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SCENARIO #2:  BUDGET CONTROLS 

Your most recent Budget Availability report for program 13027 shows the following: 

 

Your Principal would like to know:  

1. The reason for the negative amount of $681.25 in Commitment Item 110004, Tchr Sal-Supple/Oth 

2. The details regarding the $6,036.29 spent in commitment item 430001, General Supplies, and why 

it is negative 

3. If the $4,918.59 available budget in commitment item 430010, IMA, is accurate in order to cover 

negatives, if needed 

QUESTIONS  

1. Do my control sheet balances match the available budget on the Budget Availability Report? 

2. Where can I find the most accurate available balance by commitment item? 

3. Where can I find the details for the time reported in commitment item 110004, Tchr Sal-

Supple/Oth?  What report(s) can I download? 

4. If there is a payroll error, how do I correct it? 

5. Where can I find the details for the General Supplies and IMA charges?  What report(s) can I 

download? 

6. If the wrong program and/or commitment item was charged, how do I correct it? 

7. Could these negatives impact future spending and budget adjustments? 
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SOLUTIONS 

 Hyperlinked Control Sheets:  When maintained, the Control Sheets will show you who was time 

reported in Tchr Sal-Supple/Oth (110004) and list all the transactions to date in your General 

Supplies (430001) and IMA (430010) accounts. If there are any payroll postings, purchase orders, 

or reconciliation transactions pending, such as P-Card and Imprest, the Budget Availability report 

will not reflect these in-process expenditures. Therefore, the available balance on the control 

sheets is your most accurate accounting of available funds.   

Hyperlinked Control Sheets Table of Contents 

 

Control sheet for Tchr Sal-Supple/Oth (110004) 

 

Control sheet for General Supplies (430001) 
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Control sheet for IMA (430010) 

 

 Payroll Expenditure Report:  After you have checked your records and you still cannot identify 

the cause of the error, you can run and download BU042 Payroll Expenditures Report by program 

code.   The report will show all payroll expenditures under this program code by pay period.  You 

can then filter by Commitment Item and see who was time reported and the wage type (time 

reported description).   

 

 If a time reporting error is identified, take the necessary actions to correct it.  Process payroll 

corrections or, if necessary, process the appropriate budget adjustment.   

 P-Card Reconciliation Report and Purchase Order History Report: When reviewing your 

records for the General Supplies and IMA charges, and your Control Sheets do not balance with 

your Budget Availability Report, you can run and download the P-Card Reconciliation Report and 

PC010 Purchase Order History Report to verify if you have recorded all transactions as listed on 

the reports and check for discrepancies.  If there is still no match, check your Imprest records to 

make sure you have recorded all transactions.  
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 If the wrong commitment item and/or program are charged, process a Transfer of Expenditure if 

the purchase order (PO) has been paid (shown on Budget Availability Report as Actuals).  If the 

PO has not been paid (show on Budget Availability Report as Commitments), modify the PO to 

reflect the correct program and/or commitment item. 

 Negatives at the program and/or commitment item level can impact future purchases and budget 

adjustments.  All negatives should be cleared at the fund/functional area and commitment item 

level in order to avoid any errors. 

POLICY 

 General Fund School Program Manual, Dated 3/4/2016: http://lausd.schoolwires.net/Page/1462  

TOOLS 

 Hyperlinked Control Sheets:  http://lausd.schoolwires.net/Page/1462  

 Hyperlinked Control Sheets Job Aide 

 How to use Drag & Drop in Reports 

 BU042 Payroll Expenditures # by Cost Center Job Aide 

 P-Card Reconciliation Report Job Aide 

 PC010 Purchase Order History Report Job Aide 

 FM010 Budget Availability Report Job Aide 

 List of Common Errors 

REMINDERS 

In order to avoid overdrafts and system errors, continue to maintain your Control Sheets throughout the 

year and verify the correct fund/functional area is being used for payroll and purchases.  Be sure to process 

budget adjustments as needed.  Best practice is to ensure the budget is in place before charging the 

expenditure against the budget.  Continuously monitor the budget to ensure expenditures align with the 

approved budget and review applicable policies and procedures (i.e. General Fund Programs Manual).   

http://lausd.schoolwires.net/Page/1462
http://lausd.schoolwires.net/Page/1462

