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JACôs Vision, Mission & Core Values

JACôs Vision:  To be the model of exemplary state 

government.

JACôsMission: To support the entities we serve and 

Floridaôs  judicial system with fiscal controls, best practices, 

and exemplary service.

JACôs Core Values:  We take great pride in exemplary 

service, adaptability, honesty, integrity, and diversity, as well 

as respectful and ethical conduct.
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Accounting Overview ï

Disbursements and Revenue



State of Florida Fiscal Year

ÁThe State of Floridaôs fiscal year runs from 

July 1 through June 30

ÁFlorida governmental accounting is mostly 

a year-to-year process ïñspend it or lose itò

ÁThe State of Florida allows state 

obligations incurred but not paid prior to 

June 30 to be paid after June 30 

ïIn effect, extending the fiscal year to 

September 30

55/19/2022



Fiscal Year End ïJune 

Information and Reminders
ÁVolume of batches/invoices increases as everyone works 

to get all FY 21-22 obligations paid in June

ÁJAC encourages offices to submit invoices for payment as 

early as possible in June

ïBoth due process/case-related and operations

ÁBatches ïJAC Accounting staff will pay all 

batches/invoices received by JAC on or before June 22 as 

fiscal year 21-22 batches

ÁJournal Transfers (JTs) ïtransferring expenditures 

between funds to cover shortfalls and maximize general 

revenue expenses ïJAC JT deadline on or before June 23

65/19/2022



Journal Transfers  - Overview

ÁJTs generally post overnight in FLAIR; 

however, delays can occur at year-end 

because of high volume

ÁWhen expenditures are moved, the 

budget is restored (increased), and 

ÁWhen expenditures are posted to the 

other fund, the budget is decreased 

accordingly

75/19/2022



Journal Transfers ïChallenges at 

Year-End
ÁJTs and payroll ïmany offices utilize JTs to 

expend all or most of their General Revenue 

during the last week of June

ïJAC Accounting staff process JTs to ñzero-outò 

General Revenue Salaries and Benefits (or OPS)

ÁMeanwhile HR staff send requests for on-demand 

or supplemental payroll after JTs have been 

processed  ïpayroll posting causes negatives

ïJAC is scrambling to cover negatives 

ïIf negatives arenôt covered in a timely fashion, DFS 

will ñtakeò the budget from any JAC fund

85/19/2022



Journal Transfers ïChallenges at 

Year-End
ÁJAC runs reports to monitor payroll activities and 

account balances frequently

ÁJACôs Accounting and HR staff coordinate to try to 

ñcatchò negatives

ÁHow can your office help JAC?

ïIf any unexpected or ñextraò payrolls are processed the 

last week of June, please be sure there is enough 

budget to cover that payroll 

ïWhen sending JTs reducing General Revenue balances, 

please factor in any payrolls that may run during the 

last week of June

95/19/2022



Journal Transfers ïDeadlines and 

Considerations

ÁJAC will contact offices regarding negative 

balances to determine the funding source to clear 

negatives

ÁPlease consider any payroll activities occurring 

during the last week of June when submitting JT 

requests

ÁThursday, June 23is the deadline for submitting 

JT requests to the JAC Accounting Office

ÁJTs must be entered by JAC staff in FLAIR (to 

clear negatives) no later than Tuesday June 28

105/19/2022



Statewide Travel Management 

System (STMS) ïJune Deadlines

For the few offices utilizing the STMS:

ÁThe deadline for JACôs final approval of travel in the 

STMS for processing in FY 21-22 is 2:00 pm Thursday, 

June 23

ïTravel not approved for FLAIR upload in the STMS by 

JAC Accounting on or before 2:00 pm, June 23, will be 

processed in July (fiscal year 2022-23)

ïContinue to process travel in the STMS as needed; 

after June 23, JAC Accounting will wait until July to 

approve the travel for upload to FLAIR

115/19/2022



Purchasing Card (PCard) ïJune 

Activities
ÁPCards are not ñturned offò at any time during year 

end activities

ÁCharges approved by JAC Accounting staff on or 

before Monday, June 27in Works will be paid from 

FY 21-22 funds

ÁCharges approved after June 27 will be paid from FY 

22-23 funds

ÁItems ordered via a PCard in June, but not approved 

in June, may be charged to certified funds (via a JT) 

after a payable is established

125/19/2022



JAC Revenue - Current Year Refunds

ÁCurrent year expense refunds are checks (employee or vendor) 

presented to the state for overpayment of an expense in the 

current fiscal year (2021-2022)

ÁInformation submitted with expense refunds should include 

original warrant information (warrant number & warrant 

date) to identify the expense being refunded

ÁOnce posted by DFS, current year expense refunds will restore 

budget and reduce expenditures by the amount of the refund

ÁRestored budget may be certified

ÁDeadline for submitting current year expense refunds to JAC 

is Wednesday, June 22

13 5/19/2022



JAC Accounting - More Deadlines

ÁLast day to request warrant cancellations 

for restoration to FY 21-22 is Friday, June 24

ÁLast day to submit revenue deposits to JAC 

for processing in the FY 21-22 is Tuesday, 

June 28

ÁLast day to make deposits into Wells Fargo 

(Treasury) for FY 21-22 is Wednesday, June 

29

145/19/2022



July ïSeptember: Certifications 

Forward Budgets
ÁCertifications forward is the terminology used to 

describe the process for identifying budgets to be 

set aside (certified) for obligationsto be paid after 

June 30

ÁAll or part of the June 30 release balances may be 

marked ñcertifiedò for use after June 30

ÁAny release balance not marked with a ñCò 

(certified) automatically reverts back to the state

ïJuly 5-12 timeframe to certify budgets ïsubmit 

certification forms to JAC

155/19/2022



Certifications Forward ïRelease 

Balances and Categories to Certify 

ÁGeneral Revenue and Trust Funds 

ÁAny appropriation category: salaries and benefits, 

OPS, operations, contracted services, expenses, 

acquisition of motor vehicles, due process, case 

related costs, etc.

ÁCertifying release balances ensures the budget is 

available for known and unknown prior year 

obligations

ÁNote: Cash in trust funds on June 30 ñroll overò 

automatically to the next fiscal year

165/19/2022



Certifications Forward ïAll Funds 

and Categories - Reminders
Á Certified funds may be used to pay obligations incurred prior to 

June 30, but not paid until after July 1 

Á There must be documentation to show the funds were obligated 

prior to June 30 to pay from certified funds

ïDFS will need something to validate that the invoice is 

payment of a FY 21-22 obligation

ïAuthorizations issued to vendors on or before June 30 will 

satisfy DFS*

ïAuthorizations must be included with batch when 

processing payments utilizing certified funds

*Normally Authorizations are not required for due process/case costs; 

however, to demonstrate the obligation occurred on or before June 30, it 

is recommended for all obligations

175/19/2022



6/30/22 FLAIR Balance 

ÁThe State Accounts (SA) ïBalance File will reflect the 

amount eligible for certification when FLAIR ñopensò 

in early July

Á The current year unexpended release balance for June is the total 

amount available for certifying (to pay for FY 21-22 obligations)

06

6/30/2020

185/19/2022



Obligations ïIdentified by Classes 

Accounts Payable ï

Goods or services 

received on or 

before June 30, but 

not yet paid

Class A

Encumbrances ï

Goods or 

services ordered 

but not received 

by June 30 

Class B

Accounts Receivable ï

Cash refunds owed to 

the state for payments 

made prior to June 30*

*Only applicable for 

general revenue refunds 

needed to pay obligations

Class C

215/19/2022



Public Defender and State Attorney 

Due Process - Balances

ÁThere will be a large surplus for SA and PD due 

process this year

ÁJune 30th the funds will revert back to the state 

ÁIn July the funds will be returned to the current 

year budget (pending the Governor's approval)

ÁThere will be no payables set up for due process 

this year

ÁFY 21-22 obligations will be paid with 22-23 

funds. 

195/19/2022



Sexually Violent Predator Funds 
(SVP)
ÁThere is also a surplus expected in this fund

ÁIf your office has 21-22 obligations send us a 
lump sum form to set up your payable

ÁJAC sets up a payable with the amount left for 
ƻǳǊ /ƻǳǊǘ !ǇǇƻƛƴǘŜŘ ǎŜŎǘƛƻƴΩǎ ƻōƭƛƎŀǘƛƻƴǎ

ÁIf JAC Accounting sees invoices with a date prior 
to June 30th we will use the payable set up for 
with the excess amount

5/19/2022 21



Acquisition for Motor Vehicles 
Appropriation - Reminder

ÁRevert and appropriate was not 
picked up.

ÁIf you ordered a vehicle this year 
and do not receive it by June 30th

you will have to certify those 
funds. 

5/19/2022 22



Certified Items and Budgets

ÁWhen obligations (e.g., payables or 

encumbrances) are entered in FLAIR with a 

ñCò in the CF field

ïA certified budget is created

ïThe certified budget is in effect for the period of 

July 2ïSeptember 28 only

ïThe certified budget is used to pay prior year 

obligations (only)

ïThe certified budget does not affect the current 

year budget

235/19/2022



ñLump Sumò Certified Budget -

Overview
ÁCertify all or part of the June 30 unexpended release 

balance in FLAIR (Operations)

ÁGenerally one payable is set up for each fund and 

category (BOMS fund) ïno long lists

ÁFor example, JAC has a June balance in general 

revenue operations category (103230) of $35,042.72

ïA payable (e.g., PJAC001) is added to FLAIR with a total 

of $35,042.72 ïthis payable establishes the certified 

budget for general revenue expenses

245/19/2022



Lump Sum Certified 

ÁFollow these four steps:

ïDetermine June unexpended release balance ï

SA Function in FLAIR or report from JAC

ïFill out lump sum form identifying amounts to 

certify (per fund and category)

ïDetermine if any receivables are needed

ïJAC Accounting staff will assist with assigning 

payable numbers (and receivables) for each office

ÅEach payable will be assigned one vendor and one 

object code 

255/19/2022



JAC Lump Sum Certified Form

ÁJAC has created a form to identify the amount 

to lump-sum certify in each fund and category 

ÁReceivables may be added to form if needed

ÁThe Lump Sum Formwill assist JAC with 

setting up the budgets (payables) in FLAIR

ÁThe form is available on JACôs website

ÁJAC will email a copy to your office, if 

desired

265/19/2022

https://www.justiceadmin.org/jac/yearend_docs/2018-2019/Lump%20Sum%20Cert%20Form.xlsx
https://www.justiceadmin.org/ClientAgencies/yearend.aspx


JAC Lump Sum Form - Sample

13

7/5/2022



Lump Sum Certified (cont.)

ÁThe JAC Accounting Section will enter payables (and 

receivables) in FLAIR, establishing the certified budget, 

and send a FLAIR report for each office to review

ÁAs soon as lump sum items are set up in FLAIR ï

send batches/invoices to JAC with the assigned payable 

number 

ÁLump sum payable (budget) is reduced in FLAIR with 

each invoice

ïJAC Accounting staff enters vendor number and 

appropriate object code when paying the invoice

ÁNo CF1 or CF2 forms needed when using lump sum

285/19/2022



Certifications Forward ïDetailed 

Option (CF1 Form)
ÁComplete CF1 form for each FLAIR fund and category 

(BOMS fund)

ÁSubmit CF1 forms to JACôs Accounting Section during the 

period July 5 ïJuly 12

ÁJACôs Accounting Section will process individual items in 

FLAIR and work with each office to ensure the FLAIR 

entries are correct

ÁSubmit batches/invoices to JAC paying obligations with 

individual payable numbers

ÁNo CF2 Form is required ïJAC will verify that the 

certified total does not exceed 6/30 release balances or cash 

if itôs a trust fund.

295/19/2022



Certified Forward Batch Sheets

ÁFor any invoices submitted for payment 

(via batch sheets) using certified funds, 

please include:

ïPayable or encumbrance number (with ñCò), or

ïSomething evident on the batch that it is a certified 

payment (can be hand-written)

ïBack-up, such as: authorization, goods received date, 

or other documentation clearly showing the invoice 

should be paid from prior year funds (clearly a prior 

year obligation)

305/19/2022



Target Dates and Deadlines ïJune 

Recap

June 23: Last day for Journal Transfers to be 

submitted 

June 22: Last day for submitting Current 

Year (FY 21-22) Expense Refunds 

June 28: Last day for Revenue Receiptsto be 

submitted

June 2021

1

7

2 3 4 5

6 7 8 9 10 11

14 15 16 17 18 19

20 21 22 23 24 25 26

27 28

13

29

S M T W Th F S

June 24:  Last day for current year expense 

Warrant Cancellations to be processed 

June 22: Last day for Batch Sheets to be 

submitted

12

31

June 23: Last day for JAC to approve 

travel in the STMS for payment in FY 21-22

June 29: Last day to make deposits into Wells 

Fargo (Treasury) for processing in (FY 21-22)

30

5/19/2022



Deadline and Target Dates ïJuly

July 5: Tentative Certified Forward Releases 

will become available

July 5: Begin submitting CF and current 

year batchesto JAC for processing

July 5-12: Certifications Forward Forms  

submitted to JAC; deadline July 13

July 2021

1 2 3

4 5 6 7 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 2931

S M T W Th F S

July 13: Run date for the Final 

Certifications Forward listings

July 14: Certifications Forward Report is 

due per instructions provided by the 

Executive Office of the Governor (EOG)*

*JAC will request the electronic transfer of this data through the FLAIR Help 

Desk, as instructed by the EOG.

325/19/2022



Budget Office Overview -
Budget Amendments



EOG Memo 22-043                         
Remaining Deadlines

345/19/2022



EOG Memo 22-043                         
Remaining Deadlines

Submit to the JAC Budget Section by: 

ÇThursday, May 26, 2022:  Salary Rate Changes between 
Budget Entities

ÇThursday, June 9, 2022:  5 Day Notification / Program 
Flexibility 

ÇThursday, June 16, 2022: 

ïBudget authority movement between                       
Budget Entities 

ïBudget authority movement within a                        
Budget Entity

355/19/2022



5% or $250,000 (whichever is greater) 
Budget Amendments
Á Two types of 5% Budget Amendments for the Movement of 

Budget Authority: [See. s. 216.292(2)(a)1.ς2., F.S.]

1. Within a Budget Entity: 

a. Between appropriation categories

b. Within identical funds

2. Between Budget Entities: 

a. Within identical appropriation categories 

b. Within identical funds.

Á¢ƘŜ DƻǾŜǊƴƻǊΩǎ hŦŦƛŎŜ ƻŦ tƻƭƛŎȅ ŀƴŘ .ǳŘƎŜǘ όht.ύ Ƙŀǎ ŀ о-day 
review period for all agency 5% or $250,000 Budget 
Amendments.  [See s. 216.292(2)(a)4., F.S.] 

365/19/2022



Appropriation Modification
versusExpenditure Journal Transfer
The Budget Office cannot move budget authority between 
fundswith a Budget Amendment. This requires a Journal 
Transfer.

ü Budget Transfers and Amendments modify approved 
spending authority in Appropriation categories, before 
authority is spent. 

üJournal Transfers (JT) ƻŦ ŜȄǇŜƴŘƛǘǳǊŜǎ ΨǊŜǎǘƻǊŜǎΩ ƻǊ 
ΨǊŜŘǳŎŜǎΩ ŀǾŀƛƭŀōƭŜ ǎǇŜƴŘƛƴƎ ŀǳǘƘƻǊƛǘȅΦ W¢Ωǎ ƻŎŎǳǊ after 
authority is spent.

For assistance with journal transfers please contact:   
Accounting@justiceadmin.org.

375/19/2022



Procedures for Completing the 5%/$250K 
Budget Amendment Form

38

Whena JROdeterminesthat a movementof budgetauthority
isnecessary:

ÇVerify there is sufficient unexpended released budget 
authority  available that can be transferred as requested. 

ÇConsider all invoices that have been sent                                 
to the JAC Accounting Section that have not                      
been processed for payment.

5/19/2022



Procedures for Completing the 5%/$250K 
Budget Amendment Form

AccessǘƘŜ ŜƭŜŎǘǊƻƴƛŎ ŦƻǊƳ ǘƘǊƻǳƎƘ ǘƘŜ W!/ .ǳŘƎŜǘ {ŜŎǘƛƻƴΩǎ ǿŜōǎƛǘŜΥ  
https://www.justiceadmin.org/sa/budget/5percentForm.pdf

Step 1. Begin by selecting your agency and circuit/region (as applicable) 
from the drop-down boxes.

Step 2.Select the appropriate fund (Example: General Revenue, Grants 
and Donations Trust Fund, etc.)

395/19/2022

https://www.justiceadmin.org/sa/budget/5percentForm.pdf


Procedures for Completing the 5%/$250K 
Budget Amendment Form

Step 3. Select the type of budget movement you are requesting:

A. between different appropriation categories within the same budget 
entity and fund

B. between budget entities within the same appropriation category 
and fund

C. If you are initiating budget movement between budget entities then 
the budget entity you are moving funds to must be listed under the 
ǎŜŎǘƛƻƴ ŜƴǘƛǘƭŜŘ άaƻǾŜ ǘƻ 9ƴǘƛǘȅΦέ

405/19/2022

A
B

C
See Step 4.

See Step 5.



Procedures for Completing the 5%/$250K 
Budget Amendment Form

Step 4.Determine the impact [recurring or non-recurring].  Budget 
amendments are only good for the current fiscal year, therefore if you 
would like the exact amount of the budget transfer to be recurring in 
ǎǳōǎŜǉǳŜƴǘ ȅŜŀǊǎ ǘƘŜƴ ƳŀǊƪ ά¸Ŝǎέ ƛƴ ǘƘŜ wŜŎǳǊǊƛƴƎ LƳǇŀŎǘ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ 
.ǳŘƎŜǘ !ƳŜƴŘƳŜƴǘ wŜǉǳŜǎǘ CƻǊƳΦ hǘƘŜǊǿƛǎŜ ƳŀǊƪ άbƻέΦ 

Step 5.If you are requesting a 5-Day Unlimited Transfer, a budget 
amendment summary form must be completed with full justification for 
the budget action.  Section 216.292 (2) (b) 1. Florida Statutes limits the 
appropriation categories that can be utilized in this type of transfer. 
[Deadline: Monday June 13, 2022]

https://www.justiceadmin.org/ClientAgencies/Budget%20Deficit%20Pro
cedures/Budget-Amendment-Summary-Form.pdf

415/19/2022

https://www.justiceadmin.org/ClientAgencies/Budget%20Deficit%20Procedures/Budget-Amendment-Summary-Form.pdf


Procedures for Completing the 5%/$250K 
Budget Amendment Form

Step 6. ¢ȅǇŜ άDwέ ƛƴ ǘƘŜ wŜǾŜƴǳŜ {ƻǳǊŎŜ ŎƻƭǳƳƴ ƛŦ ǘƘŜ ǘǊŀƴǎŦŜǊ ƛǎ ŦƻǊ 
General Revenue. If the transfer is for a trust fund, the source of funds must 
be listed (i.e., Article V-Traffic Fines, Cost of Prosecution, County 
Information Technology, VAWA, etc.).  A numeric organizational code  and 
EO from your account code listing may also be noted to further identify the 
desired cost center to post to in FLAIR.

Step 7. 9ƴǘŜǊ ǘƘŜ ŀƳƻǳƴǘǎ άŦǊƻƳέ ŀƴŘ άǘƻέ ƻƴǘƻ ǘƘŜ ŦƻǊƳ ƻƴ ǘƘŜ ŘŜǎƛǊŜŘ 
appropriation category or categories lines.  Enter whole dollars only.  
PLEASE DO NOT enter cents or use any type of punctuation marks. The 
ŦƻǊƳ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎƻƴǾŜǊǘ ǘƘŜ ŀƳƻǳƴǘ άŦǊƻƳέ ǘƻ ŀ ƴŜƎŀǘƛǾŜ ƴǳƳōŜǊ 
ŀƴŘ ǘƘŜ ŀƳƻǳƴǘ άǘƻέ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎƘƻǿ ŀǎ ŀ ǇƻǎƛǘƛǾŜ ƴǳƳōŜǊΦ 
Therefore, do not insert plus or minus signs in front of the dollar amounts.

425/19/2022



Procedures for Completing the 5%/$250K 
Budget Amendment Form

435/19/2022



Procedures for Completing the 5%/$250K 
Budget Amendment Form

445/19/2022

Step 8. Provide a brief reason why the budget amendment is being 
requested.

Example Statement:  The ___ Office in the __ Judicial Circuit does not 
have sufficient budget authority in the Other Personal Services (OPS) 
ŎŀǘŜƎƻǊȅ ǘƻ ƳŜŜǘ ǘƘƛǎ ŦƛǎŎŀƭ ȅŜŀǊΩǎ ǊŜƳŀƛƴƛƴƎ ƻōƭƛƎŀǘƛƻƴǎΦ

Step 9. Date and sign the completed form. An employee who is 
authorized to sign budget transaction requests may type their name in 
the authorized signature field without having to print and sign the form.

Step 10. Transmit the form electronically to the JAC budget Office using 
the following  email address:   Budget@justiceadmin.org

mailto:Budget@justiceadmin.org


Procedures for Completing the 5%/$250K 
Budget Amendment Form

455/19/2022

SPECIAL NOTE REGARDING 5% or $250K  BUDGET AMENDMENTS
When there is a consistent need to request the same transfer of budget 
authority between the same categories every fiscal year; please consider a 
realignment of budget authority in your LBR or Amended LBR using Issue Code 
numbers 2000100 [Add] and 2000200 [Deduct]. This action will help to ensure 
that your operating budget is properly aligned where best and most needed to 
accommodate expenditures. Additionally, it will decrease the number of 
requests made to OPB during the fiscal year.



Å Implementing the use of shared Budget folders between the 
.ǳŘƎŜǘ hŦŦƛŎŜ ŀƴŘ ǘƘŜ WwhΩǎ ǘƻ ƳƛƴƛƳƛȊŜ ŜƳŀƛƭƛƴƎ ƴǳƳŜǊƻǳǎ 
attachments back and forth as necessary to assemble the LBR 
and LRPP. 

ÅCŜǿŜǊ ǘƘŀƴ ŀ ŘƻȊŜƴ WwhΩǎ ŀǊŜ ƴƻǘ ǎŜǘ ǳǇ.

ÅMore information to come in the next several weeks

465/19/2022

IN TIME for LBR & LRPP FY2023-24 
Preparation ....



Budget Office Contact Information

Email Addresses: budget@justiceadmin.org*
ÅMailea Adams:    mailea.adams@justiceadmin.org
ÅKelly Jeffries:       kelly.jeffries@justiceadmin.org
ÅAdams Preisser:  adam.preisser@justiceadmin.org

Telephone #: (850) 488-2415

* Preferred address for submissions that are to be processed.

475/19/2022
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Human Resources

How it started. How it ended.



Payroll Discussionð

Early Submission:  Please submit payroll actions as soon as you know about 

them.  

On-Demand Payments:
Deadline for processing in 

FY 21-22 is 
Tuesday, 06/28/2022 at 2:00 p.m.

ωNo guarantee that On-Demand 
requests entered after

06/28/2022 2:00 p.m.will be 
processed from FY 21-22 budget, 
but can be certified forward as a 

FY 21-22 payable if funds are 
available.  Please coordinate with 

your JAC Accountant.

Supplemental Pay 
Transactions:

Due Thursday,06/16/2022 to 
ensure processing from 

FY 21-22 budget.

49
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Payroll Discussion

ÁSupplemental Payroll processesTuesday, 

June 21st

ÁIt will postlateafternoon on Tuesday, June 

21st

ÁIt will payon Monday, June 27th

Supplemental will be charged to FY 21-22

50
5/19/2022



ORG CODES! They do make a difference. 

Á Please do not confuse the Account Code with the Org Code.  Both are important to put on the form.  

Account Codes ensure we have the correct corresponding Org Code.

Á Account Codes have 29 digits.

Á Org Codes have 11 digits.

515/19/2022



Salary Cancellation Deadlines

Salary cancellations 

requested in late June 

which are not timely 

processed and approved by 

DFS can result in funds 

not being restored for 

FY 21-22.

Potential Budget 

Impact
Monthly payroll EFTs 

marked for deletion by 

10:00 a.m., Tuesday, 

06/28/2022and 

supplemental payroll EFTs 

marked for deletion by 

9:00 a.m., Thursday,

06/23/2022 will be 

restored to agencyôs 

accounts in June 2022.  

Overpayment problems 

discovered after these 

deadlines will require a 

refund from the 

employee.

EFT 

Cancellations

Deadline for processing 

cancellation of payroll 

warrants dated for June is 

9:00 a.m., Wednesday, 

06/29/2022to ensure funds 

are restored to FY 21-22 

accounts.

EFT cancellation reports 

will not post in RDS until 

the warrant date of June 

30th.

Paper Warrant 

Cancellations

JAC staff will monitor pending cancellations to ensure proper 

processing for FY 21-22.
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Insurance Payments

ÁHealth, Life & Disability Voucher Payments (to 

DMS) deadline for submission to JAC is 5:00 

p.m., Thursday June 16, 2022.

ÁJAC will follow the standard operating procedure 

of coordinating with the JRO prior to processing 

the voucher.

ÁInsurance premium payments for July coverage 

that are not paid in June cannot be certified 

forward and must be paid out of FY 21-22 funds; 

have employees sign up as soon as possible.
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Avoid Negative Balances

The June monthly regular 

payroll will post in the late 

afternoon of Thursday, June 

23rd. 

You can still do a Journal 

Transfer after payroll posts if 

you have a negative balance. 

JT requests must be received 

by our Accounting Section by 

close of business on    

Thursday, June 23rd.

Any negative Salary or OPS 

release balances created after 

payroll posts on Thursday,

June 23rd must be cleared by 

Tuesday, June 28th.
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Journal Transfers ïTransferring 

Expenditures at Year-End

ÁJAC runs reports to monitor payroll activities and account 

balances frequently.

ÁStaff in JACôs Accounting and HR sections coordinate to try 

to ñcatchò negatives.

ÁIf any unexpected or ñextraò payrolls are processed the last 

week of June, please be sure there is enough budget to cover 

that payroll.

ÁWhen sending JTs reducing General Revenue balances, 

please factor in any payrolls that may run during that last 

week of June.
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Salary Refunds

Code 200 Deductions
For the month of June only, if a salary overpayment refund is due from an 

employee, pleaseobtain a check or money order in lieu of a Code 200 

deduction. Code 200 deductions entered in June, regardless of the month 

the overpayment occurred, will not be processed until July, too late to 

restore funds to your account for FY 21-22.  Therefore, the refund due 

must be certified forward.

Pending Benefits Refunds

In the rare event of a total net salary refund, refunds for the overpayment 

of insurance premiums require approval by DMS, JAC cannot guarantee 

that all pending refunds will get processed and approved by Thursday, 

June 16th.  Any refunds not processed and approved by that date will go 

to unallocated.
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Benefits Premiums 

Benefit premium monies cannot be Certified Forward for 

premiums due after June 30th.  If there is an employee 

expected to be on LWOP, a voucher will be needed to cover 

their benefits premium for July coverage. The voucher will 

need to be processed in June to come out of current year 

funds.  Even though premiums are paid a month in advance, 

they cannot be Certified Forward for this cost.
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Overpayment Strategies

Cancellation vs. Reimbursement

Employee overpaid by EFT on regular payroll:

Option 1 Option 2

EFT Cancellation ïMust 

be processed and approved 

by 10:00 a.m., Tuesday, 

June 28th or funds will not 

be restored to FY 21-22 

budget. (Cancellation 

reports will not show up in 

RDS until lateon the 

warrant date of June 30th.)

Seek reimbursement from 

employee for overpayment.  

Checks received by HR after 

Wednesday, June 22nd will 

be deposited into 

unallocated. (Coordinate 

certified forward receivables 

with your JAC Accountant.)
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