2020 Departmental Year-End Checklist


· Check expense accounts for remaining budget. _______COMPLETE BEFORE 12/9/20
· Do I have enough BUDGET & CASH for payroll related expenses through year-end?
· Make necessary budget adjustments through Commissioners or Auditor’s office.

· Check Estimated Receipts vs. Actual Receipts. ________COMPLETE BEFORE 12/9/20
· Is my actual revenue significantly higher or lower than my estimated revenue for my non-general funds?
· If it is, request an Amended Certificate to either lower or increase estimated resources.

· Advance back any outstanding debts to the General Fund. ______COMPLETE BEFORE 12/9/20

· On-Behalf Monies. ________COMPLETE BEFORE 12/18/20
· Did I receive grants that were paid directly to the vendor, by the grantor, on-behalf of the County?
· If so, contact the Auditor to establish an appropriate tracking method.


· 2020 Fixed and Controlled Assets. _________COMPLETE BY 1/8/21
· Did I purchase or dispose of any fixed or controlled assets in 2020?
· Did I complete the appropriate forms and turn them into the Auditor’s office?

· 2020 Annual Inventory. ________COMPLETE BY 01/11/21
· Please provide TWO hardcopies.

· 2020 GAAP Forms. _______COMPLETE BY 01/20/21   
· ALL Forms must be completed and turned in.
· Please provide TWO hardcopies.
· If one form does not apply to your department, list department name, and write “N/A”
· Lease Listing
· Leave Analysis
· Supplies Inventory
· Departmental Bank Account
· Prepaid Expenses
· Analysis of Grants Revenue
· Schedule of Federal Awards
