COUNTY OF RIVERSIDE

PURCHASING & FLEET SERVICES

Purchasing Quick Reference Year End Calendar
	Item #
	Completion Date
	Important Year End Activities for FY 07/08 - PO's and Requisitions (for entire year end event schedule see the ACO Calendar)

	1
	04/04/08
	Requisitions for goods or services over $100,000 must be received.

	2
	04/11/08
	Contract request forms have to be returned to Purchasing.

	3
	04/25/08
	Requisitions for goods or services between $25,000 and $100,000 not covered by an existing County contract must be received in Purchasing.

	4
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05/12/08
	Notifications to change “Regular Blanket PO’s” roll over to the new FY or to stop “Roll over Blanket PO’s” from rolling into the new FY. 

	5
	05/23/08
	All FY 2008 (07/08) requisitions for goods or services outside the authority of the departmental Buyers or LVPA Processors must be received in Purchasing.

	6
	06/01/08
	Inventory Business Units MUST complete items #13, #14 and #15 for inventory related procurements prior to beginning their physical inventory.

	7
	06/16/08
	First day to enter new year REQ’s and PO’s for all items except fixed assets that do not have Board approval.

	8
	06/16/08
	Printing Services and Supply Services Requisitions completed and delivered by June 13 will be billed in FY 2008 (07/08). Any shipments after this date will be billed to FY 2009 (08-09). 

	9
	06/16/08
	Central Mail charges (including postage) through June 15 will be billed in the current FY 2008 (07/08).  All charges from June 16 on will be billed to FY 2009 (08/09).

	10
	06/17/08
	Roll over Blanket PO’s are copied into the new FY (08/09). 

	11
	06/18/08
	Request to change ROLL OVER BLANKET PO quantity or dollar amounts may be submitted to Purchasing.

	12
	06/19/08
	Receiving Finalization on PO’s for Supply Services, Printing Services and Central Mail

	13
	06/20/08
	Last day to enter, budget check PO’s for FY 2008 (07/08).

	14
	06/23/08
	Any FY 2008 (07/08) requisition not sourced to a Purchase Order will be canceled by departments. Departments will have to re-enter new requisitions in FY 2009 (08/09).

	15
	06/23/08
	Last day to enter FY 2008 (07/08) receivers. These transactions can be paid/vouchered through July 18’th, and the transactions will be included in FY 2008 (07/08) reports (see item # 20).

	16
	06/24/08
	Balances on PO's that have vouchers with different distribution types (i.e. PO by amount, and voucher by quantity or vice versa) or vouchers with different matching types (i.e. PO is 3-way match, voucher said no match) MUST be cancelled by County departments.

	17
	06/25/08
	PO's that rolled from previous fiscal years that have had no activity and PO's under $1,000.00 that are more than 4 month old will not roll to the new year, FY 2009 (08/09).

	18
	[image: image2.wmf] 

06/28/08

1’st PO Rollover
	PO's for goods that do not have receipts entered will roll to the new FY 2009 (08/09). PO types: ELVPO, LVPA, Regular-G (exceptions see item 17). 

	19
	07/01/08
	First day to enter receipts into PS for PO’s that rolled over.

	20
	07/18/08


	Last day to enter vouchers against old FY 2008 (07/08) Purchase Orders for services rendered in FY 2008 (07/08) or goods that were received and entered into Peoplesoft prior to 06/23/2008.

	21
	07/21/08


	Any FY 2008 (07/08) receiver that has not been vouchered will be canceled in order to roll the PO to the new year. Departments will have to enter receivers into FY 2009 (08/09) after the PO's have been rolled (starting 07/28/08).

	22
	07/21/08


	Non-Roll over Blanket PO's will be canceled and remaining encumbrances returned to the old year FY 2008 (07/08).

	23
	07/26/08

2’nd PO Rollover
	The balance of the FY 2008 (07/08) PO's for goods and services that have not been vouchered will roll to FY 2009 (08/09). 

Note: Funding from FY 2008 does not roll to FY 2009. 

	24
	07/28/08
	The rolled balance of PO's will be available for receipt or vouchering. 

Canceled FY 2008 (07/08) receivers can be re-entered as FY 2009 (08/09) receivers. Remaining FY 2008 (07/08) requisitions will be zeroed out and re-budget-checked in order to relieve pre-encumbrances.
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