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Overview 

What is an Administering Agency? 

An Administering Agency is an agency designated by the Office of Financial Management 

(OFM) to provide general oversight of financial accounting records at the account level. An 

administering agency is also responsible for the cash management of the funds it 

administers. Generally, cash balances for each agency operating out of an account will close 

to the administering agency. 

How to find out if your agency is an Administering Agency and 

for which funds  

• The Fund Reference Manual 

• SAAM Subsection 75.30.50 

• Enterprise Reporting – Administering Agency Trial Balance (In the parameters, enter 

your agency and put an asterisk in Account. Results will show all accounts your agency 

is the Administering Agency for.) 

• Treasury Management System (TM$) – Fund Inquiry Screen 

Administering Agency’s Roles & Responsibilities 

The administering agency for each account is responsible for: 

1. Cash management  

• Reviewing cash and in-process accounts, GL Code series 4XXX and 7XXX, for 

reasonableness. Special attention should be given to potential cash deficits and 

unusual or irregular in-process activity. 

• If adjustments are required, contact the other agencies or the Office of the State 

Treasurer, as appropriate. 

2. Fund Balance monitoring 

• Reviewing the reasonableness of the asset, deferred outflows of resources, 

liability, deferred inflows of resources, and equity balances. 

• If adjustments are required, contact the other agencies involved. Agencies 

contacted are to make the requested adjustment in AFRS. 

• If there is a potential cash or fund balance deficit, contact your assigned OFM 

Statewide Accountant and Budget Advisor. 

https://ofm.wa.gov/accounting/fund-reference-manual/active-agency/
http://www.ofm.wa.gov/policy/75.30.htm
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Reports for Administering Agencies 
This file provides the list of reports an Administering Agency should run and review on a 

monthly basis (and more frequently during fiscal year-end) along with where each report is 

located, the purpose of each report, and an example of each report. 

Enterprise Reporting – Administering Agency 

Administering Agency Trial Balance – Account (A) 

How to locate: Public Folders – Financial Reports – Administering Agency 

 

Report Purpose: This trial balance report includes accounting and budgetary GLs. Group 

Option “A” was selected therefore the data presented is rolled up at the Account level. 

Beginning balances may change until the prior biennium is officially closed. 

Use this report to review the overall GL balances for the fund. Do you see activity in any GLs 

that surprise you? Have any GL balances not changed that should have changed?  

Report Example: 
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Administering Agency Trial Balance – Account/Agency (B) 

How to locate: Public Folders – Financial Reports – Administering Agency 

 

Report Purpose: This trial balance report includes accounting and budgetary GLs. Group 

Option “B” was selected therefore the data is presented at the Account and Agency level. 

Beginning balances may change until the prior biennium is officially closed. 

Report Example: 
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Questionable Balance – Assets and Deferred Outflows of Resources 

How to locate: Public Folders – Financial Reports – Administering Agency 

 

Report Purpose: To check for Assets with Questionable (Credit) Balances. This 

report identifies asset and deferred outflows of resources GL accounts and subsidiary GL 

accounts with credit balances, and contra asset GL accounts and subsidiary GL accounts with 

debit balances. Report includes GL account codes between 1000 and 2999. Excludes GL 1278 

and 1280. If Group Option “B” is selected” subsidiary GL information is provided. 

Report Example: 
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Questionable Balance – Liabilities and Deferred Inflows of Resources 

How to locate: Public Folders – Financial Reports – Administering Agency 

 

Report Purpose: To check for Liabilities with Questionable (Debit) Balances. This 

report identifies liability and deferred inflows of resources GL accounts and subsidiary GL 

accounts with debit balances, including GLs between 5000 and 5999. If Group Option “B” is 

selected” subsidiary GL information is provided. 

Report Example: 
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Unbalanced In-process Reconciliation 

How to locate: Public Folders - Daily Reports 

 

Report Purpose: To view other agency’s documents which may be impacting the cash 

balance of the account.  The Unbalanced In-process Reconciliation report shows all 

accounting transactions posted by agencies and OST which have activity in an in-process GL 

(7110, 7120, 7130, 7140, 9920).  

Why are items on the in-process report? There are several reasons including timing 

differences, error file transactions, missing entries, data entry errors, document errors, and 

incorrect transaction codes for the GL. More information can be found in the on-demand 

training: In_Process 

Report Example: 

 

https://ofm.wa.gov/sites/default/files/public/articulate/accounting/In_Process/story.html
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Agency Trial Balance 

How to locate: Public Folders – Financial Reports - Accounting 

 

Report Purpose: This report can be run to review the trial balance for a specific Agency 

in an account and includes accounting GL codes only. Budgetary GL codes are not 

included. If the parameter is set to “yes” subsidiary GL information is provided only for GLs 

1353, 1354, 5153, and 5154. 

Report Example: 
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General Ledger Accounts with Unchanged Balances 

How to locate: Public Folders - Accounting – Exceptions 

 

Report Purpose: Includes specific GLs with no debit and no credit activity or activity that 

nets to zero during the period. Includes GLs 1000 through 1999, except GLs 1130 and 1820. 

Includes GLs 2220, 2320, 2360, 2380, 2420, 2440, 2460, 2480, 2510, 2620, 2640, 2660, and 2680. 

Includes GLs 5000 through 5999. 

Report Example: 
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Treasury Management System (TM$) 

The Fund Inquiry screen  

How to locate: Agency – Fund Inquiry 

 

Report Purpose: Provides details including the Administering Agency, Fund Type, and 

Originating Statute. This screen shows the cash balance for today’s date – you can also 

request any date in the past. This screen also shows that the difference between the Cash 

Balance and the Book Balance is the Outstanding Warrants. 

Cash Balance – Outstanding Warrants = Book Balance 

Report Example: 
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The Cash Document Browse screen  

How to locate: Agency – Cash Document Browse 

 
Report Purpose: The Cash Document Browse screen provides details including Document 

numbers, the Date of OST entry, and the “other side” of a transfer JV entry. This screen is 

useful for researching cash activity in an account. 

Report Example: 
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Negative Book Balance 

How to locate: Agency – Reports – Agency Reports: Negative Book Balances 

 

Report Purpose: OFM runs this report at the end of every month. OFM is responsible for 

reporting back to OST with explanations for any accounts which show negative book balance 

at fiscal month end. 

Report Example: 

 

 

  



 

Washington State Office of Financial Management  12 

Other Reports for Transaction Detail 

(Enterprise Reporting): General Ledger Analysis Flexible 

How to locate: Public Folders – Accounting 

 

Report Purpose: This report is a good tool for researching problems. 

Report Example: 
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WebIntelligence (WebI) 

Report Purpose: WebI is an ad hoc reporting tool (there are no “canned reports”). WebI can 

be used for agencies to research which documents hit specific GL accounts. 
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