ACCRUAL CHECKLIST

(Non-ProTracts)

DATE:  _______________________________________________

COMPLETED BY:  _____________________________________

_____  a.
Send accrual confirmation letter by 5th day of the month that is the end of

the quarter* to vendor on open obligation report.  (Exhibit 1 or 2)
Date Sent:  _______________

_____  b.
Receive confirmation letter by 20th day of the month that is the end of the

quarter*.   Date Received:  ________________



_____  Certify accrual estimate is reasonable.  (proceed to step e)
_____  c.
Make follow-up contact to vendor by email, phone call or visit by the 22nd 
day of the month that is the end of the quarter*. (Exhibit 3)  



_____  Certify accrual estimate is reasonable.  (proceed to step e)

_____  d.
Develop accrual estimate by 23rd day of the month that is the end of the

quarter*, if no confirmation letter received.  (Exhibit 4)


_____  Certify accrual estimate is reasonable.  (proceed to step e)

_____  e.
Submit Accrual Estimate to Financial Management by 23rd day of the 

month that is the end of the quarter along with appropriate backup documentation listed on next page.   

Date Submitted:  _____________________  



*End of Quarter:
1st Qtr – December 31






2nd Qtr – March 31






3rd Qtr – June 30






4th Qtr – September 30 

Provide Items to Financial Management as 


BACK-UP DOCUMENTATION
(Non-ProTracts) Accrual Estimate
Completed by:  ______________________________     Date:  __________________

Source Document Number of Obligation:  ___________________________________

Accrual Amount:  $___________________________

_____

Source of accrual estimate used:



_____  Vendor Provided



_____  Agency Estimate

_____

Attach signed certification statement.

_____

Attach invoice from Contractor/Vendor.

_____

Attach performance report from Contractor/Vendor.

_____

Attach written cost estimate from Contractor/Vendor for costs



through end of the quarter.

_____

Attach calculations for recurring monthly or quarterly bills.



Calculations for the estimate are based on previous activity.

_____

Attach calculations for determining the accrual amount if agency



estimate used.

_____

No accrual is necessary because the goods/services were not



received/earned before the end of the quarter.

