	Fiscal Year End Schedule

	for Fiscal Year 2008

	Type of order
	Deadline
	 

	Purchase orders for equipment

and/or furniture
	Friday

May 16, 2008
	To allow for delivery prior to June 30th

	Other purchase orders
	Friday

May 23, 3008
	Receiving by June 30th

	Change orders
(increases, decreases, & close outs) 
	Friday

June 6, 2008
	Send e-mail to your buyer.

Prior to requesting any increases, please use FGIBAVL to check your budget to ensure sufficient funds are available.

	Travel encumbrances

(increases, decreases & close outs)
	Friday

June 6, 2008
	Send e-mail to Jane Murphy (j3murphy@bridgew.edu)

Prior to requesting any increases, please use FGIBAVL to check your budget to ensure sufficient funds are available.

	Staples orders
	Friday

June 13, 2008
	 

	ProCard purchases
	Friday

June 20, 2008
	Do not use ProCard for FY08 expenses until July 1, 2008 *

	  

 *The ProCard can be used for travel (airline tickets, hotel reservations and conference registrations) that will take place early in fiscal year 2009.  Dates of travel should be noted when the charges are reallocated in Payment Net. 
 

Charges on the ProCard must post by June 30, 2008.  Orders usually post on the date of shipment.  Back ordered items that cannot be delivered by June 30th should be cancelled.  Orders that post after June 30, 2008 will be charged to fiscal year 2009.

 

All purchases (including ProCard) must be received on campus by June 30, 2008.

 

All invoices to be paid from FY2008 funds must be received in the Accounting Office by July 18, 2008. 


Year end closing reminders:

Beginning in fiscal year 2009 remaining balances in operating budgets will no longer roll forward.  Funds that had been set up to roll forward each year will continue to do so.

 

As we approach the end of the fiscal year, please remember that funds that are tied up in encumbrances are not included in the available balance.

 

· Use form FGIOENC to check the open encumbrances for your organization. 

 

· Email your buyer to close out purchase orders that have been completed. 

· Email Jane Murphy (j3murphy@bridgew.edu) to close out any completed travel encumbrances.   

               
Please also note that if there is a negative balance in student employment (61200), hourly employment (61203), or equipment (72000) transfers must be done to cover the deficit.  A Budget Transfer Form is available at http://www.bridgew.edu/Budget/BudgetTransferFY08.xls
 

· Use form FGIBAVL to check the available balance for your organization. 

· Prior to submitting a Request for Absence for Professional Travel form or requesting an increase to a purchase order please use FGIBAVL to check your budget to ensure sufficient funds are available.

