ATTENTION!
To:	All Department Heads, Account Managers and Staff

From:	Sandra King, Accounts Payable Manager- Office of Business Services

Date:	July 2, 2009

RE:	IMPORTANT REMINDER – FY09 FISCAL YEAR END CLOSING DEADLINE 

FINAL DEADLINE FOR FY09 INVOICES

The final date July 10, 2009 for processing FY09 fiscal year end expenditures is approaching. Each department account manager should review their current fiscal status and identify any revenue and/or expenditures (invoices) that should be recognized in fiscal year FY09. It is extremely important that all revenue and expenditures be accurately recorded.  Remember; once the fiscal year is closed, departments will no longer be able to access certain prior year funds.  Thus, it is crucial that departments review fiscal activity for all funds including grants to ensure that all transactions are accurately recorded.  Invoices received after the final cut off date will be paid out of the next year FY10 budget.  In addition, an accrual request form must be completed and sent to Accounts Payable, no later than   July 10, 2009 for invoices not received by the vendor but, goods and/or services have been received prior to June 30th

Please complete and submit the typed online accrual request form and supporting backup documentation.  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

Note:  Accrual requests forms can be e-mailed only if sent by the account manager and  scanned supporting back-up is attached. 

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


Additional FY09 , Accounts Payable year-end closing information can be found at: 
http://www.montgomerycollege.edu/Departments/obs/accounts pay.html




