
To:

All Departments, Divisions and Student Government
This is a reminder that June 30, 2006 is the close of the fiscal year.  Most of the budgets we deal with expire on June 30 so it is important that orders for goods or services that you want to be paid from current allocations be placed in time to ensure materials are received or services performed before June 30.  Your cooperation and assistance in meeting the following deadlines will go a long way to insure your requests get ordered, received and paid in a timely manner.
Cut off dates for 2005-06

April 28, 2006 – New purchases that require a field order.  Remember, it is not unusual for some items to take six to eight weeks to be delivered

May 15, 2006 – Credit Cards (procurement cards) may be used for purchases through May 15th.  This will ensure all transactions incurred for the current year will be included on your June statement and paid by June 30th.
June 1, 2006 – Payment or Reimbursement Requests-Miscellaneous payment requests must be received in the accounts payable office by close of business on June 1.

June 15, 2006- Petty Cash – Petty cash reimbursements ($50 or less) must be claimed at the cashiers office by close of business day.

June 15, 2006 – Annual Orders (Encumbrances) –All invoices for annual orders for the current, 2005-06 fiscal year must be received by accounts payable by close of business.  When you order, allow sufficient lead time to the vendor to send their invoice by June 15th.

June 15, 2006 – Travel expense vouchers must be submitted to the Financial Services Office by close of business day.

June 23, 2006  Corporate Express –This will be the last day orders may be submitted to Corporate Express for Office Supplies.  This will ensure delivery and that invoices will be posted prior to June 30,2006.

June 23, 2006 – Bookstore –Purchases must be completed by close of business.

June 30, 2006 – Invoices (signed with payment approval), receiving confirmations (signed, buff copy of your field order), should be sent t (accounts payable by June 30th.  There is a very large volume of payables to process at year end and the best way to ensure timely vendor payment is to get documentation to A/P early.

2006-07

Annual Orders for the 2006-07 fiscal year need to be in the purchasing office by May 19, 2006.   These requisitions must be clearly marked “2006-2007 Budget”  to ensure that items are delivered and invoiced after June 30th.  Please include a brief description of services or types of supplies to be ordered.  Also include a list of names of employees authorized to make purchases.  Failure to provide this information will cause delays in processing these orders. If you are renewing orders to vendors you used this year, please reference the old order number on your new request.  Annual orders for 2006-07 will be encumbered starting with the letter B to clearly identify them in the FMS system.

Special Notes: 
Any exceptions to these deadlines must be substantiated and approved by the appropriate Vice-President and the Executive Vice-President for Administrative Services.
Please remember that Summer Quarter expenses are charged to next fiscal year’ budget  which begins July 1, 2006
If you have any questions, please call the finance office at extension 4513.
