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Grants Brown Bag
Year End Closing / Final Budget

Budget Process/Timeline

« Tentative Budget

Timeline Action

June Board Approval of Tenative Budget

« Final Budget

Timeline Action

July- August  Final Budget Development

August Final Budget Presented to Chancellor's Cabinet & Resource Committee

September  Final Budget Adoption

FY 21/22 Budget Development Calendar
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Closing out and reconciling
contracts/purchase orders

* Pull a list of your current purchase orders!

* View Purchase Orders
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* Print the list of purchase orders associated  The list will print to html. Copy and paste to
with the budget string. excel for more flexibility.
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Please notice the highlighted column headers.

View Purchase Orders

Identify if your PO is:
* (A) - Approved and available
OR
* (F) - Finalized

If it’s finalized- CONGRATS!! Move on to the
next purchase order

Is there a PO that is open and available but should
be closed?




ReSCaI'Ch (cont.)

View Purchase Orders

Using the same spreadsheet rescarch each purchase order and ST 07 VERSIE COMMUATY COLLEGE STRET
determine i it should be closed or if there are outstanding.
payments/invoices.

Use View Purchase Order to reconcile invoices paid.
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« one payment has posted
« available balance of § 919.56

Are there outstanding invoices that haven't been applied? If so,
follow up with the véndor or AP to get the payment processed as
soon as possible.

Is there an upcoming invoice you know about? Keep the PO open
ind re-visit.

Submit a request to AP to close any purchase orders that are no
fonger going to be used. VERIFY with PI before closing.
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TIPS

Maintain your spreadsheet and try to follow up weekly.
Before requesting that a PO or contract is closed, verify with your supervisor/manager.

PO’s with an available balance that are closed, unencumber and make funds available for other
purchases that your department needs.

Pay attention to Purchasing deadlines.
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Emergency purchase orders after the deadline must be approved by administration and can be
entered by a “super user” on your campus.
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TIPS (cont.)

+ Align funding with budget plan to reduce budget transfers.

Process budget transfers as necessary.

Know the grant’s specific reporting periods, requirements, and due dates.

Be aware of the grant’s rules and regulations. Is the planned purchase in compliance with grant
guidelines?

Annual spending deadline applies to grants as well, even if the grant carries forward to the next
fiscal year.




