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FOREWORD
"Begin, and then the work wll be conpleted.™

- - Goet he

PURPOSE OF THE ACCOUNTI NG MANUAL

The purpose of the Accounting Manual is to provide canpus
accounting officers wwth direction and gui dance in
connection with those accounting transactions, procedures,
and reports that should be uniformthroughout the University
of California. Since the University is a single corporation
wi th nine canmpus |ocations, financial information nust be
recorded and reported on a consistent basis. Also, al
canpuses shoul d foll ow uniform procedures when handling
transactions that relate to the State of California or the
Federal governnment, and to matters involving taxes and

i nvest nent s.

The Accounting Manual should not be considered an all -

i ncl usi ve handbook. Rather, accounting officers also should
be gui ded by professional accounting standards, by NACUBO s
Fi nanci al Accounting and Reporting Manual for Hi gher
Education, and by AICPA's Industry Audit Guides. 1In

addi tion, accounting officers should observe the
instructions that relate to accounting policies and
procedures contained in other Ofice of the President (OP)
publ i cations, such as the Budget and Pl anni ng Manual ,
Contract and Grant Manual, Business and Finance Bulletins
(BFBs), and personnel manual s.

Except as otherw se provided, the policies and procedures
contained in the Accounting Manual are nmandatory. Requests
for exceptions or interpretations should be made to the Vice
Pr esi dent - - Fi nanci al Managenent .

Accounting policies and procedures were fornmerly issued in
the "A" series of BFBs and in nmenoranduns issued by the
Director of Corporate Accounting, the Associate Vice

Presi dent - - Busi ness and Fi nance, and the Senior Vice

Presi dent - - Busi ness and Finance. The accounting materials
contained in these docunents are gradually being updated and
i ncorporated into the Accounting Manual .
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PURPOSE OF THE ACCOUNTI NG MANUAL (Cont.)

However, BFBs will continue to be used for financial matters
that are of interest to a wider University adm nistrative
group, such as BFB A-47, University Direct Costing

Pr ocedur es.

Canmpuses and ot her conponents of the University may issue
| ocal accounting directives which are conpatible with the
Accounting Manual, BFBs, and other Universityw de
directives. Accordingly, users also should refer to | oca
accounti ng procedures and gui delines.

ORGANI ZATI ON OF THE MANUAL

The Table of Contents is divided into thirteen
classifications; each classification contains a major
subgroup of related accounting activities.

To facilitate referencing and filing, each chapter has been

assi gned an al pha-nuneric code. These codes follow the

al phabetical order of the chapter titles, with the exception
of the Table of Contents and other introductory chapters,

whi ch have been coded A-000-(X) so they remain at the front

of the Manual. The renmaining chapters are filed

al phabetically.

DI STRI BUTI ON

A limted nunber of copies of the Accounting Manual are
provi ded to canmpus accounting offices free of charge.

(Addi tional copies are provided to canpuses with nedica
centers.) Extra copies may be obtai ned upon request and
w Il be recharged to canpus departnmental accounts. Requests
for a free copy of the Accounting Manual should be addressed
to the canpus accounting office. The Manual also is
avai l able on the University of California web site | ocated
at the foll ow ng address:

http://ww. ucop. edu/ ucophone/ syst ent

Campuses and ot her users should review the Accounting Manual
mailing list for their area at |east once a year in order to
avoi d distribution problens.

I nquiries regarding distribution of the Accounting Manual or
requests for copies to be recharged should be addressed to

t he Accounting Manual Editor, Payroll Coordination and Tax
Services, 1111 Franklin St., Room 10106C, Cakl and, CA
94607- 5200.
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MAI NTENANCE COF | NDI VI DUAL COPI ES

To hel p users keep their Accounting Manual current, a
revision | og sheet (A-000-0, Revision Records) is included
with the Manual. The revision nunbers (preprinted) on this
sheet correspond to the transmttal letter (TL) nunbers, the
dates revisions were inserted, and the initials of the
person(s) making the insertions. To enable the user to keep
the Manual current, the List of Current Pages (A-000-0.5)
lists the current date for every page in each chapter. The
"TL (XX)" on the bottom of each page indicates the
transmttal with which a given page was issued.

RESPONSI BI LI TY FOR PUBLI CATI ON

The Accounting Manual is an official directive of the Ofice
of the Senior Vice President--Business and Finance. It is
publ i shed and mai ntai ned as part of the general
responsibility for University accounting policy assigned to
the O fice of the Vice President--Financial Mnagenent.

The Busi ness and Finance Division is commtted to nmaking the
Manual as clear and useful as possible. All users are
encouraged to contact the Accounting Manual Editor with
suggestions for revising or inproving the Manual .

End.
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