
 Page 1 
Updated 2/24/22 

Section 1 - Fiscal Management Tool (FMT) 
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(A) Adjusted Budget – The entries in blue are the adjusted budgets for each expenditure type, arranged by account number.  This should ALWAYS match the 

Appropriations (A) on the GL 007 report. Appropriations are your legal authority to spend and should not be exceeded without approval. The Adjusted budget 
includes: 

 
a.  All expenditure accounts that are budgeted 

 
b.  All expenditure accounts that have been charged, whether or not there are appropriations 

 
If there is a charge to an account with no appropriation and it is a valid charge, there are two different ways to add the information in Excel:  

 
1. Insert a column (which includes manually adding the formulas at the bottom) or  

 
2. Copy a pre-existing column (which retains all of the formulas) 

a. Copy a column that has been rarely used, and insert column for the new account in the correct placement (numerical order) Change 
the account name and number to the new information 

b. Change the budget to $0 
 
 ONLY update this field if you receive an email from your budget analyst regarding a transfer of appropriations (budget) to or from your org.  
 If you find that the appropriations on the GL 007 report do not match your FMT and have not received an email, contact your budget analyst.  

 

 
 

(B) Month Expenditures (July to June) – what has been spent during the month.  These should be entered as expenditures are made to record the transaction (NOT 
just after running the GL 007 report at the end of the month).   

 
a. Common expenditures (examples are flagged below): 

i. P-card 
ii. Travel or Training 

iii. Petty Cash 
iv. Kronos/Payroll entries 
v. Print Shop charges 
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vi. Encumbrances (see item d below for additional information on how to enter, items b and c still apply) 
 
 

b. For each of these entries (including encumbrances): 
 

i. Enter as much information regarding the charge as you deem necessary to track expenditures and identify the charges (vendor/ employee name, 
description of charge, BPA or contract #, invoice #) 
 

ii. Enter the charge as a negative since it will be deducted from your budget (type in a minus sign "-" before the amount) 
 

 

 
 

P-CARD 

TRAVEL 

PETTY 
CASH 

PAYROLL 

PRINT SHOP 
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c. ISF Fees 
i. These fees are charged by the Department of Purchasing & Contracting (P&C) to recoup their expenses  

 
ii. The column for ISF fees has a formula to calculate the estimated ISF fee for each charge.  The rate is set for p-cards, which comprise the vast 

majority of purchases.  If the expenditure you are entering is not a p-card charge, you may change the formula to reflect the correct rate, or 
leave at the p-card rate as an estimate. 

 
iii. Rates for FY 22-23 

 
 

d. Encumbrances – they hold funds in anticipation of expenditure.  Encumbrances are usually the result of a Purchase Order (PO), a release against a Blanket 
Purchase Agreement (BPA), or an invoice that was received but has not yet been processed (ex: encumbrance in July for an order of polo shirts (PO); order 
and invoice received in September)    

 
For more information on encumbrances, see Appendix III. Encumbrance Analysis Guide 

 
1. Enter the encumbrance under the month it occurred, and include the vendor and BPA #.  Under the Description, you can include as 

much information as you would like, but make some notation that this is not the actual expense, but an encumbrance. 
 

2. Enter the dollar figure as a negative, to show the funds as being used or unavailable. 
 

3. When the payment is made, the encumbrance becomes expenditure. Make 2 entries in the month it was paid.  
 

i. Invoice entry - treat like a normal invoice, make sure to reference the same PO # or BPA & Release # 
ii. Encumbrance removal includes the vendor name along with the PO # or BPA & Release #.  In the description, reference 

that this is removing an encumbrance.  Enter the dollars as a positive.  The initial encumbrance already subtracted the 
available funds.  The invoice entry above also subtracts the funds to show it was paid.  This entry is essentially a balancing 
entry. 
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It may be tempting to just delete the initial encumbrance entry from the earlier month, rather than have 3 entries (initial 
encumbrance, when it was paid, and removing the encumbrance) but when you do that, you will never be able to reconcile the earlier 
months with the GL007 report.  As an example, an encumbrance is entered in October, and the invoice is paid in February.  If you go 
back and delete the initial encumbrance entry in October, your FMT for October - January will NOT match the GL007 reports.  If you do 
the 3 entries, it helps you keep a better history of the encumbrances.  

 

 
 

e. Once the month by accounting period closes and the GL 007 report is available (usually third business day of the following month), compare the two. The 
Month Expenditures on your form should ALWAYS match the Period Expenditures (B) on the GL 007 report.  See Section 4- Comparing FMT & GL007. 

 
(C) Year to Date Expenditures – total spent since the beginning of the fiscal year (July 1st).  Should ALWAYS match the Year to Date Expenditures - (C) on the GL 007 

report.  

STEP 1 

STEP 2 

STEP 3 
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(D) Projections – entered at the frequency determined by supervisor.  They may be entered on a monthly basis, as projects are planned, or only when the supervisor 
requests a year-end estimate.   

 
Recommendations on projecting common charges: 

 
a. Routine, monthly expenditures (cell phones, copy machine rental):  Take one month's charge and multiply by the remaining months in the fiscal 

year. 
b. Travel/ training:  Request information from your supervisor and put in an estimate for the remaining months.  May use prior year travel/ training 

expenses as a guide, if no current year estimate is available. 
 

c. Pending projects:  Based on input from your supervisor  
 

On each of the projection entries, you do not need as much detail as the actual expenditures.  These are merely estimates to serve as a reminder of 
future expenses and planned projections, and reserve appropriations to reflect year-end balance for your budget unit. 

 

 
(E) Available Balance – estimated funds available at year-end.  If this is positive, savings are anticipated; if this is negative, it is anticipated that the unit will be over 

budget.   

Estimated 

Estimate 


