
Accounts Payable-Account Manager’s Fiscal Year-End Close Checklist:

· Contact vendors for outstanding invoices for goods and services provided prior to June 30, 2010. Invoices must be faxed to Accounts Payable at (301) 545-0539.

· Request a credit memo or refund check for any return of items prior to June 30, 2010. 

· Reconcile departmental records against the Banner system for discrepancies.  The account manager must request an invoice journal correction for invalid charges or incorrect account allocations on the department’s accounts before July 10, 2010.  The invoice journal correction form is  located http://www.montgomerycollege.edu/Departments/obs/apforms.html

· Ensure all checks for FY10 have been deposited at the cashiers offices

· Please check with faculty/staff in your area to confirm they have submitted all requests for employee reimbursements, and  local/long distant travel for FY10.

· All invoices approved and sent during the month of July 09 are coded properly with the correct budget fiscal year FY10 or FY11.

· All invoices have the account manager’s approval and the date of receipt of goods and services written on the invoices. Attach supporting back-up documentation such as contracts, proof of delivery, packing lists, etc. 


· Please review all open encumbrances for contracts, leases, rents, maintenance agreements that end on 6/30/10. Create a new purchase order for contracted services that end on 6/30/10 if applicable.

· Send a memo to the Accounts Payable Manager for approving all FY11 recurring payments for the same equal amounts for rents, leases, service agreements and maintenance agreements providing approval to pay the monthly, quarterly or annual invoice.  The vendor name, amount,  purchase order number, account number, copy of purchase order, copy of contract indicating terms and contract period and account managers approval must be provided. 


· Ensure all June invoices for (B#) blanket orders have been received and paid in Banner. All blanket purchase orders will be closed as of July 10, 2010. Blanket (B#) purchase orders for goods and/or services must be reviewed to ensure you are in receipt and obtained invoices for the month of June from the vendors prior to the June 10, 2010 deadline.  Invoice must be sent directly to Accounts Payable or fax to (301) 545-0539. 

· Please review your open encumbrances (purchase order) report to determine if purchase orders can be closed for FY10 or prior years or should be carried forward to the next fiscal year.  Complete the close purchase order request form located http://www.montgomerycollege.edu/Departments/obs/apforms.html

· Verify Account Manager Signature Budgetary Authorization forms have been updated and submitted to Accounts Payable with any changes to existing account manager’s approval authority or additions of new account managers and account numbers. 

· Complete an Accrual Form for goods and or services received before June 30, 2010, but do not expect your invoices from the vendor before July 10, 2010.  Please complete and submit the typed online accrual form, copy of the purchase order, contract, packing list or other documentation to verify receipt of goods and services.  All accruals must be approved by the account manager and forwarded to my attention, Sandra King, Office of Business Services, Accounts Payable, MKE 230. The accrual form can be located at http://www.montgomerycollege.edu/Departments/obs/apforms.html

IMPORTANT NOTES:

Do not e-mail the accrual form request, unless you are able to scan the back-up documentation.  The approved typed online accrual form and back-up documentation must be sent by inner office mail. 

No p-card charges or petty cash will be accrued

· The Carry over Encumbrances are committed in the current fiscal year FY10 and rolled forward to next fiscal year FY11.  There can be no payment to the vendor or receipt of goods or services for carryover encumbrances before June 30, 2010. 

Please note: Vendors must be informed that invoices on carryover encumbrances will not be paid until the FY09 year is completely closed at the end of July, 2009. 

We appreciate your help in ensuring a timely and accurate closing of the books. 
 If you have any questions or concerns, please contact me at ext. 775338 or   Sandra.king@montgomerycollege.edu.





