2/23/12

	FY12 Important Dates for Year End 



	Date
	Task

	April 16
	1 day only for new year purchase orders.  Need Procurement and Budget approval.

	May 15
	Cut-off for purchase orders for FY 2012

	June 
	Please keep all receiving up to date in June so that we can process payments before the end of the month.  



	June 
	Please turn in travel reimbursements as quickly as possible after travel is complete so that we get all travel entered by the end of the month.



	June 
	Budget for open encumbrances for FY 2012 will not roll forward to FY 2013 for appropriated (11XXXX) and TCF indexes.  A subsequent reduction of FY13 budgets will occur equal to the amount overspent in FY11 appropriated indexes.  Exceptions will be granted only with prior approval of Budget Director.  Approval must be obtained by June 15th.


	June 18
	Suggested cut-off for purchasing card charges to ensure that expense reduces your current year budget.



	June 25
	Last day to submit petty cash reimbursements to Treasurer’s Office for FY 2012.  After this date all expenses reimbursed through petty cash will be charged to FY 2013.



	June 26
	Cut off for Direct Pay invoices.

	June 26
	Last day to place Central Supply orders.



	June 27
	Last checkwrite for FY 2012.  Please receive in Banner all items physically received by this date to ensure prompt payment. 



	June 27
	Last day to enter interdepartmental transfers or uploads charging other campus departments.  No interdepartmental transfers or uploads will be permitted on June 29th.


	June 29
	All items received by 5 PM on June 29th must be received in Banner.



	June 29
	All cash receipts for FY 2012 must be in Treasurer’s Office by 3 PM.



	July 2
	1st FY 2013 checkwrite.  



	July 11
	Last day to complete purchasing card reconciliation and make any necessary changes in Banner.  Expenses will be charged to FY 2012.



	July 12
	All reimbursements for travel completed by June 30th must be hand carried to Accounts Payable by this date.  Travel completed by June 30th will not be reimbursed unless it is received by this cutoff date.

	
	


