MEMORANDUM

Date:

April 01, 2015
To:

Administrators, Departmental Heads, Directors, Faculty and Staff

From:

Jewell Harris, Executive Director
JSU Business Office
Dana A. Brown, Associate VP Business and Finance
Re:
FY ’15 IMPORTANT YEAR-END CLOSEOUT DEADLINES


As we approach the end of fiscal year 2015,  in order to ensure receipt and payment for the goods and/or services requested from the current fiscal year’s budget, please read and follow closely the "Quick Reference" as outlined on the following page.
All Grant requisitions must be approved and in the Purchasing and Travel Queue by June 12, 2015.  Requisitions that have not been issued a PO by June 30th, will not roll into the new fiscal year.  They must be resubmitted after July 1st.
All Education and General (E&G), Auxiliary Enterprises and Designated Funds requisition purchases that are required to be received by Central Receiving, must be approved and in Purchasing and Travel queue by April 30, 2015.  Requisitions received after April 30th, will be denied.  Purchase orders not cleared by June 30, 2015, will not roll into the new fiscal year which begins July 1, 2015.  They must be resubmitted after July 1st.
Education & General (E&G), Auxiliary Enterprises and Designated Funds purchase orders will not be processed during the month of April that cannot be invoiced and received by June 8, 2015. Therefore, it is incumbent upon the requestor to insure that the vendor of their choice can fulfill their request within the stated deadline of June 8, 2015.  
Please plan accordingly for the remainder of the fiscal year.
If you have any questions regarding this communication, please contact:

	NAME


	DEPARTMENT
	PHONE
	E-MAIL

	Mrs. Dana A.  Brown

	Purchasing & Travel Office
	601-979-0695
	dana.a.brown@jsums.edu

	
	
	
	

	Ms Jewell Harris
	JSU  Business Office
	601-979-2205
	jewell.e.harris@jsums.edu


	QUICK REFERENCE

PURCHASING AND TRAVEL (PTO) AND
BUSINESS OFFICE
FISCAL YEAR-END  June 30th, 2015 DEADLINES

	DEADLINES
	TASK



	
	INVOICES

	On Going
	Submit all supporting P.O.'s and invoices to be paid, immediately to Accounts Payable upon receipt.  



	
	REQUISITIONS-(REQUIRING RECEIVING)

	April 30, 2015
June 12, 2015
	Electronically submit all requisitions using E&G, Auxiliary Enterprises, and Designated Funds to PTO to meet fiscal year end reporting and deadlines.

Electronically submit all Grant requisitions to meet fiscal year end deadlines

	
	REQUISITIONS-DIRECT PAY (STANDING ORDERS)

	June 08, 2015
	Electronically submit all requisitions using E&G, Auxiliary Enterprises, Grant Funds and Designated Funds for a check request in accordance to the Direct Pay Policy. 



	
	TRAVEL

	June 15, 2015
	Submit travel advances and reimbursements to the Travel Coordinator in PTO.



	
	INTERDEPARTMENTAL PURCHASES

	June 15, 2015
	Submit all requisitions for interdepartmental transactions to Business Office.   



	
	PROCUREMENT CARD

	May 29, 2015
July 7, 2015
	Suspend use of the procurement card.

Resume use of procurement card

	
	CHECKS & DIRECT DEPOSITS FOR VENDORS

	June 24, 2015
July 08, 2015

	Last check and direct deposit cycle

Next scheduled check and direct deposit cycle begins for FY '15


