Reviewing Foundation fund balances and getting accounting string information

When Foundation voucher forms or expense reports (being paid with Foundation funds) come in, they often have the
department signatures, but ensure that Mark Gambaiana has signed on the Executive Secretary line. If not, the
voucher needs to go up to the Advancement Office, MC205. The signatures on Foundation vouchers should follow
the signatures needed for University requisitions. Some of the foundation vouchers will need to be forwarded to
purchasing AFTER you’ve confirmed the fund’s available balance, written the accounting string on the voucher, and
updated the Access log from AP to PO. Put vouchers that need to be turned into POs in Purchasing Supervisor’s
inbox. If she is on vacation, put them in Purchasing Buyer’s inbox.

The foundation fund numbers are: 2xxxxx1, 6xxxxx1, 190412, and 410021. 190412 is referred to as the Truman Fund
for Excellence or the unrestricted fund. 410021 is the loan fund. Funds that begin with a 6 are endowment, and
funds that begin with a 2 are restricted for a particular purpose but they are not endowments. All of the Foundation
fund numbers are six digits. The Foundation accounting string follows the same premise as with University
accounting. The program and account numbers are often the same for both Foundation & University but there are
some expense accounts with different numbers, so you’ll need to confirm the numbers.

File Edit Yiew ‘Window Help x
é% @ @ N E] | [ 1 | 53,6% n | IE‘ Tools | Sign : Comment
B 4.
TRUMAN STATE UNIVERSITY FOUNDATION[R - 2B !
MoCraiw Hace 100 Kiexsvicen, MO 63501 HI1G6-FHS-4133 - o
Payment Voucher Due__12/27/12
Py FROM: oy Ton
Account Tritle: Bame: _State Famm Insurance Coppanies
Account Mumber: _190412/105007/72401 /54 Address: PO Box GE0001
Line fem: Ciy, Saee ZIP: _Dallas, TH 735368-0001
FhonePAX:
Amouns; § _3286.40 B Ismze Paymens [ e Purchase Order

Deexcription (Please attach ariginal invaiee if applicablel:

Melinda L. wood life insurance policy [8-1191-2152, anmual premium,

Pemaon Making Reques: m’ Wjj_f&?“ff:;a‘if'

Fourmparion Orace Use

[ Checked o see thar accouns ha funds oo spend: ; Dare:
x_,.v‘r’; 3 o=, ri - e -
Approval for Expendimre: ek, S e in D=2
Enpcuging Seetary, Triman S Unbsndry Faend srioa
BusrEss OFFICE LISE
) Applied tn
Cheech Mismbern: — Sudent Aot
Wendor & 211 L — —
B # ~ — Received by

Wikire cxpy - Bwsinesr Office Yelloxr mpry - Traempire Seate Uiseriity Fausiabenion Pink capy - Regwerrer




The Advancement office gets a budgeted allotment of money for spending through the unrestricted fund 190412
(Truman Fund for Excellence). If the foundation fund on the voucher is 190412-and an organization isn’t 106001, go
the FGIBDST, type chart F, current fiscal year, uncheck box next to Uncheck Revenue Accounts, enter fund 190412,
and change organization number to the applicable number. Click Next Block. The current available balance appears
in the bottom right corner. If the fund is 190412 and the organization number is 106001, then follow the steps in the

next example. Sometimes the department will list the organization number instead of the fund number associated
with 190412. All of the organization numbers associated with fund 190412 start with 10xxxx.
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This is an insurance payment example and these payments are processed on varying schedules (sometimes only once or twice a
year), so | recommend looking at the vendor history to determine the invoice number to be used rather than guessing.
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On the voucher, check the box at the bottom under Foundation Office Use, write the current available balance, sign
your name and date that the fund balance has been reviewed. Review and edit the accounting information and
backup documentation the same way you do with University requisitions.
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Go to FGITBSR, type in the six-digit fund number, click next block and take the current available balance less
encumbrances. This example doesn’t have encumbrances. The next example has encumbrances. In this case, the
available fund balance is $39,497.30. The available fund balance must exceed the expense amount on the voucher.
If the current fund balance is not a credit balance, do not process the voucher and ask Angela or Terrie to look at the

balance.
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Then, to get the organization number and program number, go to FGIBDST, Chart F, type in fund number and the organization
and program number often autopopulate. In this example, the organization number is 201270 and the program number is 31.
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Example 3: includes encumbrance
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Go to FGITBSR, type in the fund number, click next block and take the current available balance less encumbrance
control (which should be a debit). In this case, the available fund balance is $30,486.14 ($31,558.14 - $1,072). The
available fund balance must exceed the expense amount on the voucher.
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To get the organization number and program number, go to FGIBDST, Chart F, type in fund number and the
organization and program number often autopopulate. In this example, the organization number is 201110 and the
program number is 46.
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Finally, we sometime have vouchers in which the Truman State University Foundation is paying Truman State
University. Inthese cases, the only important thing to note is that the expense account when entering the invoice is
82112 (Transfer Out to Truman). When entering the invoice payment, it is important to note the University
accounting string. The account number in the description is always 58116 (Revenue from Foundation). In the
example below, the description could be: “1110-226501-58116-11 V029305 R Sallans.” During audit reviews, people
always check to make sure the amount in the Foundation’s 82112 expense account matches the amount in the
University’s 58116 revenue account.

gl 20130101140216971.pdf - Adobe Reader =] B3
File Edit Miew Window Help ®

@ @ Z & B | 1 I1| 61.7% |~ ||z| Tools Sign Comment

l! F
TRUMAN STATE UNIVERSITY FOUNDATION V029305

MeCuraiw Havy 100 Kigesvicee, MO 633501 B16-TA5-4133

Payment Voucher Darer___11/27 2
Pay FROM: Pay TO: OETOACOY S
Account Tide BrEEsibEne- PunlD BAMAY Mame.  THoMest Sreoe Unaksrdrry
Account Mumber; _ =50 D_ﬁ’_%{ O/ﬂhﬁmﬂmif . f No-Zak 5ol -58 =11
Line Ttem: . Cicy, Seare ZIP:
Phone/FAX:
Amount: § _L, BOO &0 [ lssuie Payment 1 Iswue Purchase Order
TRARISEG  Furdils T
Description (Plede atach original inveice i applicable): [ R pP L LY DOPLT Rl S e

—

T— e Sslese] TJoades 1)

SIS
E e Dt VUL EE UEST &'ﬁma‘a_fm

——

MALEA S, SOIS 1S 8B SUPPOTED &M SEERAL -
UIITS, (SHRE, S48, DilS +ElSENEanls FUND)

VoEE ETTEL A=)

Person Making Request: -r':‘lr-l'f-_-"‘v'“’,j' e — e § —

Fouspamion OFFICE #sn ?3 /} .
LI Mgl Lo o
ﬁ{:/l}ﬁlttd 1o e thiar acmn{hﬂ funds to spend: // v 4 LT — D .I'r"; 13
Approval for Expenditure: ‘ﬁk"m«—w Diate: {{“Jg_'ﬁfi

Eccaties Secretary, Trusran Stz University Poundatlan

Busmess Orace Use

Diate: '
Applied o
Check Mumber: Smdent Account: S i




Special Note: If the foundation voucher has no accounting information provided or a strange accounting number
listed do one of two things. Let’s say 160010 is written in the account section and Baseball is on the account title
line. Go to ADADESG (designation) type the number and Next Block. Confirm that the name matches what is written
on the account title line (it likely won’t match exactly). Click the Finance Information tab to get the finance fund,
organization, and program numbers. You'll still need to determine the appropriate expense account.

B 0racle Fusion Middleware Forms Services: Open > ADADESG =10 x|
File Edit Options Block lem BRecord Query Tools Help
(BYE AEER PP BEE Q& BR ¢ 2@ ]
: ion ADADESG h
Designation: |1EDmD [7 Basehall Project:
Header Infarmation  EEREEAG e Designation IDs Aftributes Financial Aid Funds Class Years
General Ledger Credit Number
Gift: |
Pledge: |
Payment: |
Expenditure: |
OR
COA Index Fund Organization Account Program Activity Location
I : z ) : [l )
Gift: 290141 201110 5C101 I_
Pledge: [] [ [ [ [ ]
Payment: F [ [230141 01110 [se1o 46 [
Expenditure: r | | ‘ | | |
Finance Queries: ® Gift ' Pledge C'Payment Expenditure
Updated by: ‘CCRAGG
Banner Finance Chart of Accounts; press LIST forvalid codes. |
Record: 111 | ] .| Listofvalu.. | | <0gC=

If you know the fund name (on account title) but don’t know any numbers, search in the fund field in FGIBDST or go
directly to the search form, FTVFUND. Enter query, type part of name, execute query. I’'m looking for the fund with
the following numerical sequence: 2xxxx1, 6xxxx1, 190412, or 410021.
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You find there are two choices, 290141 which is Baseball or 292941. We would seldom ever use a scholarship fund
unless that was specified, so the correct choice is 290141. Also, look at the past expense activity in the fund using

FGIBDST to help determine what kind of expenses are paid from the fund.
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