TO:                  Individuals with Fiscal Responsibility

FROM:            Pratima Gandhi

DATE:            April 1, 2010

RE:                  Budget Review and Analysis

It is important to review the status of your departmental student help, supplies, capital and travel allocations at this time.  Please send copies of this memo to the appropriate personnel (department heads, directors, etc.) in your area of responsibility.  Following are several reminders to assist in this analysis.

1. Expenditures budgets above the 83% level on the March budget printouts should

be reviewed and any problems resolved by May 14th.

2. Investigate all outstanding purchase orders which have not cleared in the Encumbrance Detail Report (especially blanket orders).  Call Purchasing at ext. 3227 or ext. 3228 for assistance.  All encumbrances must be cleared at year-end and ultimately this is your responsibility.

3. All expenses will be reflected in the final May reports.  Examples of these include postage, audio-video, maintenance and other utilities charges.

4. Review computer purchases from the Computing Services department to see that the account has been charged for all items delivered.

5. There are 5 student payrolls remaining in the fiscal year.

6. Funds from gift accounts and Continuing Education Profit Sharing accounts may be used to alleviate budget problems, if necessary.   If you know there are no funds left in your operating budget, you must transfer funds to cover requisitions or invoices or else use the gift account number to process the payment.

Purchasing/A/P personnel will continue to notify departments of potential overruns when requisitions are processed.  Budget transfers will be requested where necessary.

Requisition cut-off Fiscal Year 09-10 purchases:

            Capital equipment and computer hardware and software purchases cut off is April 28th.
            Supplies must be ordered by May 12th.

*PLEASE NOTE:  The delivery date determines when the items are actually charged to the account.  Orders should be placed as soon as possible for supplies or equipment expected to have a long delivery period to ensure that delivery and invoicing occur prior to Monday, May 31st.
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