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HOW TO USE THE MANUAL

This document is published by the Division of Central Accounting and Reporting and the Division of the
Budget in the Office of Management and Enterprise Services (OMES) pursuant to the Budget Law of 1947,
Title 62 of the Oklahoma Statutes, which requires the Director of OMES to prescribe all forms, systems and
procedures for administering accounting for the departments and establishments of state government. Its
purpose is to inform state officers and employees responsible for the receipt and disbursement of public
monies of the principal laws governing the state's fiscal operations. It is further designed to assist and
instruct such persons in the necessary procedures to be followed in the course of budgeting and expending

amounts through OMES.

This manual is available in two forms:

1. Web pages on the State Comptroller’s website. This version of the manual will be updated for any
procedure changes as they occur, but it is not easily printable.

2. PDF version - The document in its entirety can be printed. However, this document will not be updated
more frequently than annually and any changes in procedures during the year will not be reflected.

Agencies are notified of procedure changes in the DCAR newsletter.

Gaining Access to the State Accounting System
The state has established a statewide system referred to as the State Accounting System that must be used
by all state agencies to record their official financial transactions. A limited number of agencies which are

public authorities created under Title 60 are exempt from using the State Accounting System.

Access to the State Accounting System is necessary for performing many of the functions described in this
manual. To request access to the system, submit one or more of the Business Application Services (CORE)
Security Forms from the OMES CIO website at:

http://ok.gov/OSF/Forms/Business Application Services (CORE) Security Forms/index.html. Forms
must be completed and signed by the person requesting access, approved by the individual’s manager and
signed by the authorized Agency Security Representative. To designate an authorized Agency Security
Representative use OMES Form 300. Users are required to attend training classes before using the system.
Training manuals and schedules can be found on the OMES/CIO Business Application Services (CORE)
Financials website located at:

http://www.ok.gov/cio/Customer Portal/Business Application Services Essentials/Financials

Return to Main Table of Contents
Return to Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual



http://www.oscn.net/applications/oscn/Index.asp?ftdb=STOKST62&level=1
http://www.oscn.net/applications/oscn/Index.asp?ftdb=STOKST60&level=1
http://ok.gov/OSF/Forms/Business_Application_Services_(CORE)_Security_Forms/index.html
http://www.ok.gov/cio/Customer_Portal/Business_Application_Services_Essentials/Financials/

HOW TO USE THE MANUAL

When requesting information or assistance from the Office of Management and Enterprise Services, it is
suggested the request be directed to the Director of the appropriate Division, or to the supervisor of the

appropriate section within the Division concerned. Contact information for Divisions or functional areas

relevant to this manual is listed below:

Division/Section

Director/Supervisor

Contact Information

Administration

Preston Doerflinger

405.521.2141

Central Accounting and Reporting

Lynne Bajema

405.521.6162

State Comptroller

Lynne Bajema

405.521.6162

Accounting and Reporting

Jennie Pratt

405.521.6160

Transaction Processing

Steve Wilson

405.521.4679

Financial Reporting

Matt Clarkson

405.521.2759

Agency Business Services

Steven Hawkins

405.521.4249

OMES Finance Support Cathy Monefee 105 521 6564
Vendor Registration Vicky Baker 405.522.3093
Budget and Policy Brandy Manek 405.521.3786
State Budget Director Jill Geiger 405.521.6176

Human Capital Management

Lucinda Meltabarger

405.521.3928

Payroll Ron Wilson 405.522.0422
Training Lisa Fortier 405.521.6345
Benefits Jimmy Trotter 405.522.1180
Employees Group Insurance Frank Wilson 405.717.8828
Performance and Efficiency Carol McFarland 405.521.6150
Information Services Bo Reese 405.522.6175
Public Affairs/Communications John Estus 405.521.3097

Central Purchasing

Ferris Barger

405.521.2115

Capital Assets Management

Dan Ross

405.521.6370
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HOW TO USE THE MANUAL

A description of only the Divisions and functional areas that will be relevant to users of this manual follows.

Administration

Policy Making
Governmental Relations

Public Information

Central Accounting and Reporting

Comptroller

Manage and direct operations of the Division of Central Accounting and Reporting.

Issue procedure updates and announcements to state agencies on a regular basis.

Accounting and Reporting

Establish and classify State Treasury Class Fundings as provided by statute, and accounts
necessary for efficient accounting and budgeting practices.

Maintain the necessary financial ledgers of the state government.

Classify distribution of all taxes, fees, and other receipts to Treasury Class Fundings.
Allocate state revenue to satisfy appropriations made from the General Revenue Fund or any
Special Fund of the state according to the provisions of the Constitution.

Maintain all accounts and records necessary for proper reporting of wages to various payroll
related entities such as the Federal Social Security Administration for the various agencies of
state government.

Maintain a reconciliation of cash balances between the records of the Office of Management
and Enterprise Services and records of the State Treasury.

Effect the statutory cancellation of outstanding warrants, and lapsing of appropriated class
fundings as provided by law.

Process Agency Special Account (ASA) class funding and Agency Clearing Account (ACA) class
funding reports.

Prepare US Treasury and State agreement for CMIA and other required reports.

Establish accounting procedures for payroll transactions to ensure compliance with state and
federal requirements.

Tax reporting for employer/employee taxes and vendor payments.
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Convert statewide assets to State Accounting System.

Transaction Processing

Audit and otherwise process Miscellaneous Claim Vouchers submitted to the Office of
Management and Enterprise Services.

Audit and otherwise process payroll vouchers submitted to the Office of Management and
Enterprise Services.

Render all necessary assistance to state agencies in reconciling their expenditures with the
records of the Office of Management and Enterprise Services, including processing
expenditure corrections.

Instruct and provide all necessary assistance to any individual or agency in procedures to
affect the payment of vouchers through the Office of Management and Enterprise Services,
including the classification of expenditures.

Upon request, effect the cancellation of miscellaneous state warrants issued against Treasury
Class Fundings.

Effect the replacement of statutory canceled or lost warrants.

Track state agency sole-source contracting and generate reports to the legislature and other
interested parties.

Provide training on the State Accounting System Direct System and EDT submissions.

Assist in maintenance of the OMES Procedures Manual.

Process OMES Form 90’s - System Authorization Requests, for access to performing various
processes through the EDT systems.

Operate the post audit quality assurance program for vouchers processed through the Office
of Management and Enterprise Services.

Maintain storage of all vouchers, under the control of the Office of Management and
Enterprise Services.

Provide copies of vouchers and other documents as required.
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Financial Reporting

Develop GAAP conversion packages for use by state agency fiscal personnel to convert cash
basis of accounting to accrual; provide training and support to same in use of these closing
packages.

Gather and compile accounting data and statistical information into appropriate format for
publication of the state of Oklahoma Comprehensive Annual Financial Report (CAFR).
Maintain current awareness of generally accepted accounting principles and all requirements
of authoritative standard setting bodies for government entities; work to institute these
principles throughout state government, providing assistance to state agencies as necessary.
Gather and compile accounting data and statistical information into a condensed Popular
Report.

Upon request by state agencies, perform research and provide guidance concerning the
proper treatment of various transactions in light of Internal Revenue Service codes.

At the conclusion of each fiscal year, compile data into Schedule II, "Summary of Revenue
Collections & Transfers to Treasury Class Fundings by Source & Class Funding" (by fiscal
year) and Schedule III, "Summary of Expenditures Made through Treasury Funds by State
Agencies" (by fiscal year) for publication in the Executive Budget Book.

Perform special projects as required.

Agency Business Services (ABS)

Provide accounts payable, billing and accounts receivable, reconciliation, and budget
services for state agencies on a contract basis.

Provide accounts payable, billing, accounts receivable, and reconciliation services for all
Divisions of OMES.

Evaluate all executive branch agencies for the cost effectiveness of administering financial
transactions. Contract with the lowest performing agencies to convert financial transactions

to a shared services model.

OMES Finance Support
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Prepare the budget for OMES and monitor and report budget activity throughout the year.
Ensure that agreements between IS and state agencies are consistent in methodology.
Facilitate billings to agencies and payments to vendors.

Provide information and support for development of rate structure for services provided by
OMES.

Coordinate and compile the Statewide Cost Allocation Plan (SWCAP) on an annual basis;
negotiate same with federal cognizant agency; serve as liaison between state agencies and
the federal government regarding SWCAP and state agency indirect cost recovery efforts;

provide technical expertise as requested by state agencies in SWCAP and indirect cost work.

Vendor Registration

Manage the State’s vendor file, including obtaining banking information from vendors.

Convert higher education vendor files to the State’s vendor file.

Budget and Policy

Issue annual budget work program instructions.

Review and approval of Budget Work Programs.

Allotment of appropriated class fundings.

Compilation and distribution of OMES Funding Book to state agencies.

Review of requests for transfer of allotments and/or appropriations.

Assist state agencies with preparation of Budget Work Programs and Budget Requests.
Assist in the development of Cabinet Budget Requests to the Governor.

Assist in the development of the Governor's budget recommendations to the Legislature.
Prepare the annual Executive Budget documents.

Draft legislation to implement the Governor's recommendations.

Provide assistance upon request to legislative committees, subcommittees, members and
staff.

Review and report legislative action affecting the state budget.

Field surveys and studies relating to the operations of government; statistical research and
analysis; and budgetary planning. Maintain relationships with certain national associations
regarding the state's fiscal condition.
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Develop and distribute budget-to-actual expenditure, revenue and FTE reports.
Prepare and publish annual report on the condition of state pension systems.

Compile and distribute annual Fee Book (compilation of all fees charged by the state).

Human Capital Management

Provide statewide human resources and payroll services.
Process State payroll.
Facilitate training for state employees.

Contract with carriers to provide benefit plans for state employees.

Central Purchasing

Utilize strategic sourcing best practices to leverage state spend.

Assist state agencies by collaborating on solicitations that are in excess of $50,000.

Oversee the Oklahoma State Use preference program utilized to purchase goods and services
from organizations that employ individuals with intellectual and developmental disabilities.
Facilitate a streamlined procure-to pay process.

Oversee the state purchase card program.

Provide guidance and instruction related to contracting with the State to vendors and

agencies.

This manual is divided into chapters, topics, and subtopics, in addition to a number of appendixes.

Chapters
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This accounting and reporting guidance in this manual is divided into chapters according to functions
performed in the accounting process as follows.

Chapter | Accounting Function
10 CODING
20 BUDGETING
30 RECEIPTING AND DEPOSITING
40 PURCHASING
50 DISBURSING
60 RECONCILING AND REPORTING
70 INTERNAL CONTROLS GUIDANCE

Each chapter is then divided into topics and subtopics. The topic sections include an overview of the topic
and a listing of subtopics.

Overviews are always numbered 00 and special issues are always numbered 90 after the appropriate
chapter number. The manual uses a number system consisting of a chapter number, topic number,

subtopic number, and paragraph. For example:

Chapter Topic Subtopic Paragraph
“DISBURSING” “Vendor Vouchers” “Submission of Vouchers” “First Paragraph”

The main table of contents is hyperlinked to each chapter. Each chapter contains a Table of Contents which
is hyperlinked to each topic and subtopic in the chapter. At the bottom of each page there is a link to return
to the chapter’s Table of Contents or the manual’s main Table of Contents. In addition, there are links

contained within the body of the text in each chapter to forms, reports, and other relevant information.

Throughout the manual you will also find information within the chapters labeled “Points of Emphasis”. This
information is highlighted to emphasize an important accounting or financial management point or practice
that is of particular interest to OMES or agency financial management staff. In addition, when certain
agencies are exempted from policies and procedures contained in this manual, such exceptions are noted

under a subheading labeled “Specific Agency Exceptions”.
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Appendices
The appendices consist of information referenced throughout this accounting manual. Since this
information may apply to more than one chapter, the information has been grouped into the following
appendices:
1. Master Glossary
. Agency Listing and Codes
. Chart of Accounts - Revenue
. Account Codes - Expenditure

. Forms

SN U1 A~ W N

. Report Listing
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CHAPTER 10: CODING

10.00 Overview: Coding

To ensure all state entities are recording and reporting financial information correctly, the state has
developed a coding system to be used by state entities. The accuracy of financial data is dependent
upon the consistent coding of financial transactions. The coding of transactions depends on the type

of fundings held by the each entity.

POINT OF EMPHASIS: All financial transactions made through OMES will be identified
by required fields, consisting of twenty-nine required numerical digits, separated into
six identifying units indicating agency (referred to as a business unit, BU), fund type,
class funding, division/department, budget reference and account. There is one

optional field with two optional digits in the sub-account field.

Business | Fund Class Division/ Budget Account Sub-
Unit Type Funding | Department | Reference Account
AAAAA BBBB CCCCC DDEEEEE FF GGGGGG HH

The required fields are the basis for the statewide comprehensive annual financial
report (CAFR), therefore it is essential that all state agencies conform to these

required fields and coding system.

This chapter will discuss the different types of class fundings for state entities along with detailed

discussion of each of the six required fields in the twenty-nine digit numbering system.

This chapter will cover the following topics:
e 10 State Agency Required Account Code Structure
e 15 State Agency Optional Account Code Structure
e 20 State Class Fundings

e 90 Special Coding issues

The Office of the State Treasurer maintains two types of class fundings known as either treasury class

fundings or depository class fundings.
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CHAPTER 10: CODING

POINT OF EMPHASIS: C(lass fundings segregate dollar amounts similar to how business and

personal checking accounts do as they maintain their own cash balance and budgets.

Treasury class fundings are those established by the Legislature, numbered for accounting purposes
by the Office of Management and Enterprise Services and maintained in the state treasury to record
the general operating activities of the State. These class fundings are appropriated by the Legislature
and may or may not have fiscal year restrictions. Such class fundings are known as either "fiscal" or
"non-fiscal" or "continuing" based on the designation of the Legislature. Upon a specified date,
known as the lapse date, any available budget for a class funding is canceled, and if the class funding
is designated as either "fiscal" or "non-fiscal" the residual cash balance is transferred back to the
original source class funding from which the appropriation was made. While continuing class
fundings usually have fiscal-type budgets which lapse in thirty months, usually in December, any
residual cash balance is retained in that class funding and is available for expenditure in the next
budget period. Therefore, continuing class fundings are commonly referred to as "revolving" class

fundings. Treasury class fundings should be expended by EFT (62 0.S. § 34.64.H). Certain

disbursements may still be made upon warrants if an exception approved by the Office of the State
Treasurer (OST). If the agency has received an exemption from the State Treasurer, then amounts
may be expended only upon warrants issued by OST for vouchers against the state which have been

submitted to and processed by the Office of Management and Enterprise Services for payment.

State law provides the Office of Management and Enterprise Services the authority to process

vouchers without agency signature in certain circumstances.

Exception processing for certain disbursing class fundings commonly known as “340 Class Fundings”
does not require that claims be processed by the Office of Management and Enterprise Services.
These claims are submitted directly to the Office of the State Treasurer and summarized daily
transactions are submitted to the Office of Management and Enterprise Services. These class fundings

are being phased out and operations will be handled in other existing class fundings.

Official depository class fundings are established in and accounted for by the Office of the State
Treasurer and consist of two types: Agency Clearing Accounts (ACA) and Agency Special Account

(ASA) class fundings.
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POINT OF EMPHASIS: While both of the above names contain the word “account” these are known
as class fundings identified by the third field of the Account Code Structure and in the State

Accounting System.

Disbursements from these class fundings should be by EFT (62 0.S. § 34.64.H). Certain

disbursements may still be made upon warrants if an exemption is approved by the Office of the State
Treasurer (OST). If an exemption exists, amounts may be disbursed only upon warrants issued by
OST for vouchers against the state which have been submitted to and processed by the Office of
Management and Enterprise Services for payment. Vouchers should be signed by authorized persons
designated by the administrative authority of the agency and counter-signed by the agency's
principal fiscal officer. These payments are not processed through the State Accounting System by
the Office of Management and Enterprise Services. (62 0.S. § 34.60) Monthly reports of the activities
of these class fundings must be filed with OMES.

Each agency is authorized to have an Agency Clearing Account (ACA) class funding in which to deposit
any revenues collected by that agency on a daily basis. It is called a clearing account since all items
of revenue are to be held there until such items have been honored by the paying entity (e.g., personal
checks against bank accounts). Once these items have been "cleared" then the revenues are
transferred for deposit to the state general revenue class funding, revolving class fundings, or
depository class fundings, as provided by statute. Transfers must be made at least once each month.

All refunds of any erroneous or excessive collections should be made from these class fundings.

Agency Special Accounts (ASA) class fundings can be established only with the approval of OMES and
only for receipt and disbursement of monies for specific purposes as defined in state statutes. An
ASA s class funding established under specific conditions for a state agency, in the official depository
in the State Treasury. Disbursements from such a class funding are made on vouchers issued directly

against the class funding by the agency concerned.

Some ASA or ACA class fundings have been converted to what is commonly referred to as “700 Class
Fundings”. These converted depository class fundings maintain the characteristics of the traditional
ASA or ACA accounts, but the transactions for the depository class fundings are processed through

the State Accounting System.
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CHAPTER 10: CODING

The required fields for all appropriated amounts (fiscal, non-fiscal and continuing) are established
by OMES prior to the beginning of each fiscal year. These fields consist of twenty-nine required and
two optional numerical digits separated into six required and one optional identifying field. The

identifying fields are (see illustration under 10.00):

1. AAAAA, the specific agency (referred to as a business unit) number;

N

BBBB, the specific fund type (used at statewide level for aggregating similar
activities);

CCCCC, the specific class funding;

DDEEEEE, the specific department (division and department)

FF, the specific Budget Reference

GGGGGG, the specific revenue or expenditure account

N o s W

HH, the sub account (optional)

Note: The term "available budget" as used herein, is also identified as the allotment balance

and is used interchangeably throughout this manual.

Transactions affecting the various treasury class fundings or depository class fundings are recorded
as either revenues or expenditures. Revenues are coded with a mandatory six digit revenue code and
an optional two digit code for individual agency designation and use, which indicates the source of
revenues. There are eight major categories of revenues: 1) taxes; 2) licenses, permits and fees; 3)
fines, forfeits and penalties; 4) income from money and property; 5) grants, refunds and
reimbursements; 6) higher education (student fees); 7) sales and services; and, 8) non-revenue

receipts.

Expenditures from treasury class fundings or depository class fundings are coded with a mandatory
six digit expenditure account code and an optional two digit code for individual agency designation
and use, which indicates the use of the expenditure. There are six major categories of expenditures:
1) personal services; 2) travel expense reimbursement; 3) administrative services; 4) property,
furniture, equipment and related debt; 5) assistance and payments to local governments; and, 6)

transfers and other disbursements.
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CHAPTER 10: CODING

10.10 State Agency Required Account Code Structure

10.10.00 Overview and Subtopics Listing

A. Overview

62 0.S. § 34.9 authorizes and directs the Director of the Office of Management and Enterprise
Services to classify cash amounts, and to prescribe the manner of issuance of checks or warrants
against each class fundings, to accomplish the purpose for which each class funding was created.
All financial transactions made through OMES will be identified by required fields, consisting of
twenty-nine required numerical digits, separated into six identifying fields indicating agency
(referred to as a business unit, BU), fund type, class funding, division/department, budget

reference, and account. There is one optional field with two optional digits for the sub-account.

SYSTEM TITLES

AAAAA

BBBB

CCCCC

DDEEEEE

FF

GGGGGG

HH

BU

AAAAA

FUND TYPE

BBBB

CLASS FUNDING

Ccccc

DIVISION/
DEPARTMENT

DDEEEEE

BUDGET
REFERENCE

FF

ACCOUNT

GGGGGG

SUB-ACCOUNT

HH

The State Accounting System identifies the agency/business unit (AAAAA), fund type (BBBB),
class funding (CCCCC), the division/department (DDEEEEE), budget reference (FF), and account
(GGGGGG) as the funding code. The funding code is referenced throughout this manual.

Example: A payment from the 200 class funding for in-state Mileage would include the following
funding code.

09000 1000 20000 1000025 13 521110

This payment would be charged to the following budget stream:

09000 200001013
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The required fields are the basis for the statewide comprehensive annual financial report (CAFR).

For CAFR purposes, all treasury class fundings and depository class fundings of the state and its

component units are consolidated into the fund type classifications defined by generally accepted

accounting principles (GAAP) for government.

B. Subtopics Listing

01
02
03
04
05
06

Business Unit (State Agency Codes)
Fund Type

Class Funding
Division/Department

Budget Reference

Account

10.10.01 Business Unit (State Agency Codes)

The agency code consists of five digits appearing as the first field of the required fields. The first

three digits of the agency code are the agency number and the last two are assigned. A three digit

agency code number has been assigned to each state agency by OMES as follows:

1. Agencies which disburse amounts through OMES: (See Appendix: Agency Listing)

2. Agencies which do not disburse amounts through OMES: (See Appendix: Agency

Listing)

10.10.02 Fund Type

A. GAAP Fund Type

The Governmental Accounting Standards Board (GASB) is the authoritative body responsible for

promulgating Generally Accepted Accounting Principles GAAP for government. The GASB has

determined that eleven major fund types, divided into three classifications, should be used by

state governments. The fund type field is used at the statewide level for aggregating similar

activities for columnar reporting. The following are the fund types utilized by the State:
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1. Governmental Funds - reporting focuses primarily on the sources, uses, and balances of

current financial resources and often has a budgetary orientation.

The General Fund - to account for all financial resources except those required to be
accounted for in another fund. The State’s general fund includes most activities of the

state that provide the typical type of government services to our citizens.

Capital Projects Fund - for reporting major capital acquisitions and construction
separately from ongoing operating activities. Unless there is a legal requirement, use of

a capital projects fund is permitted, not required.

Permanent Funds - to report resources that are legally restricted to the extent that only
earnings, not principal, may be used for purposes that support the reporting

government’s programs---that is, for the benefit of the government or its citizenry.

2. Proprietary Funds- reporting focuses on the determination of operating income, changes

in net assets (or cost recovery), financial position, and cash flows.

Enterprise Funds - to report any activity where a fee is charged to external users for goods
or services. Activities are required to be reported as enterprise funds if any one of the
following criteria is met: (a) The activity is financed with debt that is secured solely by a
pledge of the net revenues from fees and charges of the activity; or (b) laws or regulations
require that the activity’s cost of providing services, including capital costs (such as
depreciation or debt service), be recovered with fees and charges, rather than taxes or
similar revenues; or (c) The pricing policies of the activity establish fees and charges
designed to recover its costs, including capital costs (such as depreciation or debt

service).

3. Fiduciary Funds - reporting focuses on assets held in a trustee or agency capacity for

others and therefore cannot be used to support the government’s own programs.
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Pension (and other employee benefit) Trust Funds - to report resources that are required
to be held in trust for the members and beneficiaries of defined benefit pension plans,
defined contribution plans, other postemployment benefits plans, or other employee

benefit plans.

Agency Funds - to report resources held by the reporting government in a purely
custodial capacity. Agency funds typically involve only the receipt, temporary
investment, and remittance of fiduciary resources to individuals, private organizations,

or other governments.

Component Unit Funds - to report legally separate organizations that the primary

government must include as part of its reporting entity for fair financial statement

presentation.

Fund Type Definition Table

Fund
Type

Fund Type Description

1XXX

General Fund

3XXX

Capital Projects Funds

4XXX

Permanent Funds

S5XXX

Proprietary Funds

6XXX

Pension Trust Funds

7XXX

Agency Funds

8XXX

Business- Type
Component Units

9XXX

Higher Education
Component Units

10.10.03 Class Funding

Class Funding is the field that is used to segregate cash and budget amounts similar to how business

and personal checking accounts do as they maintain their own cash balance and have their own

budgets. The Treasurer maintains two types of class fundings known as either “Treasury Class

Return to Main Table of Contents
Return to Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual BEE)



CHAPTER 10: CODING

» o«

Fundings” or official “Depository Class Fundings”. “Treasury Class Fundings” are those established
by the Legislature, and are used to record the general operating activities of the State. Official
“Depository Class Fundings” (or "depository accounts") consist of two types: Agency Clearing
Accounts (ACA) and Agency Special Accounts (ASA). While both names contain the word “account”,
these are known as class fundings in the State Accounting System. Each agency is authorized to have
a class funding in which to deposit any revenues collected by that agency on a daily basis. ASA class
fundings can be established only with the approval of OMES and only for receipt and disbursement

of monies for specific purposes as defined in state statutes.

Both types of class fundings are assigned a five digit class funding code which appears as the third
unit of the required fields. There are nine major classifications of operating class fundings.
Expenditures are recorded at the five digit class funding level, but available cash balances use a rolled

up three digit class funding.
“Treasury Class Funding” Classifications

The first digit of the class funding code identifies the classification; e.g., 56701, Special Funds annually
appropriated; 1XX, Other Funds annually appropriated; 2XX, 3XX, 4XX Continuing Funds. The second
digit of an annually appropriated class funding refers to a specific class funding within the broader
fund classification; e.g., 11X, Public Building Fund; 19X, General Revenue Fund. The third digit of an
annually appropriated class funding refers to the fiscal year of the appropriation. The exceptions are
the Special Cash Fund, 576 and the Constitutional Reserve Fund, 100. These class fundings do not
have a fiscal year designation. The second and third digits of continuing appropriated class fundings

identify the class funding within each agency.

Treasury Class | Treasury Class Funding Classification

Funding

0FF00 Cash-Flow Reserve Fund

100AA Constitutional Reserve Fund (Rainy Day Fund)

1XFAA Other Funds Appropriated Annually by the Legislature
11FAA Public Building Fund

12FAA State Transportation Fund
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13FAA-18FAA | Reserved
19FAA General Revenue Fund
2XX00 Continuing Funds - Revolving, Special Cash, Federal, etc.
290 Continuing Funds - Higher Education
295 Continuing Funds - Higher Education - Capital
3XX00 Continuing Funds - Special Disbursing Funds
39400 State Share of Payroll Funds
4XX00 Continuing Funds - primarily Federal
5XFAA Special Funds Appropriated Annually by the Legislature
51FAA Land Office Fund
52FAA Workers' Compensation Fund
53FAA Reserved
54FAA Reserved
55FAA Mineral Leasing Fund
56FAA Check Label
576AA Special Cash Fund
58FAA Reserved
59FAA Capital Preservation and Economic Enhancement Fund
6XX00 Land Grant Funds
7XX00 Agency Special Accounts converted to treasury class fundings
8XX00 Sinking Funds (reserved for Office of the State Treasurer and Oklahoma
Development Finance Authority)
9XX00 Trust and Agency Funds
99400 Employee Share Withholding Payroll Funds
NOTE: F=  Fiscal Year (last digit)
FF=  Fiscal Year (last two digits)
AA=  Appropriation number
X=  Assigned
XX=  Assigned
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Examples of the required fields are:

Business

Unit

Fund
Type

Class

Funding

Department

Budget

Reference

Description

01300

9000

29500

6200001

14

Continuing Fund 295 for
Agency 01300, budgeted for
FY 14, Division 62,
Department 00001

04000

1000

09401

0100002

14

FY 14 Cash Flow Reserve
Fund, budgeted by Agency

09000

1000

19401

8800003

14

FY 14 General Revenue
budgeted by Agency 09000
for FY 14, Division 88

13100

1000

57601

9400004

14

Special Cash budgeted by
agency 13100 in
FY 14 for Capital Outlay,

Division 94

10.10.04 Division/Department

The division/department code consists of seven numerical digits which will appear as the fourth
field of the required fields. The division/department codes are assigned by OMES through the

budgeting and allotment process. The purpose of the codes is to identify the division and

departments within the agency's operation.

The first two digits of the code (DD), refer to the division for which the monies were budgeted

(whether operating or capital). The next five digits (EEEEE) refer to the department.

Requests for new division/departments are submitted to the OMES Budget Division (See Chapter

20).
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10.10.05 Budget Reference

The budget reference is used to identify and control activity within treasury class fundings which
have been established for the operation of a state agency. The budget reference consists of two digits
which will appear as the fifth field of the required fields. Except for payroll state shares and
employee withholding accounts the budget reference codes are assigned by OMES through the
budgeting and allotment process. The purpose of the codes is to identify the fiscal year within the
agency's operation. The budget reference (FF) refers to the fiscal year. For example, 09 for 2009, 10
for 2010.

10.10.06 Accounts (General Ledger Accounts)

A. Assets
Asset accounts begin with a ‘1’. The transactions that are posted in the asset accounts are
generally created by another process in the system. An example would be the accounts receivable

deposit. Agencies do not typically code asset accounts on any transactions.

B. Liabilities
Liability accounts begin with a ‘2. The transactions that are posted in the liability accounts are
generally created by another process in the system. An example would be an accounts payable

voucher or payment.

C. Fund Balance
Fund Balances begin with a ‘3. Transactions to Fund Balance are created by system processes or

year-end financial adjustments.

D. Revenue Accounts
When money is recorded into a treasury class funding by transfer from an official depository class
funding or by direct deposit, the entry must show the source or sources of revenue using a six

digit account (revenue account). An optional two digit code is available for individual agency
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designation and use. All sources of revenues to class fundings are classified into eight major

categories.
MAJOR CLASSIFICATION OF REVENUE NUMERICAL DESIGNATION
Taxes 410000 - 419999
Licenses, Permits & Fees 420000 - 429999
Fines, Forfeits & Penalties 430000 - 439999
Income from Money & Property 440000 - 449999
Grants, Refunds & Reimbursements 450000 - 459999
Higher Education (Student Fees) 460000 - 469999
Sales & Services 470000 - 479999
Non-Revenue Receipts 480000 - 489999

(See Appendix: Revenue Codes for a complete listing of revenue account codes within each
major category.)

E. Expenditure Accounts
Each voucher submitted to OMES must carry a six digit expenditure account number. The
account number is used to designate the type of expenditure made, such as utilities, office
supplies, or salaries. The various types of expenditures have been classified into six major

categories, indicated by the second digit of the six digit code.

MAJOR CLASSIFICATION OF EXPENDITURE NUMERICAL DESIGNATION

Personal Services 510000 - 519990
Travel Expenses 520000 - 529990
Administrative Expense 530000 - 539990
Property, Furniture, Equipment & Related 540000 - 549990
Debt

Assistance & Payments to Local Governments 550000 - 559990
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Transfers & Other Disbursements 560000 - 569990

(See Appendix: Expenditure Codes for a complete listing of expenditure account codes within

each major category.)
F. Other Sources & Uses

Other sources and uses are recorded in general ledger accounts that begin with a ‘6’. Examples

include appropriated transfers in and out and miscellaneous payroll withholding accounts.

10.15 Optional Account Structure

10.15.01 Subaccount

The State Accounting System has been designed so an agency may use an optional two digit sub-
account in conjunction with the six digit revenue or expenditure account code. The optional
digits may be used for any purpose the agency might choose, such as identifying expenditures

within an account as to project, program, division, etc.

SPECIFIC AGENCY EXCEPTION: Higher education agencies must use these two digits
to identify activities for Agency Special Account (ASA) class fundings reporting. (See
section 10.90)

This will allow agencies to create as many as ninety-nine sub-accounts of each revenue or

expenditure code for internal agency use.
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10.20 State Class Fundings

10.20.00 Overview and Subtopics Listing

A. Overview

At the beginning of each fiscal year, each state agency will be assigned class funding and

department numbers for the year’s operations. This information will be communicated to the

agency through a funding sheet. This sheet will list the class fundings and departments for each

agency, except the common class fundings. Common class fundings are shared by state agencies

such as 39400 State Payroll Expense Payable Fund. Most state agencies will have a treasury

class funding and a depository class funding, referred to as an Agency Clearing Account (ACA)

and/or an Agency Special Account (ASA) class funding. Each of these items is discussed in detail

in this chapter.

B. Subtopics Listing:

01
02
03
04

Funding Sheet
Common Class Fundings
Treasury Class Fundings

Depository Accounts Class Fundings (ACA/ASA)

10.20.01 Funding Sheet

Prior to the beginning of each fiscal year, each state agency can access a funding sheet from the

PeopleSoft system. The funding sheet is to be used by the agency for the ensuing fiscal year

operations, and will include: authorized class funding numbers; account numbers assigned to

identify line item appropriations as to purpose and amount; authorizing statutory reference for the

establishment of each class funding; and the lapse date of each line item appropriation. The funding

sheet will also list each agency's continuing treasury class fundings, except for those listed in 10.20.02
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Common Class Fundings. Revised funding sheets will be issued if it becomes necessary to assign or

re-designate a class funding or line item account.

10.20.02 Common Class Fundings

The following designated class funding numbers are common throughout the state system,

regardless of agency.

Class Description

Fundings

39400 State Payroll Expense Payable - For payment of Employer's Share of Applicable
Payables

49X00 Special Cash Sales Funds - Created under the provision of 74 0.S. § 62.5 for the receipt
of monies from the sale of surplus property and proceeds from insurance vouchers for
state property loss or casualty. The last digit of this class funding will indicate the
fiscal year in which the monies were received. Example: 493-Special Cash Sales Fund
established from the sale of property during FY 2013; 494-established from the sale
of property during FY 2014. To be used by those agencies who do not have an
unrestricted revolving class funding.

44300 Interagency Reimbursement Fund- This class funding is authorized for deposit

of moneys received from an interagency contract provided the receiving
agency does not have another revolving class funding available. 74 0.S. § 581

44400 Special Activities Fund - This class funding is authorized to receive transfers

from Agency Special Accounts (ASA) class fundings, for the payment of travel
vouchers and for transfer to the 900 or 905 Payroll Fund class funding. 62 O.S.

§34.9

45000 Master Lease Purchase Fund - This class funding is used for the higher education
agencies master lease purchase program.

45200 OCIA State Facilities Revenue Bond Fund - This class funding is used by the agencies
receiving proceeds from the OCIA Bonds for capital improvements. (Fund 47900 for
Higher Ed)

60000 Land Grant Section 13 Fund [Higher Education agencies only] - Revenue received into
this class funding is a result of income, interest, rentals and proceeds of the sale of
“dedicated in lieu of” Section Thirteen lands. 70 0.S. § 3904

65000 Land Grant New College Fund [Higher Education agencies only] - Revenue received
into this class funding is a result of income, interest, rentals and proceeds of the sale
of Section Thirteen lands. 70 0.S. § 3904

90000 Centralized Payroll Withholding Fund- This class funding is cleared nightly from the
agencies to the central class funding for disbursement.

90500 Payroll Imprest Fund - This class funding is used for Higher Education agencies
payroll. Each Higher Education agency must transfer sufficient cash and allotment

Return to Main Table of Contents
Return to Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual ¥


http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=101131
http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=102093
http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=456678
http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=456678
http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=91683
http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=91683

CHAPTER 10: CODING

from the appropriate treasury class fundings to the Payroll Imprest Fund class
funding. 62 0.S. § 34.69

99400 State Employees Withholding Payable Fund - This class funding is used for
payment of authorized employee withholdings.

10.20.03 Treasury Class Fundings

All State cash amounts must be deposited with the Office of the State Treasurer (OST) unless specific
legislation allows independent bank accounts. OST maintains two types of class fundings, known as

either treasury class fundings or depository class fundings.
State Agency Treasury Class Fundings:

Treasury class fundings are those established by the Legislature, numbered for accounting purposes
by the Office of Management and Enterprise Services and maintained in the state treasury to record
the general operating activities of the State. These class fundings may or may not have fiscal year
restrictions. Such class fundings are known as either "fiscal” or "non-fiscal" or "continuing” based on
the designation of the Legislature. Budgets for class fundings which are “fiscal” generally lapse in
November following the year for which they were appropriated. “Non-fiscal” class funding budgets
lapse on a date not to exceed thirty months from the effective date of appropriation. Upon lapse of
the budget, the associated residual cash balance of “fiscal” and “non-fiscal” appropriated class
fundings is returned to the source class funding by OMES. While all “continuing” class funding
budgets will lapse, the cash balance is generally not transferred from the continuing class funding.
Amounts from these class fundings may be disbursed only upon warrants issued by the Office of the
State Treasurer (OST) for vouchers against the state which have been submitted to and processed by
the Office of Management and Enterprise Services (OMES) for payment. These warrants are

ultimately redeemed by OST.
Statewide Treasury Class Fundings used for Appropriations:

Treasury class fundings used for making Legislative appropriations include “revenue collection

funds” that are ‘Certified’ by the State Board of Equalization and the Special Cash Fund.
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General Revenue Funds “estimated for the current year”, and “cash not appropriated from prior
years” General Revenue Funds are considered ‘Certified’ and may be appropriated to agencies

according to Legislative guidance for general agency use.

Other ‘Certified’ Revenue Funds (Public Building, CLEET, etc.) are ‘Certified’ by the State Board of
Equalization, and apportioned to agencies based on statutes and Legislative guidance. These are

limited for specific purposes.

Money identified by the legislature in other class fundings may be designated for transfer to the

Special Cash Fund. This class funding may then be appropriated to agencies for specified purposes.

10.20.04 Depository Class Fundings (ACA/ASA)

Official depository class fundings are established and maintained by the Office of the State Treasurer.
The two types of official depository class fundings are Agency Clearing Accounts (ACA) and Agency
Special Accounts (ASA) class fundings.

POINT OF EMPHASIS: While both of the above names contain the word “account” these are known
class fundings identified by the third field of the Account Code Structure and in the State Accounting

System.

Disbursements from these class fundings are made by use of a voucher (check) signed by an
authorized person designated by the administrative authority of the agency and countersigned by
the agency's principal finance officer. The Office of the State Treasurer (OST) must be notified of any
voucher or check written on one of these accounts at the time of issue. Alternatively, agencies may
use the OST’s online voucher writing system which will eliminate the need for the separate notice.
Contact OST for more information. The activity of each account must be reported monthly to the

Office of Management and Enterprise Services on OMES Forms 11 and 11A, (See Chapter 60).

Disbursements from these class fundings are not subject to pre-audit by OMES; however, the

vouchers are redeemed by OST.

In order to disburse monies from ACA and ASA class fundings, agencies issue official depository

vouchers but only for authorized purposes. OST shall p