OSI – PROJECT MANAGEMENT OFFICE
Project Roles and Responsibilities
FINANCIAL ANALYST/BUDGET ANALYST/ACCOUNTING
Role(s):
The Financial Analyst is responsible for performing financial tasks following federal and state laws, regulations, and guidelines related to the project’s fiscal responsibilities. 
Responsibilities:
Financial Analyst:
· (Develops) and (maintains) Information Technology (IT) project cost management and tracking methodologies, which include documented processes, procedures, and protocols for fiscal and budget activities related to the project.
· (Identifies) and (documents) issues associated with cost management, (resolves) issues and (documents) issue resolution, and (coordinates) activities and communication for issue resolution.
· (Assists) in managing risks associated with cost management that includes the monitoring of project risks and quality measures, (develops) and (maintains) mitigation plans, (monitors) execution of mitigation plans, (develops) and (maintains) contingency plans, and (monitors) the execution of contingency plans if activated.
· (Prepares) and (coordinates) fiscal input to all Inter-Agency Agreements (IAAs) and Memoranda of Understanding (MOUs).
· (Prepares) fiscal input for new procurements and purchases (includes contract request forms).
· (Develops) and (maintains) tools and methodologies for monitoring fiscal activities related to contracts including: contract terms, payments, credits, balances, encumbrances, and contract status.
· (Develops) and (maintains) tools and methodologies for monitoring fiscal activities related to the state and federal budget(s).
· (Ensures) confidential financial management (hardcopy and softcopy) documents are maintained and secured in accordance with state and federal policies and guidelines. 
· (Tracks) and (audits) project invoices, (verifies) supporting documentation, labor hours, and reimbursable travel costs; (processes) invoices for approval/denial.
· (Provides) contract closeout and contract historical files to the Project Librarian.

· (Collaborates) with project fiscal staff to develop the process for contract invoicing to ensure schedules, budgets, performance, and products for the invoice periods are consistent with their respective contracts.
· (Prepares) fiscal inputs to project consultant contracts and contract amendments.
· (Coordinate) and (tracks) fiscal changes related to work authorization and contracts.
· Coordinates) and (develops) IT project funding and approval documents, and   (reconciles) in accordance with state and federal processes (includes FSR, SPR, APDU, BCC, BCP, IAPD, IAPDU, PAPD, PAPDU).
· (Processes) county claims - if applicable.  
· (Monitors) and (submits) regular written cost performance reports to the Financial Manager to share with project management.  The analyst collects and analyzes schedule, cost, milestone, and deliverables data to compile the cost performance report.
· (Develops) and (prepares) reports and presentations on project activities status budgets.
· (Processes) monthly advance requests from the projects, if applicable.
· Review and process county allocation and re-allocation request from the project, if applicable.

Budget Analyst:
· (Develops) and (maintains) annual budget tracking and monitors reports for approved budgets.
·  (Develops) and (prepares) reports and presentations on project activities and status pertaining to expenditures and budgets.
· (Works) with the Office of Systems Integration (OSI) Admin/Fiscal to (validate) all fiscal and budget documents that are required for external distribution including, at a minimum, federal and state control agencies.
· (Develops) ad hoc reports related to fiscal tracking, project funding and approval documents.
Accounting:
· (Tracks) the planned and actual expenditures against the budget allocations and funding approvals. 
· (Monitors) and (tracks) actual expenditures against approved spending budget, (reviews) and (validates) all expenditures that are charged to the budget, (matches) CALSTARS reports to expenditure approvals, and (develops) monthly expenditure projections.
· (Prepares) county/customer billings. (Tracks), (monitors), and (reconciles) contract budgets, encumbrances, and invoice payments in accordance with state and federal policies and guidelines.
· (Analyzes) and (verifies) invoice charges and coordinates the invoice signature approval process.
· (Reviews) planned and actual expenditures for possible cost savings, reports findings, and proposes new cost saving measures.
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