3/30/11

Year End Planning Tips

We want to help you use the entire current year budget in your indexes by the end of the fiscal year.  On June 30th, the following actions will take place:

· Any budget available in appropriated (11XXXX) or TCF indexes (343000 - 344712) at June 30th will be lost.

· Encumbrances for open PO’s in appropriated indexes will come forward to the new year in Banner, but budget will not.  Any payments on these PO’s in the new year will reduce your new year budget.  Any open PO’s for TCF indexes will be closed out and will not be carried forward to the new year.
· Year end budget availability spending rules in appropriated indexes applies to the following operational budget account pools: 7100-Supplies and Services, 7200-Goods for Resale, 7300-Travel, 7500-Scholarships, 7600-Capital Acquisitions, and 7900-Other Expenditures.
· If overspending occurs, a subsequent reduction of FY12 operational budgets will occur equal to the amount overspent in FY11 appropriated indexes.  

· Any exceptions to this policy must be approved by June 15th by the Budget Director.

· Cash in other indexes will be carried forward to the new year in Banner.  Budget for these indexes in the new year will be set to equal your cash.

· Encumbrances for open PO’s in these indexes will come forward to the new year.

· Grant and construction project indexes are treated differently.  Encumbrances and budget for these indexes will carry forward to the new year.

We suggest that you follow this process to effectively use your remaining current year funds:

· Look at FGIBDST in Banner INB for each of your indexes.  If there are any dollar amounts in the column labeled ‘Commitments’, select ‘Organization Encumbrances’ from the Options Menu.  This will take you to a screen that will list the encumbrances for that index.  To get more information on an encumbrance, place your cursor on the number in the Encumbrance column and select ‘Query Detail Encumbrance Info’ from the Options Menu.  This screen lists the original encumbered amount and any payments that have been made.  If you determine that any of these encumbrances are not needed notify Procurement to delete the encumbrance.  This will free up budget for you to spend.

· Include sufficient room in your budgets to account for potential trailing costs (such as phone charges) that are not encumbered.

· Make sure that all receiving is up to date.  Continue to receive on orders that arrive by June 30th.

· We record an expense when you actually receive a good or service.  We must ensure that expenses are charged to the correct year so that our financial statements are accurate.  If you receive an item or service before 5 PM on June 30th you should receive the item in Banner.  This rule applies to all items received by 5PM on June 30th.
· Forward any invoices you may have received to Accounts Payable for payment ASAP.

· Remind all faculty that if they have any outstanding reimbursements now is the time to submit them.  All reimbursements for the current year (i.e. travel completed by June 30th) must be in Accounts Payable by July 14th.

· Review FGIBDST in Banner INB for each of your indexes, or do a budget query in Self Service for each of your indexes.  Correct any pools that are overspent by moving budget from pools with budget available to these overspent pools.  Budgets in salary and utility pools may not be moved to other pools.

After you have completed the above actions:

· Review all of your indexes to see if you have budget available to spend.

· If you have budget to spend:

· Until May 15th you may enter a purchase requisition if you are sure that you will receive the item prior to June 30th.  Make sure you do the receiving on that item when you receive it.  It must be received prior to June 30th in order to use your current year available budget.

· Use your purchasing card prior to June 20th if you are sure that the item is in stock and your card will be charged before our purchasing card cut-off on June 27th.  Items that are not charged to your purchasing card before the cut-off on June 27th will be charged to your new year budget.

· Cut off for Direct Pay invoices is June 27th.
If you have faculty who are traveling in early July:

· We can prepay travel expenses such as hotels, airlines and registration fees.  

· When we make prepayments the expense will be charged to your new year budget.
