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PURPOSE AND SCOPE

Introduction:

The accurate and frequent reporting of the status of SEF revenues and expenditures is
critical information for all managerial levels. To insure the proper administration of the
Highway Equipment Working Capital Fund this procedure describes the types,
frequency, and distribution of these status reports.

Responsibility/Performance:

SEF HQ Manag_]er: Ensures adherence to these procedures.
SEF HQ Accountant: Prepares the reports as required.
DISTRIBUTION

All holders of the DOT&PF Procedure Manual and the SEF Procedure Manual.
PROCEDURE

The SEF HQ accountant will prepare monthly management reports that summarize the
following SEF financial information at the SEF district, regional, headquarters, and
statewide levels.

A. Operating Revenues

The reports shall list current fiscal year authorization and forecast, prior year
actual, activity for the current period, year to date actual, receivables
encumbered, the total of actual and encumbered, and the percent of budget and
year complete.

B. Expenses
The reports shall list expenses by the same categories as operating revenues.

Expense detail shall be provided for personal services, travel, contractual, fuel,
parts, commodities, and other.
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J.

. Total Expenditures

The reports shall total expenditures for all categories.

. Other Adjustments

The reports shall list transactions related to charges for Statewide Administrative
Services by the same categories as operating revenues. A reduction to operating
expenses shall be recognized for Statewide SEF estimated replacement
overhead.

Total Disbursements

A summary for all categories shall be provided that totals expenses in Section C
with the adjustments in Section D.

. Net Income

Net income for all categories shall be totaled.
Replacement Activity

Replacement and sale revenues and replacement activity shall be summarized
for all categories.

Footnotes

To assist in the understanding of the data footnotes as necessary will be
provided.

Modifications and Additions to Reports

As improved reporting tools become available or when management or users
request it, new or modified reports will be produced.

Distribution

Monthly reports will be provided to the deputy commissioner, administrative and
regional directors, SEF manager, and the regional and district equipment managers.
Upon request to the SEF accountant the reports may be provided to others.

Attachments:

Attachment A: Monthly Management Report — Fund Summary.
Attachment B: Monthly Management Report — Program Revenue.
Attachment C: Monthly Management Report — Regional Example
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