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Office of Business Services

Fiscal Year 2008 Key Actions and Due Dates


	Due Date
	Subject
	Action
	Submit To

	Monday

April 14(Begin)
	Closing Encumbrances
	Account Managers begin to review open encumbrances to determine if any can be closed.  This process should continue through year-end close. 

FY2008 and any prior year open encumbrances should be reviewed.
	Accounts Payable

To close encumbrances email:
Sandra Ross, Accounts Payable Manager: 
· The purchase order number

· The vendor name

· The account number

· The amount remaining on the purchase order

· Account Manager signature approval

	Monday

April 21
	Bid-based Purchases
	Submit purchase requisitions for bids requiring $10,000 +, or Board of Trustees approval for bids requiring $100,000+.
	Procurement

	Monday

May 12
	Sole Source and

Interagency Purchases

Increasing and Decreasing Purchase Order Encumbrances
	Submit purchase requisitions for sole source requests or interagency “piggyback” contracts.

To change the value of purchase orders, use a Change Order Request form available at:  www.montgomerycollege.edu/ departments/procure/ or e-mail equivalent information.
	Procurement



	Monday

June 9
	All Other Fiscal Year Purchases
	Submit all FY2008 purchase requisitions.

Request verbal purchase order “P” numbers for FY2008 encumbrance and immediately submit requisitions.
	Procurement

	Monday

June 23
	Small Purchase Records
	Place verbal orders using Small Purchase Records (“Small POs”) for FY2008.
	Accounts Payable


	Monday

June 23


	Online Office Supply Orders for FY2008 Encumbrance

Online Office Supplies
	Place office supply orders through the Banner Stores Module.

Place online supply orders to Rudolph’s Office for office supplies and  FORMost  for business cards
	Banner Financial Stores Module

Vendor Websites

For online orders not placed on a Purchasing Card, upon receipt of the goods, forward all approved packing lists immediately to Accounts Payable. 

Staff ordering from Rudolph’s Office and/or Formost without using a P-Card must download, print, and submit approved invoices by June 30, or the orders may be charged to FY2009.
Purchases made after June 23 and packing lists submitted after June 25 may result in FY2009 charges.   



	Thursday

June 26
	Purchasing Card
	Last date for FY2008 purchases using the College Visa Purchasing Card.  Transactions posted after June 30 will appear on the July M&T Bank Statement.
	Accounts Payable

Attention Joni Pontious

DO NOT SEND RECEIPTS.



	Monday

June 30
	Purchase Invoices
	Forward approved invoices for FY2008 purchases received.

If you have not received an invoice, contact the vendor and request that an invoice be sent to: 

Montgomery College

Accounts Payable Dept –230

900 Hungerford Drive

Rockville, Maryland 20850
	Accounts Payable

Departments receiving original invoices directly from vendors should retain copies and immediately forward the originals to Accounts Payable.

REMEMBER:  ALL VENDOR INVOICES MUST BE SENT TO ACCOUNTS PAYABLE WHEN PLACING ORDERS FOR GOODS OR SERVICES.



	Friday

July 14
	Accruals
	Forward accrual listings of all vendors from whom FY2008 goods and services have been received by June 30th but for which the College has not been invoiced, in order to ensure expenditures are allocated to the proper fiscal year.  Check Banner to make sure invoices have not been paid before submitting the accrual listing.

All 2008 petty cash reimbursements under $50 and local travel under $25 must be submitted to cashiers no later than June 30th  to ensure expenses are allocated in 2008.  All other reimbursements must be submitted to the Accounts Payable Department by June 30th.  Please make sure all supporting receipts and back-up documentation are attached.  Any questions please contact Alemitu Admassu @ ext. 75313.
	Accounts Payable

E-mail or send hard copies of accrual lists to Sandra Ross.

In the subject line please type:  FY08 ACCURALS, and include the following information in your email:

· The vendor’s name

· The dollar amount(s)

· The purchase order number (if applicable)

· The complete account number to be charged

· Reason for the accrual
· Description of expenditure for goods or services

Contact Sandra Ross, X75338 or Diane Grogran X75336 for accrual questions. 
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