FY09 YEAR END PROCESSING SCHEDULE

FOR ACCOUNTS PAYABLE AND TRAVEL
Last check run for FY 2009 will be Tuesday July 7, 2009.
Accounts Payable (Invoices from PO’s)

All documents supporting payments to vendors that have met auditing requirements and are received in Procurement Services by the following dates will be processed in fiscal year 2009.

	Invoices dated prior to 5/1/09
	PO’s released for payment, invoices approved by dept (if required) and returned to Procurement before 5/29/09

	Invoices dated after 5/1/09
	PO’s released for payment, invoices approved by dept (if required) and returned to Procurement before 6/19/09


It is the department’s responsibility to make sure that Accounts Payable has invoices for all PO’s that must be paid in fiscal year 2009.

Accounts Payable (Remittance Vouchers and Employee Reimbursement Vouchers)

All Remittance Vouchers and Employee Reimbursement Vouchers that have met auditing requirements and are received in Procurement Services by the following dates will be processed in fiscal year 2009.

	Activity Prior to 5/1/09
	Procurement before 5/29/09

	Activity After 5/1/09
	Procurement before 6/19/09


Petty Cash

Petty Cash reimbursement requests should be in Procurement Services no later than June 12, 2009 for processing in fiscal year 2009.
Travel Reimbursements and Encumbrances

No travel encumbrances will be recorded in the current year for trips beginning after June 30, 2009.  Travel Vouchers that have met auditing requirements and are received in Procurement Services by the following dates will be processed in FY09.

	Travel Dates
	In Travel Office by

	Travel Prior to May 16, 2009
	May 29, 2009

	Travel 5/17/09 – 6/5/09
	June 10, 2009

	Travel 6/6/09-6/19/09
	June 24, 2009

	Travel 6/20/09-6/30/09
	July 1, 2009


Travel vouchers that are submitted after these due dates will be posted against next year’s budget.

