LCA Processing Checklist

Expenditure Processing

To ensure all expenditures from timecards or pre-approved batches are available to be included in the monthly Expense Assignment System (EAS) and Summarized Management Analysis Resource Tool (SMART) output files, the following checklist must be used for each pay period during the reporting month.

	Pay Period Ending Date(PPED) 
	
	
	

	
	PPED
	PPED
	PPED

	1) On Monday (or next workday) following the end of the pay period), the LCA Specialist shall  run the Timecard Status Report (TSR) for the PPED just completed (PPED + 2 Days)  Distribute to Directors/Department Heads a report of personnel who have not submitted timecards or their timecards are in a working status to ensure any delinquent timecards are submitted.  For civilian processing you must also run a TSR for the previous pay period to ensure all civilian timecards have completed the DCPS Reconciliation process and are in an approved status (PPED + 16 days) 
	
	
	

	2) On Friday, The LCA Specialist shall run the TSR for the PPED just completed (PPED+6days) to ensure all timecards are in an approved status (or submitted for civilians).   Route a report through the chain of command to the Commanding Officer of personnel who are still in a null or working status.
	
	
	

	3) Once all of the timecards are in an approved status the LCA Specialist for the pay period (after the DCPS Reconciliation process is completed), shall run the Distribute Labor Process for that pay period to associate costs with each labor entry from the timecards.

· After the process is completed, check the log from the process to ensure all of the expenditures have costs.  If any errors appear (i.e. Missing Cost Rate), determine the cause and correct the records and re-run the process.
	
	
	

	4) The LCA Specialist shall next run the Cost Reconciliation Report in Discoverer Viewer to ensure all civilian timecards have costed correctly.  If any timecard has a variance of greater than $1.00, determine the cause and correct the issue and re-run the process to Distribute Labor Costs.
	
	
	


The below table is for processing dates for CY 08.

	Pay Period Start Date
	Pay Period End Date
	TSR to Directors/ Department Heads
	TSR to CO
	DCPS Loaded into DMHRSi
	TSR after DCPS
	Run Distribute Labor Process and View Cost Reconciliation Report

	6-Jan-08
	19-Jan-08
	21-Jan-08
	25-Jan-08
	27-Jan-08
	1-Feb-08
	6-Feb-08

	20-Jan-08
	2-Feb-08
	4-Feb-08
	8-Feb-08
	10-Feb-08
	15-Feb-08
	20-Feb-08

	3-Feb-08
	16-Feb-08
	19-Feb-08
	22-Feb-08
	24-Feb-08
	29-Feb-08
	5-Mar-08

	17-Feb-08
	1-Mar-08
	3-Mar-08
	7-Mar-08
	9-Mar-08
	14-Mar-08
	19-Mar-08

	2-Mar-08
	15-Mar-08
	17-Mar-08
	21-Mar-08
	23-Mar-08
	28-Mar-08
	2-Apr-08

	16-Mar-08
	29-Mar-08
	31-Mar-08
	4-Apr-08
	6-Apr-08
	11-Apr-08
	16-Apr-08

	30-Mar-08
	12-Apr-08
	14-Apr-08
	18-Apr-08
	20-Apr-08
	25-Apr-08
	30-Apr-08

	13-Apr-08
	26-Apr-08
	28-Apr-08
	2-May-08
	4-May-08
	9-May-08
	14-May-08

	27-Apr-08
	10-May-08
	12-May-08
	16-May-08
	18-May-08
	23-May-08
	28-May-08

	11-May-08
	24-May-08
	27-May-08
	30-May-08
	1-Jun-08
	6-Jun-08
	11-Jun-08

	25-May-08
	7-Jun-08
	9-Jun-08
	13-Jun-08
	15-Jun-08
	20-Jun-08
	25-Jun-08

	8-Jun-08
	21-Jun-08
	23-Jun-08
	27-Jun-08
	29-Jun-08
	3-Jul-08
	9-Jul-08

	22-Jun-08
	5-Jul-08
	7-Jul-08
	11-Jul-08
	13-Jul-08
	18-Jul-08
	23-Jul-08

	6-Jul-08
	19-Jul-08
	21-Jul-08
	25-Jul-08
	27-Jul-08
	1-Aug-08
	6-Aug-08

	20-Jul-08
	2-Aug-08
	4-Aug-08
	8-Aug-08
	10-Aug-08
	15-Aug-08
	20-Aug-08

	3-Aug-08
	16-Aug-08
	18-Aug-08
	22-Aug-08
	24-Aug-08
	29-Aug-08
	3-Sep-08

	17-Aug-08
	30-Aug-08
	2-Sep-08
	5-Sep-08
	7-Sep-08
	12-Sep-08
	17-Sep-08

	31-Aug-08
	13-Sep-08
	15-Sep-08
	19-Sep-08
	21-Sep-08
	26-Sep-08
	1-Oct-08

	14-Sep-08
	27-Sep-08
	29-Sep-08
	3-Oct-08
	5-Oct-08
	10-Oct-08
	15-Oct-08

	28-Sep-08
	11-Oct-08
	14-Oct-08
	17-Oct-08
	19-Oct-08
	24-Oct-08
	29-Oct-08


LCA Processing Checklist

End of Month Processing

The following checklist must be completed prior to creating the EAS and SMART output files.  The checklist will be completed after the Expenditure Processing Checklist for all pay periods during the reporting month have been completed.

	1)  The LCA Specialist shall run the EAS Assigned Personnel Report - Data Issues report in Discoverer Viewer to ensure that there are not any discrepancies in the HR data needed for LCA processing.  If any discrepancies appear, work with the HR department to resolve them.
	

	2) Run the EAS Summary Report for the reporting month.  Analyze the report to determine if all expenditures have costs (except for contractors and volunteers) and all of the skill type/suffixes are correct for the occupation code.
	

	3) Create the SMART and EAS files at the same time.
	


The table below is processing dates for CY 2007 & 2008:
	Reporting Month
	CY 2008

	January
	20-Feb-08

	February
	19-Mar-08

	March
	30-Apr-08

	April
	28-May-08

	May
	25-Jun-08

	June
	23-Jul-08

	July
	20-Aug-08

	August
	01-Oct-08

	September
	29-Oct-08


