Instructions for Preparation of Fund Financial Statements Using GPLS  Provided Excel Template titled “Governmental Funds Statement 2008”
The Excel file is has the following worksheets –

· General – 100 Funds

· Special Revenue – 200-300 Funds

· Capital Projects – 400 Funds

· Permanent – 500 Funds

· Balance Sheet Gov’t Funds

· Statement of Rev, Exp, and Chan

· State Revenue

· Federal Revenue

· Local Revenue

Data entry is required on the General, Special Revenue, Capital Projects and Permanent worksheets.  The account titles listed on these worksheets correspond to the Library Chart of Accounts.  The worksheets are set up for you to enter amounts for each fund with automatic totals at the far right.  As an alternative, you can roll up all of the funds in a category using your accounting software, for example, General Fund (1xx), and enter the rolled totals in one column of the General spreadsheet.  The totals from the column entered will carry over to the far right column.   
The totals at the far right are linked to the Balance Sheet Gov’t Funds,  and Statement of Rev, Exp, and Chan worksheets. These are the spreadsheets required to be submitted to GPLS annually. They are referred to as fund level statements.   
Additional information required for submission is included in the Local Revenue, State Revenue, and Federal Revenue worksheets.  The State and Federal Revenue worksheets are linked to information entered into the various fund worksheets.  The Local Revenue worksheet will require manual completion since it is a detailed account of local government funding.
The gray shaded cells contain locked formulas.  No data should be entered in the gray cells.  The blue shaded cells are account titles and should not be changed.

When the agreed upon procedures are performed, the auditor will compare the reports generated from your accounting system with the statements generated using this Excel template.  Account balances in the accounting system should be the final adjusted balances for the fiscal year.  This means all required journal entries and data entry should have been completed in the system prior to completion of the spreadsheets.

Be sure to enter the name of the reporting library system on the first line of the worksheets titled -

· Balance Sheet Gov’t Funds

· Statement of Rev, Exp, and Chan

· State Revenue

· Federal Revenue

· Local Revenue

