DATE: 	May 13, 2022	

TO: 	KU Departments 

FROM: 	Shared Service Centers 

We want to provide additional clarification on the 2022 Fiscal Year Reminders email that was recently sent to departments from Katrina Yoakum, Craig Alexander, and Gina Cregg. Several deadlines were provided in that document that we would like to emphasize. 

Invoice Payments & Travel Expense Reimbursements:

Friday, June 3 - (For payments that must be received by supplier/traveler by June 30). Departments must submit all documentation for payment to their SSC in order for the supplier/traveler to receive payment by June 30.  SSCs and department approvers will have until June 10 to submit and be approved in FITC/Concur. Not submitting documentation to the SSC by June 3 greatly increases the risk that the supplier/traveler will not receive payment before June 30. 

Friday, June 17 - Departments must submit all invoice documentation to their SSC for processing in order to be initiated in FITC and posted against FY22 budgets. 

Please note - If transaction is initiated (by SSC) and approved in FITC between June 3 and June 30, these transactions will be posted on your FY22 budget but payment may not be issued to supplier by June 30. 

FY23 transactions should not be entered into FITC prior to Tuesday, July 5, 2022. 

Internal payments (KUINT): 
Friday, June 3 – DARBI and Legacy invoices must be submitted to the SSC for payment.  Departments must approve by June 10 so payment can be receipted/deposited to post on the FY22 budget. 

Purchase Orders:

Friday, June 17 - In order for the SSC to meet the June 27 deadline, departments must submit all purchase requisition/purchase order documentation for processing to their SSC by June 17. This will ensure purchase orders will post against FY22 budgets. Any purchase requisitions/purchase orders not approved by June 27, will be processed and posted in FY23. 

Please note - SSCs may request an earlier deadline for purchases that require additional approvals or steps. 








P-Cards:

Thursday, June 9 - Pcard cycle deadline. Some suppliers do not post pcard transactions for several days so we encourage departments to make purchases even earlier in June to better ensure expenses post to FY22 budgets.

Friday, June 10– Departments must submit all credit card receipts and documentation to their SSCs for the June statement. 

Please note - Departments may continue to charge expenses on their pcards after June 9. These transactions will be posted as FY23 expenses. If an order needs to be placed or an invoice paid but departments CANNOT use FY22 funds (maybe they are exhausted), departments may need to utilize pcards following the June 9 statement close date. 

Budget Transfers:

Friday, June 3 – All budget transfers must be submitted to the SSC.  SSC will then submit transfers to the respective budget offices (KU or KUCR) for FY22 by the June 3 deadline.
 
Friday, June 10 – Pending Budget Transfers – Budget office will delete all budget transfers that remain in pending status.  

Accounting Changes and JRCs:

Friday, May 27 - In order for the SSC to meet the June 13 deadline, departments must submit all accounting changes (JRCs) documentation for processing to their SSC by May 27. This will ensure JRCs are submitted by the SSC to Accounting Services for processing. 



Thank you for your attention to these deadlines so that we can ensure a successful end of year process. If you have any questions regarding these dates, please reach out to your SSC staff or manager.
