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TO:

Deans, Officers, and Budget Directors

FROM:
Natalie Darrett, Assistant Controller

DATE:
             May 4, 2007
RE:

Fiscal Year-End June 30, 2007 - Schedule, Due Dates and Procedures
Please note the following important dates and procedures for the June 30, 2007, fiscal year-end close and share this information with the appropriate people in your division/office:

Non-Payroll Reclassifications:  During the month of May and June, please review your accounts and propose any corrections to your year-to-date activity as soon as possible.  All non-payroll reclasses must be submitted to Accounting by Thursday, July 19, 2007.  We will not be making any non payroll adjustments or reclassifications for fiscal year-end June 30, 2007, after Thursday, July 19 
Payroll Reclassifications:  All reclasses for payroll transactions must be processed through the Payroll system.   We suggest you review all your payroll accounts prior to the end of May and submit reclasses and adjustments as early as possible in June.  The last day to submit fiscal year 2007 payroll reclasses is Friday, July 6.   Payroll reclassifications for fiscal year-end June 30, 2007, will not be accepted after this date. Send all payroll reclasses directly to the Payroll Department.   
Restricted Funds:  It is also important for you to review activity in your restricted funds, since balances will roll forward into the new fiscal year.  For restricted funds with a deficit at June 30, 2007, please provide an explanation to John Valetta, Senior Grants Accountant.  If you are expecting funding, we will need the proper documentation to create a receivable to cover the deficit.  If we do not have an explanation for restricted funds with deficit balances at June 30, 2007 and instructions as to where the deficit should be charged, the balance will be automatically closed out to your division’s Dean’s Discretionary Fund on Thursday, July 26.  Please keep in mind that endowment and other donor-restricted funds should be spent before operating funds.  Restricted funds with little or no activity will be reviewed by the Office of Budget and Planning and the Accounting Department and may be removed from the roll forward.  

Purchasing:  Please submit all purchase requisitions for fiscal year 2007 as soon as possible.  Please keep in mind that regardless of purchase requisition date, goods and services must be received prior to June 30, 2007 to be charged to the current year’s budget.  
Cash/Check Deposits:  Please forward all fiscal year 2007 checks, along with related envelopes, to Accounting or Development as soon as possible for inclusion in the current year.  Checks must be received no later than Monday, July 9 and the check must be dated June 30, 2007 or earlier with a postmark of June 30, 2007 or earlier to be included in the current year.  Also, any deposits made before June 30, 2007, but relating to next fiscal year should be appropriately identified to facilitate proper coding.

Cash Disbursements:  All vendor invoices, check disbursement forms, packing slips, and approved purchase order copies that apply to the fiscal year ended June 30, 2007, must be received in Accounts Payable by Wednesday, July 18.  You may hand deliver documents and place them in the Accounts Payable box at 80 Fifth Avenue, 4th floor reception.  Expenses, where documentation is received after July 18, will be charged to next year’s budget, unless they are material to the financial statements.  
RECAP:

July 6

Last day to submit Payroll reclassifications for FY 2007


July 9

Last day to deposit cash and checks for FY 2007


July 18

Last day to request cash disbursements for FY 2007


July 19

Last day to submit non-payroll corrections and reclassifications for FY 2007


July 26

Deficits in restricted funds will be charged to Dean’s Discretionary account 
As always, we greatly appreciate your cooperation and assistance at this busy time.  If you have any questions or concerns, please don’t hesitate to contact me.  If you have any questions regarding Payroll transactions, please contact Donna Puchalski at puchalsd@newschool.edu.   Please pass this along to all relevant parties on your staff.  

