
























JOURNAL VOUCHER-ACCOUNTS PAYABLE (CONTINUED) 

Manual Agencies 

Manual agencies, in completing the year-end accounts payable journal voucher form, 

the document number must have 11 digits in the following format: 

"8" XXX XXXXXX"E" 

Agcy Department 

Code Discretion 

It must begin with "8", followed by the three-digit agency code, plus six digits at the 

department's discretion, and end with the letter "E". 

The debits to the expenditure accounts (credits not allowed) must include all 

applicable accounting codes down to the sub-object level. 

STAARS Agencies 

STAARS agencies, in completing the year-end accounts payables journal vouchers, the 

document in STAARS is a cloned JVC document and should be entered as an APJVl 

document. STAARS agencies must enter their accounts payable JV in this format. 

A reversal date is required on each document. It is imperative to enter a reversal date 

for these documents to process correctly and for budget and cash to be restored to 

allow available budget and cash for 13
th 

accounting period transactions to process. The 
reversal date of 09/27/2018 must be entered on the header of the APJV1 document. 

Agencies must place a check mark in the "create reversal document on hold" check box 

under the reversal date on the header of the APJVl. 

*The debits to the expenditure accounts (credits not allowed) must include all 

applicable accounting codes down to the applicable object level.

vDocument Identifier 
Code : j APJv1 

Dept. :fxxx" 

Code-APJVl 

Unit : I 0000 

j D : I 1 BXXXXXXXXX 

Unit, Department and ID - applicable to your specific agency 

If you do not enter your accounts payable journal voucher in the prescribed format 

it may be missed and not processed. It is imperative to follow this format. 

*Note: Manual Users - sub-objects are not required for budgetary control purposes,

but are required for journal voucher processing. Therefore, you should use 01 as the

12 



JOURNAL VOUCHER -ACCOUNTS PAYABLE (CONTINUED) 

sub-object in each expenditure transaction in order to reduce the number of journal 

voucher lines. For simplicity all sub-object codes should be concatenated and entered 

as 0801, 0901, 0401, etc. 

All Users 

Major object 0100 and 0200 can only be used with prior approval from the 

Comptroller's Office. Sub-object 04 should be used with major object 0100 for 

manual users and 0104 for STAARS users. 

SEPTEMBER 20 

The Comptroller's Office will run a job on this date to ensure that sufficient cash and 

budget authority are available for multi-year funds already appropriated under 

appropriation unit 050, or other capital outlay units, and for all FY 18 encumbrances 

through Purchasing and encumbered professional services contracts. Therefore, 

these items should NOT be included on your year-end accounts payable journal 

vouchers. 

NOTE: Sufficient cash must be available for all capital outlay appropriations (050 or other 

capital outlay units) and FY 18 PCs. 

Once the accounts payable journal vouchers are updated and cash is reserved for 

Purchasing/Professional Services Contract encumbrances and cash is reserved for 

Capital Outlay in STAARS, any remaining unexpended/unencumbered budget 

authority will be reduced to zero for FY 18. After the year-end closing process is 

completed in STAARS, journal vouchers (accounts payable, and those processed to 

reserve cash for encumbrances and Capital Outlay) will be reversed in order to 

restore the cash and FY 18 budget authority for spending during the thirteenth 

accounting period. 

FOR ASSISTANCE, CALL: OFFICE OF THE STATE COMPTROLLER, 

FISCAL MANAGEMENT SECTION 

334-242-4225 or 334-353-9275
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FY 18 

AUGUST 24 

Manual Agencies 

PROFESSIONAL SERVICES CONTRACTS 

All FYl 7 DOP* /IS El documents that are multi-year and have or will have a 

corresponding FY18 encumbrance must be reviewed. FYl 7 DOP* /1SE1 

encumbrances will be closed and should be decreased to the amount spent. This 

reduced amount will increase the available amount on the MAP*/ISE* document 

and will allow an FY18 increase for an encumbrance, with available allotment, and 

keep the contract amount whole for any future year encumbrances, if applicable. 

Please coordinate this with Fiscal Management in the Comptroller's Office, Randy 

Head at (334)353-9275, or Traci Bakke at (334) 353-1524.

STAARS Agencies 

All FY17 DOP*/ISEl documents that are multi-year and have or will have a 

corresponding FY18 encumbrance must be reviewed. FY17 DOP*/1SE1 

encumbrances will be closed and should be decreased to the amount spent. This 

reduced amount will increase the available amount on the MAP* /ISAl document 

and will allow an FY18 increase for an encumbrance, with available allotment, and 

keep the contract amount whole for any future year encumbrances, if applicable. 

SEPTEMBER 7 

All FY 18 Professional Services contracts/amendments {ISAl, MAPl, MAPITl and 

MAPBCl) must be submitted to the Comptroller's Office for approval and 

processing by this date (manual agencies will send their hard copies to Fiscal 

Management for this process). 

Any contracts/amendments/encumbrances not submitted by this date must be 

included on the year-end accounts payable journal vouchers if expenditures are 

applicable to FY 18. These contracts/amendments/encumbrances must then be 

entered into STAARS during the 13th accounting period (manual agencies will send 

their hard copies to Fiscal Management for this process). 

SEPTEMBER 13 

All outstanding FY17 DOP* /ISEl encumbrances (except Capital Outlay) will be 

closed in STAARS. 

SEPTEMBER 14 

All FY 18 encumbrances {DOPl, D0PIT1, D0PBC1, and ISEl) must be submitted to 

the Comptroller's Office for approval and processing by this date (manual agencies 

will send their requests to Fiscal Management for this process). If the MAP* /1SA1 is 
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PURCHASING (CONTINUED) 

FY 19 Documents 

AUGUST 13 

Agencies can begin entering FY 19 preprocessing RQN's if all Chart of Accounts are 

available. It is essential that the FY 19 account codes be used on the FY 19 

documents. 

• Jobs Aids for RQN can be found at www.purchasing.alabama.gov under Purchasing

News.

SEPTEMBER 18 

Last date to submit FY 19 preprocessing RQN's. 

OCTOBER 1 

Agencies can begin submitting FY 19 Delivery Orders to State Purchasing. 

PURCHASE ORDERS 

FY 17 

SEPTEMBER 13 

All outstanding FY 17 purchase orders, (including Professional Services contracts) 

except for capital outlay, will be closed in STAARS. 

FY 18 

SEPTEMBER 17 

State Purchasing will suspend processing of any FY 18 purchase order / deliver 

order modifications during the period of September 17 -September 28. 

FOR ASSISTANCE, EMAIL: TERRI COLE, STATE PURCHASING 

terri.cole@purchasing.alabama.gov 
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