accounts - Crosswalk to Legacy Accounts – Department Use (Finance, FI$Cal 

Resources for Accounting web page) 

 SCO Year-End Financial Reports Procedure Manual (Budgetary/Legal) 

 SCO Report No. 3 (Form 576) (SCO, Reporting web page) 

 Year-End Reporting Checklist 

How to Prepare 

The agency/department must submit the Report No. 3 by using Form 576. The Excel PRN 
templates is available on the SCO Reporting web page. 

Report No. 3 (Excel PRN) is an input document that consists of the following tabs: 

1) Instructions: Includes instructions for using 576A, 576B, and Footnotes tab. 

2) Form 576A: Report adjustments to asset and liability accounts when between funds or 
appropriations. Enter the proper four-digit account number on this form by using the 
lowest level account numbers listed in the Uniform Codes Manual. Review the 
corresponding Transaction Request form for each adjusting item to determine the fund 
or appropriation for which amounts are due to or due from. 
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Report Preparation Guide 

a. If the adjustment is within the same fund, use Legacy Uniform Codes Manual 
(UCM) general ledger account GL 1420, Due From Other Appropriations, or GL 
3115, Due to Other Appropriations. A four-digit Business Unit of the 
agency/department involved in the interagency transaction is required next to 
the appropriation GL. 

b. If the adjustment is between two different funds, use GL 1410, Due From Other 
Funds, or GL 3114, Due To Other Funds. A four-digit subsidiary fund number of the 
fund involved in the inter-fund transaction is required next to the appropriation 
GL. Enter the adjustment amount and enter D (debit) or C (credit) in the “D/C” 
column. 

3.) Form 576B: Report adjustments to revenue, reimbursement, transfer, expenditure and 
receipt accounts (nominal accounts). Record the Adjustments to SCO Accounts 
included on the final SCO/agency reconciliation worksheet as of June 30 for each 
applicable account line. Enter the adjustment amount and enter D (debit) or C 
(credit) in the “D/C” column. 

4.) Footnotes: Use to provide footnote explanations for any corrections and number the 
supporting documentation. 

All adjusting entries must be accompanied by an attachment (e.g., journal entry, 
transaction request, budget revision, etc.) explaining the reason for the adjustment. 

How to Validate 

To validate the completeness and accuracy of Report No. 3: 

1 - Review report header information, including the As of Date. (The As of Date is hard 
coded to the current year and cannot be changed by the agency/department.) 

2 - Validate the Agency Name, Agency Number, Fund Name, Fund Number. 

3 - Account numbers must be in Legacy UCM values. 

4 - Validate the amounts on Report No. 3 Form 576B match adjustments on Report No. 5. 

5 - Confirm the amounts on Report No. 3 Form 576B match adjustments on Report No. 15. 

Important Notes/Tips 

Steps for Governmental Cost Funds: 

 List the SCO adjustment items on the final SCO/Agency Reconciliation Worksheet for 
the adjustments/corrections to SCO’s records. The FI$Cal account chart of account 
values will have to be converted to the Legacy UCM values. 

 Complete a Transaction Request (CA 504) and submit a copy to SCO with Report No. 
3. This report does not correct the SCO’s accounts. Remember that the original 
Transaction Request form must be submitted to the SCO Bureau of Accounting and 
Consulting (BAC) to correct the SCO cash basis records on agency accounts. 
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Report Preparation Guide 

 Agencies/Departments must clearly identify in the Reason for Request that these are 
SCO Legacy-only corrections with NF as the document prefix to not interface back to 
FI$Cal as GL 108 interface. 

Each entry on the Report No. 3 must be identified by a number that cross references to 
the CA 504. Agencies/Departments shall use the Footnotes tab to number the 
supporting documentation. 

Verify that Report No. 3 Form 576A and Form 576B total to a net amount of zero by 
checking “Amount Debit = Credit?” Field to see if that is true or false. If this field is red 
and reads FALSE, it means the Report No. 3 entry debits do not equal credits. 

Steps for Non-Governmental Cost Funds: 

 Prepare Report No. 3 when the agency’s/department’s account balances for the 
accounts listed below do not agree with SCO’s balances on June 30 due to an error 
on the SCO’s records. 

o Cash in State Treasury - (Account 1104000) (GL 1140) 

o Deposits in Surplus Money Investment Fund (Account 1120100) (GL 1210) 

o Prepayments to Other Funds/ Appropriations (Account 1309200) (GL 1730.0666) 

o Advances to Other Funds (Account 1222000) (GL 2120) 

 Use Form 576A to report adjustments. Form 576B is not applicable for Non-
Governmental Cost Funds. Leave 576B blank. 

 An explanation should be included under the Footnotes tab for each adjustment on 
the completed Form 576A. 

 Ensure the total amounts on Report No. 3 combined with the amounts on the Report 
No. 7, Pre-Closing Trial Balance agree with SCO’s account balances as of June 30. 

 Verify the total debits must equal total credits by checking “Amount Debit = Credit?” 
Field to see if that is true or false. 
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Report Preparation Guide 

For illustration purposes, below is a Transaction Request (CA 504) sample. 

Agencies/Departments must clearly identify in the Reason for Request that these are SCO Legacy-only corrections with NF 
as the document prefix to not interface back to FI$Cal as GL 108 interface. 
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Report Preparation Guide 

For illustration purposes, below is a Report No. 3, Instruction tab – To direct how to prepare 576A, 576B, and Footnotes tab. 
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Report Preparation Guide 

For illustration purposes, below is a Report No. 3, Form 576A sample - To report adjustments to asset and liability accounts. 
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Report Preparation Guide 

For illustration purposes, below is a Report No. 3, Form 576B sample - To report adjustments to expenditure, reimbursement, 
transfer, and receipts accounts. 
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Report Preparation Guide 

For illustration purposes, below is a Report No. 3, Footnotes tab - To provide footnote explanations for any corrections and 
number the supporting documentation. 
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Report Preparation Guide 

For illustration purposes, below is a Report No. 3, Form 576A sample compared to Transaction Request CA 504. 
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Report Preparation Guide 

For illustration purposes, below is a Report No. 3, Form 576B sample compared to Transaction Request CA 504. 
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Report Preparation Guide 

For illustration purposes, below is a Report No. 3, Form 576B sample reconciled to Report No. 5. 
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Report Preparation Guide 

For illustration purposes, below is a Report No. 3, Form 576B sample reconciled to Report No. 15. 
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