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To:

District Administrators
From:

Misty Clifton, Director of Finance


Date: 

March 10, 2009
Re:

Fiscal Year-End Deadlines
Below is a calendar of FY 2009 year-end deadlines, which apply to all District accounts.  Please review and distribute to the appropriate personnel in your building or department.  Feel free to contact the appropriate individual listed below with any questions or concerns.  Purchases needing to be made after the specified deadlines must be approved by the Director of Finance.
All purchases must be received before June 30, 2009 to be paid from the 2008-2009 budget funds.



Concerning


Contact
Purchase Orders

Amy Kester
Invoices


Amy Kester

Reimbursements

Amy Kester

Travel 



Amy Kester

Deposits


Lindsey Dudek
Budget Changes

Misty Clifton

Expense Corrections

Misty Clifton

Purchase Card


Misty Clifton
Deadline
April 15
--
Out of town purchases

May 1

--
Local purchases

May 15

--
Budget Change requests due to Finance

May 22

--
Purchases made utilizing the purchase card

May 29

--
Travel, mileage, and other reimbursement requests

June 5

--
Expense correction request forms due to Finance

--
Forms to close or cancel FY 2009 purchase orders due to Accounts Payable

--
All deposit should be made by noon

We appreciate your cooperation in meeting these deadlines to ensure a smooth year-end closing.
Cape Girardeau Public School District No. 63


Finance Department
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