DATE:            April 5, 2010

TO:                  All Individuals with Fiscal Responsibility

FROM:            Pratima Gandhi

RE:                  Year-end Closing

As we approach another year-end, we would like to clarify some year-end procedures.

Unfortunately, due to the amount of paper processing amidst the time constraints of year-end, we must require that all invoices be received in the Controller’s Office by June 7, 2010 to be considered an expense of the current fiscal year (year ending May 31, 2010).  All invoices received after that date will be posted to the next fiscal year.

The capital equipment and computer hardware and software purchases cut-off will be 

Wednesday, April 28th. The supplies cut-off will be Wednesday, May 12th.  Please keep in mind that the delivery date determines when the items are actually charged to the account.  Orders should be placed as soon as possible for those supply or equipment items expected to have a long delivery period to ensure that delivery occurs prior to May 31st and invoicing prior to June 7th.

We often have questions over the accounting treatment for contracts that span over two fiscal years.  Please keep in mind that if the expenditure is a large amount, the actual expense for the item may occur ratably over the period.  Thus, a portion of the expense may be incurred in fiscal year ending May 31, 2010 while the remainder of the expense occurs in the following fiscal year.  A good example of this would be an annual maintenance agreement covering the period April 1, 2010 through March 31, 2011.  Assuming the expense to be $5000, then 1/6 of the contract price or $833 would be expensed in fiscal year ending 2010, while the remaining 5/6 or $4167 would be expensed in the following fiscal year.

Please note that line-item subcode transfers will not be processed after April 30th.  If the total operating account is at a deficit, you will be asked to make a funds transfer from or to charge invoices to another operating, gift or endowment account. 

If you have any questions on these matters, please don’t hesitate to contact me.

