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	IMPORTANT NOTICE

TO:	University Budget Administrators

FROM:	Jeffrey C. Briggs, CPA
Controller

DATE:	April 15, 2011

SUBJECT:	Fiscal Year 2010-2011 Cutoff Dates, Purchasing Deadlines and Budget
Adjustment Guidelines
	

Change in Fiscal Year End 

This memo is typically issued by the Controller’s office each year.  This year is a special circumstance as Xavier is changing its fiscal year to June 30, effective June 30, 2011.  Fiscal Year 2010-2011 will have 2 closes and 2 sets of financial statements.  The budget for the fiscal year is effectively being extended to June 30, 2011.  The purpose of this memo is to inform the campus of deadlines pertaining to year end closes.  Please refer to the Fiscal Year Change FAQ and Communications regarding funding/budget questions.  

You will notice that this memo sets forth a set of deadlines towards closing the books as of May 31, 2011 and June 30, 2011.  We are asking that spending activity in June be minimized to items and services that have an immediate need and will be consumed during June.  Activities such as ordering supplies for the next school year or stocking up must wait until July 1, 2011.  


Cutoff Dates and Purchasing Deadlines for 2010-2011

The accompanying Cutoff Dates and Purchasing Deadlines delineate important dates which will be strictly adhered to for the 2010-2011 fiscal year.  Purchasing deadlines are required to provide sufficient time after an order is placed for the receipt of the goods and related invoicing prior to May 31, 2010, the end of the fiscal year.  Purchases, especially capital and equipment, should be avoided in June.

Please remember the processing of any transaction is subject to funds availability and invoices from external vendors should be received by May 20, 2011 to facilitate processing against the current fiscal year.

Please remit invoices to be paid from the 2010-2011 budget to the Controller’s Office by May 20th/ June 17th.  Please also note that detailed information for any proposed accruals or deferrals of revenues and expenditures must be received in the Controller’s Office by Wednesday, June 15, 2011/July 15, 2011.  

Budget Adjustment Guidelines

A summary of the University's Budget Adjustment Guidelines has been attached for your information and use.  As a reminder, funds must be in the accounts prior to spending and purchasing.  This is applicable to all expense categories.  Budget administrators are responsible for any account in their budget that has a negative balance.  Funding must be moved via budget revisions to correct the negative balances.  If funding is not available within the unit, unit administrators should contact their vice presidents.  We will closely monitor the operating budget for the remainder of the fiscal year.  Your cooperation is greatly appreciated.

Please keep in mind processing of any transaction is subject to funds availability.  In cases where funds have already been exhausted, the transaction will be returned to the department.  Expenses will be booked against the budget in which the expenses were incurred.  Please do your best to meet the listed dates to facilitate closing the budget year 2010-2011.  	Purchases against restricted/agency funds are not subject to the P.O. cutoff dates, but should be minimized to allow accounting to focus on year end procedures.

Jeff Briggs




XAVIER UNIVERSITY
	CUTOFF DATES AND PURCHASING DEADLINES
	YEAR ENDING MAY 31, 2011


EXTERNAL PURCHASES:

Request for Check/Independent Contractor Payments - Cutoff date for receipt of invoices from external vendors for goods and services incurred in the 2010-2011 budget year.  Invoices to be paid from the 2010-2011 budget received after this date will be subject to review by the Controller.	May 20, 2011

Purchase Requisitions/Purchase Orders:

Equipment-Capital Items - Cutoff date for receipt of purchase requisitions for ALL furniture, equipment and other capital items, includes computer equipment.  Purchases of equipment and capital items should be avoided in June.                	      May 15, 2011

Operational Supplies - Cutoff date for receipt of purchase requisitions for departmental supplies. Purchases of equipment and capital items should be avoided in June, limited to those items to be used immediately.                
	May 15, 2011
Office Max/Office Depot Online Orders – 
To ensure delivery and processing prior to May 31, 2011, place orders by May 20th.  	May 20, 2011 
Online ordering should be avoided after May 20 and re-open on July 1 for purchases in the 2011-2012 budget year. 
		
Requisitions received that pertain to the 2010-11 budget may be returned to the department and may not be processed until July 1, 2011.  

Travel Charges:
The charges for AAA Travel will be expended based on the date of the travel and the date of the hotel stay. 

INTERNAL CHARGES:
The following cutoff dates will apply for internal charges against the 2010-2011 budget year.  

· Long Distance Telephone Charges	April 30, 2011/May 31, 2011
· Printing Services - including all printing, bulk mailing,
   	   high-volume copying and copy key purchases.	Posted by Accounting based on transaction date
· Bookstore/Food Service Charges	Posted by Accounting based on transaction date
· Cintas and Schiff Event Charges 	Posted by Accounting based on transaction date
· Postage Charges 	Posted by Accounting based on transaction date
· Travel Advance - issued for any travel through May 31, 2011/June 30, 2011.  	June 15, 2011/July 15, 2011
Please note: you do not have 30 days to settle travel advances issued for any travel in the last half of May.
· Budget Revisions/Interdepartmental Transfers	June 15, 2011/July 15, 2011

ACCRUALS AND/OR DEFERRALS OF REVENUES AND EXPENSES:
All information concerning accruals and deferrals of revenues and expenses for the 2010-2011  fiscal year must be received by the Controller’s Office, with appropriate documentation, to be included in the year-end closing process.				June 15, 2011/July 15, 2011
DEPARTMENTAL PETTY CASH ACCOUNTS:
Those departments that maintain a petty cash fund must turn in receipts to reimburse their petty cash fund by May 20, 2011.  The use of Departmental petty cash should be avoided during June.                                                                                                                                          

CASH DISBURSEMENTS (BURSAR’S OFFICE):
All cash disbursements must be picked up in the Bursar’s office by May 20, 2011/June 17, 2011.  The availability of cash disbursements will be limited after May 21st but will reopen on June 1st.  The availability of cash disbursements again will be limited after June  17th but will reopen on July 1st.  Please plan ahead.  	
				  

P- CARDS:
P-card transactions are automated and have a cutoff of May 31, 2011 and June 30, 2011.  

If you have any questions, please do not hesitate to call the Purchasing Department (3676 or 1987), Budget Office (3729), Accounts Payable (3199) or Controller’s Office (3434) as appropriate.  Thank you in advance for your cooperation. 




XAVIER UNIVERSITY
BUDGET ADJUSTMENTS GUIDELINES



Guidelines for Budget Adjustments – For departments (Banner “orgs”) funded by the                                                                      university’s annual operating budget. 


1.     Salary and Wage Category (6xxxxx account codes) - Unused budgeted funds           are not available to be expended or transferred to other expense categories.

2.     Operational Expenses (70xxxx - 705xxx account codes) - Budget adjustments          will be permitted among account code pools within this category, to cover normal           departmental needs.  Transfers of funds to equipment and wage categories are              not permitted.

3.     Equipment (706xxx account codes) - Funds currently budgeted in equipment              object codes are available for expenditures.  Transfers of funds from other
        expenditure categories are not permitted.

4.     Other Categories (707xxx - 80xxx account codes) - Funds budgeted in                        these categories are not to be transferred to other categories.                                          Examples of such items would include insurance, utilities, financial aid, etc.

Expenditures made by revenue generating (“self-funded”) operations should be governed by anticipated revenues to be generated through May 31, 2011/June 30, 2011 not by the expenditure budget currently in the Banner Finance System.
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