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I. PURPOSE:

To address the establishment of or changes to the Chart of Account elements in the Statewide Advantage for Missouri (SAM II) system, outline the procedures by which the elements are established, and provide guidelines for making requests.

II.   SCOPE:

Department-wide.

III.  POLICY:

The Division of Administration (DA) will be responsible for the chart of accounts in the SAM II system.  This includes the organizational structure, job codes, and activity codes.  The DA will assist divisions in the development of the chart of accounts to ensure that data can be used for tracking and reports.  The DA will work with the Office of Administration (OA) to set up these codes and request security access for new organization codes.

IV.  PROCEDURES:

A. The DA Fiscal Liaison coordinates updating the SAM II system with changes in organization codes, activity codes, and job codes.  
1. The Department Director’s Office must approve changes in organizational reporting structure or new organization codes prior to submission to the DA for updating.  A technical change, such as spelling out an abbreviated organization name, does not require prior approval.

2. Approved moves or changes of entire divisions, bureaus, or similar organization structures shall be submitted to the DA Bureau of Budget Services and Analysis during budget development (summer to early fall).  If funds are to be transferred to the new organization codes, this should be done during the budget preparation cycle to ensure funding and chart of accounts elements correlate and the system performs functions and edits as designed.
3. The DA Fiscal Liaison will coordinate changes in the SAM II system with OA-Accounting.  Submission of changes must correspond with the fiscal year end schedule.  When new organization codes have been established, updates to Labor Distribution Profile Codes must be sent to the Grants e-mail address at Grants@health.mo.gov.

4. The Office of Human Resources must be notified of organization structure changes that require moving positions.  

5. Organization code name changes and new/changes to activity codes and job codes may be updated as needed by submitting the request to the DA Fiscal Liaison.  New activity and job codes should be limited to only what is necessary for system functionality.

B. The DA shall coordinate all necessary security changes to the SAM II Financial system.  Any moves or changes requested after fiscal year-end deadlines may result in delays in security updates and budget changes for accessing new SAM II codes.  
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