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SCEIS Functional Analysis Questionnaire 


Agency Code: _____  Agency Name: ________________________________________________

Name of Individual who coordinated these responses:  _________________________________

Phone:  ___ - ___ - ________ ext ______  Email: ______________________________________
Contact sceis-ast@sceis.sc.gov with any questions about this questionnaire. 
Several individuals will probably need to offer input on this questionnaire. Please consolidate all responses, and return your completed questionnaire to sceis-ast@sceis.sc.gov, no later than December 5, 2008. 
1. Identify your current financial system:  
· For example: SABAR, BARS, GAFRS, AIMS In-house developed, etc. 
2. Discuss the current procedures for purchasing, accounting, funds management (budgeting), grants, general ledger, controlling (cost accounting), accounts payable, accounts receivable, fixed assets, and workflow.
A. Requisition Management

· Does your agency have an automated procurement system?

· Is the procurement function centralized or de-centralized?

· If de-centralized – how many locations and where are the locations?

· If de-centralized – does that include both requisitions and purchasing or just requisitions?
· Do you prepare requisitions for all purchases?

· Does your agency have electronic workflow approval?

· Are all requisitions approved? How many approvals are required? What kinds of approvals are required (grant, IT, etc.)?

· Does your agency use the NIGP codes?

· Is your agency familiar with the Uniform State Provision and Clauses (Compendium of terms and conditions)?

B. Procurement Management

· Do you have a centrally maintained vendor database?

· Do you maintain an agency Web Page for solicitation/award advertisements?

· Do you have a separate contracts office?  If so, where does it reside?  What are the types (commodities) of contracts?

· Other then the P-Card, are there exceptions to the use of a purchase order?

· Do you prepare a PO to pay another agency? If so, is it to encumber funds?

· Do you have a tolerance level if a purchase order exceeds a requisition?

· Do you always create a purchase order from a contract? If not, what payment document do you use to pay? 
· Do you have a separate system for special purchases (medical supplies, drugs, etc)?  Does the system interfaced into your purchasing system?

· Is the procurement staff involved in the purchase of Assets?
· How is procurement involved with the P-Card, if at all?
· Does your agency disperse purchase orders/change orders documents electronically, fax server, mail, etc?

· Does your agency use on-line bidding?

· Does your agency use reverse auction?
C. Goods Receipt Management

· How are goods receipts handled? One person or multiple? One location or multiple locations (centralized or desk top)?
D. Accounting

· Centralized or De-Centralized?

· If De-Centralized, is the budget managed by each decentralized area, such as a department, and/or cost center? 
E. Funds Management (Budget) 

· What level of budgeting do you require beyond the current level in STARS?
Do you budget at a lower level than the Stars Mini Code (SAP Functional Area/ funded Program)?
· Do you control budget at the MAMI level or major object code (example: 1201 versus 0200, 0300, etc.) If you control at the major object code, are these hard edits at the major object code or soft edits with hard edits at 1201?

· Does your agency require a further breakdown of the STARS subfund within your accounting system to track and report sources of money, Grant revenue/expenditures and/ or tracking of other sub program components?
· Who in your organization can approve a budget transfer, BD-100, or other budget transaction?  
· Do you reconcile your budget activity monthly? Is this done electronically or manually?  
· Does your current accounting system include encumbrances (Purchase Orders, funds reservations, etc) against budgets for reporting purposes? Are the encumbrances reported separately than actual expenditures to determine available funds against budget? 
· At what level (example: STARS mini Code/subfund level) do you currently employ availability control edits for rejections of encumbrances/payments?  
F.  Grants

· Number of current grants?
· Are grants maintained at a central office location? 

· Do you have an automated billing/drawdown process within your current accounting system?

· What are your most common automated forms?

· Do any of your grants have cost sharing/matching requirements?
· Do any of your grants have indirect cost requirements? If you do have grants, with indirect cost, do you have any that are under the threshold of $200,000 where your Agency is able to retain the indirect costs funds rather than having to return them to the State?
· Are there any special reporting/tracking needs other than normal revenue/expenditure reporting (cash; periodic – monthly, quarterly; etc.)?

· Are there any special budgeting and availability check requirements (at the agency, division, department, MAMI, minor, major object level)?
· For Pass through grants, after the disbursement of the funds to the sub grantee, do you currently record the actual expenditures as reported by the sub-grantee in your accounting system?
G. General ledger

· Do you currently have any loans, short term or long term, recorded in your current accounting system?  If yes, how are they recorded on your books?
· Due to/ Due from

· Inter-fund Receivables/Inter-fund Payable

· Notes Payable/Note Payable

· Revenue Account

· Transfers
·  Do you operate cash accounts, which are NOT part of STARS? 

· Are they recorded on your General ledger?   If yes, are they recorded monthly thru Journal entries or is there an automated interface for these transactions?

· How do you differentiate these cash accounts from STARS?  Please explain.  

· Do you have any automated monitoring, transferring or reconciliation processes for these accounts?
· Do you have an automated check writing process within your accounting system? 
· Do you control cash at a lower level than agency and sub fund? 
· Do you override cash control for Federal Funds? If so, is it controlled with a borrowing limit?
· Do you currently record and track capital leases in your current accounting system?

· Do you currently have an automated process for computing and recording accruals for Interest payable or receivable for these loans at month end/year end?  

· Do you currently compute and record accruals monthly and/or year-end for Financial Statement purposes?  Is this process manual or automated?  

· Does your agency have a petty cash fund?  If yes, how is it reflected your general ledger?
· Does your agency submit Closing Packages the CG or are you required to have separately audited Financial Statements that are submitted for inclusion in the CAFR? 

H. Controlling (Cost Accounting) 
· Do you currently record and report on expenditures/ revenues based on cost allocation rules established in your current accounting system?  If yes, is this a transaction based allocation or monthly redistribution of cost?  Is this process automated and interfaced into or out of your accounting system to/from another system?  
· Do you have a time keeping system different than payroll and employer contributions entries (for Federal Grants and/or projects, PCAS, etc)?  If yes, are these entries automated and interfaced into your accounting system?  

· Do you currently use a Cost allocation function (example PCA) to distribute cost on a transaction basis and is this process within your current accounting system?  Are these allocations posted in your general ledger or in a separate cost system?
· Do you post statistical data in your current accounting system?  

· Do you perform any “step down” cost in your accounting system?  (Example:  Medicaid/Medicare Cost reports)
I. Capital Projects

· Do you record Capital Project budgets within your accounting system by Project? 

· Do you record receivables for Capital project funding sources such as Bond Proceeds, General reserve Funds, etc? 

· Do you have sub-breakdowns for Capital projects within your accounting system? 

· Do you use resource planning for capital projects in your current system?

· Do you use cost planning for capital projects in your current system?

· Do you track phases/time for capital projects in your current system?

· Do you use MS Project to track projects?

J. Accounts Payables – 
·  Is your Accounts Payable function centralized or decentralized?

· Does your agency process electronic vendor invoices?

· Do you take discounts when paying invoices?

· Do you make single payments to multiple payees (Example: payments to attorney’s on behalf of Clients, etc)? 
· What type of approval is needed currently to process an invoice?

· How many levels of approval are needed before sent to Comptroller Generals Office?

· Does your agency use Travel advances?
· Does your system allow a tolerance on posting differences in price or quantity from invoice to purchase order?
· Does your agency use the PCard? If yes, approx how many cards does your agency have assigned? 
·  Do you currently use Info span or Works, provided by Bank of America to keep detail of procurement card (Pcard) charges and only enter the summary of expenditures into your accounting system?  Is this process manual or automated? 
· Do you have any AP Interfaces Inbound/outbound from your current accounting system?  If so, approximately how many? 
· Do you currently use the PCard to make payment for goods that are purchased (and recorded as an encumbrance) on a Purchase order? 
· Does your agency current use “listing vouchers”? 
· Do you have a Sales & Use Tax calculation and disbursement function within your current accounting system? 

· Does your agency use “data fields’ within transactions to represent key data or “calculation fields” captured on transactional entries used to report or in interfaces out of your current accounting system linked to other system?

· Does your accounting system validate this non-financial data at the time of entry into your accounting system?  (Examples: DSS- Client #; Indigent Defense or Attorney General, IRF, etc= case #; or Dept of Corrections = Inmate #)  
K.  Fixed Assets

· Estimate the number of fixed assets $5,000 and above that are recorded by your agency.

· Estimate the number of Low Value assets that are tagged and tracked.
· How do you track your fixed assets now?  Spreadsheet, standalone system?

· Do you frequently revalue assets (write ups, write downs)?

· Do you maintain an inventory list of tagged assets under $5,000.00 (low value assets)?
· Is depreciation for both full and modified accrual calculated and posted in your current accounting system?  Is this entry made monthly, quarterly or annually?  

· Are asset purchases recorded on full and modified accrual bases at the time of purchase?
· Does your current system calculate the gain/loss on disposal of assets when sold?
L. Accounts receivable 

· Are the Accounts Receivable invoicing and cash receipting functions of your agency centralized or de-centralized? 

· Do you prepare/print invoices within your current accounting system?    
· Do you issue Invoices/IDT to other State Agencies as well as general customers?  

· Do you maintain a Customer file within your current accounting system?  

· Do you have interfaces into or from your current accounting system for Accounts receivable invoices? 

· Does your current accounting system track individual accounts receivable invoices?
· What level of detail is needed to track and report on Accounts receivable?  In addition to reports on balances owed by a Customer for all services, is there a need to track receivables by type of services and/or goods (rent, insurance premiums, fees, etc) in addition to the  reporting the balance owed by a customer?
· Do you produce aged and/or outstanding invoice statements for your Customer within your current accounting system?  
· Is cash receipting accounting handled within your current accounting system?   If no, are there interfaces to and or from your current accounting system to update receivables and/or track cash receipts? 

· Do you produce automated cash receipts from your accounting system that are provided to the payer at time of entry of the receipt?  

· Do you currently have an interface between your current accounting system and the State Treasurer Office for deposits? 

· Are the deposits prepared manually and entered into the accounting system or do you have an electronic submission (remote deposit capture) either from the bank to the Agency and/or to the State Treasurer’s Office?
· Do you receive credit card payments thru the STO?
· Do you receive any funds that update your accounting system electronically? If so, from whom?  

· Do you operate a retail business? (Example: Souvenir shop.)

· Do you record Deferred Revenue?  

M.  Workflow & Imaging
· What approval processes are currently automated by your system? (e.g. AP Invoices, Budget Transfers, etc)

· Does the accounting system guide the approval process?

· Are updates to the documents currently automated in your accounting system (data, status, form population, etc)?

· Are all approvals electronically performed in your accounting system?

· Do all approvers exist in your accounting system?

· If not, where are those approvers

· Do you have backups for approvers?

·  Are there time deadlines on the approvals?

· Who maintains the approval paths/agent determination?
· Are you currently imaging financial documents and if so, where are these images stored? SAP includes imaging of some types of financial documents (invoices, deposits, wire transfers, travel forms, etc). Are there other imaging requirements of financial documents for your agency?
3. Are there any interfaces with current financial system? For each interface, provide the following:

· Purpose

· Frequency

· Type of interface (real vs. batch)

· Type of Data

· Format of data (XML, ASCII flat file, comma delimited)

· Volume of data
Thank you for gathering this information about your agency’s business processes. If you have any questions, please contact sceis-ast@sceis.sc.gov. 

Please return your completed questionnaire to sceis-ast@sceis.sc.gov, 
NO LATER THAN FRIDAY, DECEMBER 5, 2008.
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