Journal Entry Guidelines and Procedures
All departments should use the following guidelines and procedures when preparing journal entry forms.

1. The journal entry forms are located on the Systems Coordination website under “Banner Forms”.  These guidelines are for the Receipt Adjustment Form, the Disbursement Adjustment Form and the Interdepartmental/Journal Entry Form.
2. Journal entries are used to record reclassifications, charge backs, corrections, allocations, transfers and other adjustments.  Salary reclassifications must go through the payroll redistribution process and cannot be processed on a journal entry form unless approved by the Associate Vice Chancellor for Administration and Finance.  For more information on the payroll redistribution process please contact Systems Coordination.

3. Normal practices are for the departments to use the Interdepartmental/Journal Entry Form for all adjustments.  Departments should use the Receipt Adjustment Form or the Disbursement Adjustment Form only if approved by Financial Services, the Health Sciences Financial Account Office, the Office of Grants and Contracts (OGC) or the appropriate Foundation.  
4. Complete the appropriate journal entry form with the following required fields:  FOAP (fund number, organization number, account number, program code), activity code (optional), description (limited to 35 characters), amount, “D” for debit or “C” for credit for each entry line, and a detailed explanation at the bottom.

5. Journal entries must balance (debits must equal credits).

6. The person preparing the journal entry must either sign the entry or initial next to their typed/printed name.  The person approving the journal entry must sign the entry next to their typed/printed name.  An email approval mechanism may be established if approved by the appropriate office listed in number 3.
7. The entry must be reviewed, approved and signed by the person responsible for the organization being debited or his/her designee.  If a designee is assigned, a delegation of authority form must be completed and sent to Financial Services before the designee approves any journal entries.  The delegation of authority form is on the Financial Services webpage under “Helpful Forms”.   
8. Adequate supporting documentation must be attached to the journal entry such that the accounting staff or auditors reviewing the entry can clearly understand the rationale behind the journal entry.  The documentation should verify the amount, business purpose, and reason for the entry.  Examples of documentation are copies of invoices, reports, or emails.  If the documentation is too large or impractical to attach, reference or document numbers should be included in the explanation section of the journal entry and the documentation should be kept in the department.  Evidence of the entry being corrected (ex. screenshot, data warehouse, etc.) should be attached to the journal entry form.  If more than five pages of data are required to support the entry, reference the original entry and maintain supporting documentation at the department level.  

9. Journal entries affecting equipment require the fixed assets tag number be included in the supporting documentation and included in the description.

10. The approved journal entry form should be sent to Financial Services, the Health Sciences Financial Accounting Office, the OGC, or the appropriate Foundation, as appropriate, for review and data entry.    These offices will review all entries received for entry prior to posting.  The person posting the journal entry should sign or initial and date the form.  Some departments with a high volume of entries have been granted access to key their own journal entries.  These journal entries are subject to review after posting.  It is the responsibility of the department to ensure good segregation of duties between preparing, reviewing and approving, and posting.  Departments may be contacted to provide copies of approved journal entries and documentation as considered necessary.  
11. The departmental review and approval process as well as the supporting documentation standards for FUPLOAD and GURFEED entries are the same as for manual entries.  These entries should only be performed for routine activities as approved by Financial Services.
12. Feed journal entries from non-integrated systems to the financial system GL or subsystems should be validated after posting by the initiating or receiving department to ensure the integrity, validity, and completeness of the items posting.
13. Please refer to the financial accounting month end calendar on the general accounting webpage http://www.ecu.edu/cs-admin/financial_serv/accountg/index.cfm to ensure entries are received and posted by the transaction processing cut-off date.
14. For journal entries debiting a sponsored project  fund (21xxxx) see the OGC website http://www.ecu.edu/grants/  for special requirements related to grant fund cost transfers such as:

a. All journal entries must be processed within 90-days of the date the cost was incurred or the transfer may be denied.  Transfers may need to be processed earlier based on the end date of the award or based on the effort reporting period. 

b. All salary/fringe journal entries must be made within the effort reporting system timeframes and in coordination with the effort reporting cycles.  Entries may be denied if they are not processed within the effort reporting guidelines.  Entries may need to be made through the Banner HR redistribution process or the effort reporting system; depending on the pay period involved.
15. All year end accrual and adjusting entries must be sent to Financial Services for data entry in period 14.  Year end entries are batched with document prefixes to distinguish accruals from adjustments.  Accruals are reversed in period 14 of the subsequent fiscal year and adjustments are permanent and are not reversed.  
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