MIAMI-DADE

Memorandum

Date: September 8, 2009

To: Distribution List

From: Connie White (é/» AN ?f
Financial Informit+o afs Administrator
Finance Department R

Subject:  FAMIS Year-End Closing Procedures

Attached is the proposed FAMIS year-end closing schedule for fiscal year 2008-2009. Please ensure that
all programming and operational areas are notified.

Please note the following important dates:

* Report of Collections for deposits dated September 30 or before should be received by Finance
no later than Thursday, October 1.

* Journal Entries interdepartmental (affecting other departments) — cut-off is Friday, October 2.
1** Preliminary is scheduled for weekend of October 2 thru October 4. Reports available on
October 5.
Accounts Payables cut off is noon Thursday, October 8.
2 Preliminary is scheduled for October 8. Reports will be available on October 9.
Journal Entries within department — cut-off is noon, Monday, October 12. (Finance will be fully
staffed on Saturday, October 10 and on the holiday Monday, October 12.)

*  Grant adjustment cut off is scheduled for Tuesday, October 13.
Interfaces cut off for posting to FY 2009 - Refer to attached Schedule #3.
Final year end General Ledger closing is scheduled starting at noon October 16 thru October 18.
Final reports are available on October 19.

* Budget load process is tentatively scheduled for the weekend of October 23 thru October 25.

Payroll Scheduling Items

® The last payroll interface for FY 2009 will post to FAMIS on Wednesday, September 23.

* Payroll Corrections must be done by Friday, September 25. v

* MDT will receive Labor Distribution report on Monday, September 28 to review allocation.
MDT must process required input by Wednesday, September 30 and the last Labor Distribution
interface for FY 2009 must post on Thursday, October 1.

* The first payroll interface for FY 2010 will post to FAMIS on Wednesday, October 7. First
Labor Distribution for FY 2010 for MDT will post on Thursday, October 15.

FAMIS Hours of Operations:

) FAMIS will be available from 7:00 AM until 7:00 PM on Mondays, 7:00 AM until 8:00 PM
Tuesday through Friday, with the exception of Tuesdays of Payroll week when it will close at
7:00 PM to provide sufficient time for other batch processes. Only exceptions to this schedule
will be if previously arranged between Finance and ETSD staff or if Operations is notified 15
minutes in advanced by Finance staff. \
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CC:

Saturdays, September 12 and September 19 — FAMIS will be open from 7:00 AM — 7:00

Saturday, September 26 — FAMIS will be open 7:00 AM and will close at noon in order
to run the process which creates new-year documents (9800 process). No interfaces will

Saturday, October 3 — FAMIS will be open from 7:00 AM — 7:00 PM. No interfaces will
Saturday, October 10 — FAMIS will be open from 7:00 AM — 7:00 PM. No interfaces
Monday, October 12, Columbus Holiday — FAMIS will be open from 7:00 AM — 7:00
Friday, October 16 — FAMIS will be open from 7:00 AM to noon — At this time, FAMIS
will close for End of Year processing and will reopen on Monday, October 19 at 7:00

AM. Please note that there will be no interfaces processed this Friday; any interfaces sent

FAMIS will be closed on Sundays with the exception of October 11. Any other

FAMIS will have a special schedule the following dates:
a.
PM. No interfaces will be processed.
b.
be processed.
c.
be processed.
d.
will be processed.
e.
PM. No interfaces will be processed.
f.
on Friday, will be processed on Monday, October 19.
g.

exceptions will need to be previously arranged with Finance.

All dates in this schedule are approximate and may change depending on needs and
circumstances beyond our control.

Please distribute this document to all areas responsible for interfaces to FAMIS. When processing
your interface, please ensure that the interface carries the corresponding fiscal period in the

document prefix.

Adil Khan, DPM

Adrian Othon, ETSD

Ana Gutierrez, GSA
Angie Amirizadeh, ETSD
Aridene Colley, ETSD
Arlin Montero, Finance
Armando Gonzalez, Parks & Recreation
Blanca Machado, PW
Blanca Padroén, Finance
Carie Fernandez, Finance
Carlos Martinez, CAA
Carmen Rojas, Finance
Cecilia Prosper, MDT
Christopher Moreno, P&R
Claudia Garcia, Finance
Clayton Baptiste, GSA
Dalia Garcia del Rio, ETSD
Dan Coughlin, GSA
Dania Diaz, Finance
Debbie Frost, P&R
Dianne Smith, P&R

Kathy Williams, ESTD
Larry Jensen, P&Z

Lori Madrigal, Finance
Lourdes Julien, Finance
Luis Diaz, ETSD

Madelin Alfonso, Finance
Maria Cabrera, FIN

Maria Herris, AOC

Maria Rivero, Finance
Maria Sanchez, Solid Waste Mngt.
Mariano de las Casas, ETSD
Marie Franco, Tax Collector, Finance
Marie Woodson, DHS
Marilyn Crucet, Finance
Marla Deulofeu, Finance
Marlene Amaro, CITT
Mercy Gillis, ETSD
Michael Tomasso, P&R
Milind Tankkar, ETSD
Miriam Weinberger, ETSD
Nancy Cabrera, ETSD




Dolores Daily, PZ
Fernando Casamayor, Tax Collector, Finance
Gary Gwynn, ETSD
Gladys Galigarcia, ESTD
Glenn Cleghorn, GSA
Graciela Cespedes, Finance
Gus Chicola, ETSD
Gustavo Lannes, P&Z
Haldo Perpignand, ETSD
Hector Cuenca, Finance
Ileana Portuondo , PW
Irasela Flores, Finance

Jan Martin, ETSD

Jim Ghersi, ESTD

Joel Janvier, MDTA

Joel Mutzman, ETSD

Jose Barajas, ETSD

Jose Fernandez, Seaport
Jose Martinez, ETSD

Juan Garcia, ETSD

Nieves Del Rio, Finance

Olga Diaz, GSA

Orky Rodriguez, Public Works
Osvaldo Navarrete, ETSD

Pilar Feldman, ETSD

Regina Williams, ESTD

Reynaldo Perez, ETSD

Rick Rayborn, Solid Waste Mngt.
Roberto Maseda, ETSD

Santiago, Jim Ghersi, ETSD
Shemeka Martin, DHS
Sivaprakasam Kalaichezhian, ETSD
Sylvia Frow, Tax Collector, Finance
Tekeia Clark, GSA

Terry Smith, Building

Viviana Prieto, Elections

Willis Patterson, Finance

Yinka Majekodunmi, ETSD

A/P Liaisons

FAMIS Liaisons






