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	CANTEEN OPERATIONS BALANCE SHEET (GAAP BASIS) INSTRUCTIONS


ASSETS
Cash on Hand
Should include canteen change fund amounts. The canteen fund may not be used as a petty cash fund for the operating accounts. Client resident accounts should have their own change or petty cash accounts. The amount shown as cash on hand should agree with the amount shown on the Depository Fund Report. See APP Section 2 – Cash and Cash Equivalents 6.0 (Depository Funds and Petty Cash Reports).

Cash in Checking / Savings Accounts
Must agree to the amount of cash per accounting records. Do not use the bank balance amount as of this date since there are items in transit. The amount shown as cash in checking accounts should agree with the amount shown on the Depository Fund Report. See APP Section 2 – Cash and Cash Equivalents 6.0 (Depository Funds and Petty Cash Reports).

Certificates of Deposit
The amount reported should agree with the accounting records. Do not use the bank balance as there may be items in transit or the bank may not have posted interest earned. The amount shown for the certificates of deposit should agree with the amount shown on the Depository Fund Report. Report maturity dates on a separate schedule. See APP Section 2 –Cash and Cash Equivalents 6.0 (Depository Funds and Petty Cash Reports).

Receivables
Receivables represent the amounts due to the Canteen fund from individuals, vendors, other governmental units both within and outside the state of Wisconsin, as well as interest earned but not received. Amounts to be received from providing services or the sale of products should be recognized as revenue along with a related receivable if the goods and services are provided by June 30 and the cash or other receipt has not been received. Receivables may include unbilled amounts, if the amount due has not been invoiced.

It is recommended that you review the transactions in the two months subsequent to June 30 so that all revenue related to the current fiscal year but received and recorded in the subsequent fiscal year (beginning July 1) can be properly recorded as a receivable.

Receivables include all amounts due to the canteen from suppliers, customers, interest or amounts due from individuals. A supporting schedule of receivables should be prepared.

Due from Other Funds
Includes all amounts due from the institution/center or other state agencies as of the statement date. Provide a listing detailing the name and amount owed to the canteen fund. Amounts due from the institution/center are classified as “due from other funds – operating transfer-in.” Amounts due from other state agencies would be classified as “due from other funds.”

Inventories
Reflect the value of materials and supplies on hand for future use or resale.

Canteen funds should value inventories on hand at June 30 using either a first-in, first-out (FIFO) or average cost flow assumption method applied on a consistent basis from year to year. Canteens should report inventories using the consumption method of inventory control. This method recognizes materials and supply expenses at the time the inventory is consumed rather than at the time the items are purchased.

It is important that the inventory value be consistent with the cutoff period for purchases in cost of goods sold and accounts payable in the balance sheet.

Deferred Expense (Prepaid Expenses)
Include payments for expenditures for items to be consumed in future periods. Prepaid items are assets and should not be reported on the statement of revenue and expense. Prepaid expenses include, but are not limited to, rent, insurance, and supplies.

Generally, canteen prepaid items relate to the employer’s (state) share of health, life, and income continuation insurance payments made prior to the coverage period.

The state pays the Employee Trust Fund in June for July insurance coverage. This payment, made prior to the June 30 year end, is included in the current year's fringe benefit expense total on the Financial Management System (FMS). However, this amount is not to be included in the current year fringe benefit expense total and recorded as a prepaid item since the coverage relates to a period after June 30.

The state also pays the Employee Trust Fund in July for August insurance coverage. This payment, made subsequent to the June 30 year end, is also included in the current year fringe benefit expense on FMS. However, this amount is not to be included in the current year fringe benefit expense total, since the coverage relates to a period after June 30 and the payment was not prepaid (made on or before June 30).

The employer portion of health, life, and income continuation should be reconciled to FMS. The prepaid amount should be equal to the June voucher on FMS for the applicable canteen employee(s).

Canteens with payroll expense should use appropriation 225 to record canteen salary and fringe benefit expenses. See APP Section 11 – Institution Accounting 4.2 (Reimbursement of Canteen Operations Expense) if your canteen has payroll and fringe benefit expenses recorded in appropriations other than 225.

Capital Assets
Represents the canteen's equipment inventory and are to be recorded according to APP Section 8 – Capital Assets 1.0 (Capital and Non-Capital Asset and Inventory Systems) and APP Section 8 – Capital Assets 4.0 (Year-End Capital Asset Reporting).

Items are to be valued on a historical cost basis. Donations of equipment to the institution/center for its use are included in the institution/center's capital assets.

Accumulated Depreciation
Represents the cumulative depreciation expense for capital assets. Fully depreciated assets should be reported so long as the asset is in service in the canteen.

LIABILITIES AND FUND EQUITY
Payables and Accrued Liabilities
Include all amounts owed by the canteen fund to individuals, organizations and other governmental units, both within and outside the state of Wisconsin. Amounts owed by the canteen for services or products should be recognized as an expense along with a related payable if the goods or services were received by June 30 and the cash or other settlement has not been paid. Payables may include the unbilled amounts where a vendor invoice has not yet been received.

It is recommended that you review the transactions in the two months subsequent to June 30 so that all amounts related to the current fiscal year but paid in the subsequent fiscal year (beginning July 1) can be properly recorded as a payable.

It is important that purchases in the cost of goods sold be consistent with the amount paid plus any amounts due as payables.

Payables and accrued liabilities are to be classified to the proper account. A supporting schedule should be prepared, breaking down the amounts of purchases paid by the statement date and those that are accrued as a payable.

Sales Tax Payable
Should be calculated and accrued as of the statement date. Under accrual accounting, sales tax expense is not reported. Sales tax due is reported as a liability account.

If the sales tax is calculated separately, debit cash and credit sales tax payable when the sales tax is collected. Debit sales tax liability and credit cash when the sales tax is remitted to the Department of Revenue (DOR). The sales tax discount may be reported as other operating income.

If sales tax is built into the price, divide the gross sales amount by 1.05 (or the appropriate rate) to get the amount of sales without tax, and then subtract this amount from the gross sales amount for the sales tax payable. Credit sales tax payable and debit gross sales for the amount owed to DOR (less the sales tax discount, which will be reflected in gross sales). Debit sales tax payable when the sales paid is remitted to DOR and credit cash.

Due to Other Funds
Includes all amounts owed to the institution/center or other state agencies as of the statement date.

Compensated Absences
Are to be reported for all employees in canteen operations through June 30. This amount must include both the reimbursed and non-reimbursed amounts. See DOA’s Uniform GAAP (Generally Accepted Accounting Principles) Conversion Policies and Procedures Manual, Section V, Sub-Section 11 – Compensated Absences, procedures for how to calculate compensated absences.

Deferred Revenue (Unearned Income)
Includes any revenues which have not been earned in this period. These items are reported as a liability (not income) since they have not been earned.

CHANGES IN FUND EQUITY
Beginning Fund Balance
Must agree with the ending fund balance from the prior period.

Contributed Capital
Includes capital equipment originally purchased by the institution and used in canteen operations. Buildings should not be considered contributed capital. A review of past records may be necessary to update canteen financial statements. Contributed capital should be removed from the institution/center's capital records since it is no longer being used in the institution/center's operations. Fully depreciated capital equipment used by the canteen should remain on the canteen's capital inventory so long as the items are in service. Donations of equipment by individuals to the canteen should be capitalized as contributed capital at their fair market value according to APP Section 8 – Capital Assets 1.0 (Capital and Non-Capital Asset and Inventory Systems) if they are to be used in the canteen.

Prior Period Adjustments
Must be reported in a supplementary schedule with supporting documentation. Under GAAP, prior period adjustments should be infrequent. Immaterial accounting errors from a prior period should not be reported as a prior period adjustment (though they must be noted in the work papers and retained for audit purposes).

Net Income After Operating Transfers
Must agree to the income statement amount.
