EXPENDITURE REVIEW PROCEDURE OUTLINE

Initial Process:

1.  Reviewer runs Spectrum 8.9 Query titled “GSU_SPEEDTYPE_DEPT” report (first time to obtain list of speedtypes for review and thereafter as needed).  

2.  Reviewer maintains a list for monthly use of all speedtypes for which he/she is responsible.
Monthly Process:

1.  Reviewer receives email from University that the previous month end close for financial

purposes has occurred. 
2.  Reviewer updates (add/subtract) the list of speedtypes as necessary due to budget responsibilities being added or removed.

3.  Reviewer runs either the Actuals Drilldown Report or the Budget Progress Report for activity ending the last day of the prior month.  If you run the Actuals Drilldown Report, make sure you choose “Current Period” under the Summary Plus Detail Options.  If you run the Budget Progress Report, please make sure you indicate the correct Accounting Period.  Below is a link to a comparison chart between the Budget Progress Report and Actuals Drilldown Report to assist you in this review.

http://www2.gsu.edu/~wwwspc/Training/QF_BudgetProgressandActualsDrilldownReportComparison.pdf 

4.  Reviewer reviews all of the month’s expenditures for accuracy and appropriateness.

5.  Reviewer requests adjustments/corrections when inaccurate or inappropriate

expenditures have been identified.  
6.  Reviewer signs and dates the report(s).
7.  Reviewer discusses reports with appropriate administrator (chair, director, etc.).
8.  Administrator signs/initials and dates report(s).
9.  Reviewer keeps the original of the reports and supporting documentation on file at the department/unit level for two years.
10.  Reviewer sends copy of the reports on the state budget accounts to the Dean’s Office by the 30th of the next month (i.e., if review is for October expenditures, then review is completed and copy of report is submitted to Dean’s Office by the end of November).
11.  Dean’s Office Staff reviews the reports for completeness of submission from the department/unit and retains on file for two years.
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