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● &ROOHDJXH�7RROV

■ Reports & inquiry screens
● )RUPV
● 5HPLQGHUV
● 4XHVWLRQV�
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To ensure financial reports accurately reflect Hartnell’s financial activities for the fiscal year. Hartnell’s fiscal year end 
is June 30th. Expenses must be charged for goods received, services rendered, or for  travel events that took place in 
the fiscal year. Each year there are a number of financial activities that departmental staff and managers should be 
aware of to meet year-end, financial reporting, and auditing requirements 

3URFHVV�IRU�'HSDUWPHQWV

● Review budget reports and reconcile accounts.
● Submit invoices and payment requests for goods, services, or travel that occurred on or before June 30th.
● Submit time cards and other payroll-related documents (e.g. SPAs) for work performed on or before June 30th.
● Make adjusting entries if needed (e.g. budget and expenditure transfers).
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Business Office Cutoff 
Date for FY 2023-2024 (Old 
Year)

Business Office 
Acceptance Date for FY 
2024-2025 (New Year)

Purchase 
Orders/Requisitions

Friday, May 3, 2024
5:00 PM 

Monday, June 3, 2024 

Office Depot Supply 
Orders

Friday, May 31, 2024
5:00 PM 

Monday, July 1, 2024

Use of Existing Blanket 
Purchase Orders (BPO)

Friday, May 31, 2024
5:00 PM 

Monday, July 1, 2024
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Business Office Cutoff 
Date for FY 2023-2024 (Old 
Year)

Business Office 
Acceptance Date for FY 
2024-2025 (New Year)

Invoices and Packing Slips 
from Purchase Orders

Monday, July 15, 2024
5:00 PM 

Monday, July 1, 2024

Travel Expense Claim 
Forms

Monday, July 15, 2024
5:00 PM

Monday, July 1, 2024

Check Requests Monday, July 15, 2024
5:00 PM 

Monday, July 1, 2024

Cash Receipts (check 
and/or credit card 
payments)

Friday, June 14, 2024
5:00 PM 

Monday, July 1, 2024
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REPORTS AND INQUIRY SCREENS
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Example of 
Budget 
Revision
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Example of 
Budget 
Transfer
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Expenditure transfers are considered a reclassification of 
expenditures, and are also used for inter-departmental charges 
(e.g. food services invoices, parking permits).

Must indicate reason for expenditure transfer, should avoid 
using words like “mistake” or “error.”

When transferring salaries, you must transfer the correlating 
benefits. If you are transferring a percentage of a salary, the 
benefits must also be transferred at that same percentage.

Please limit expenditure transfers.

Attach a detailed budget report showing the expense(s) to be 
transferred.
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Use check request forms for travel (hotel, air, car rental, etc.), 
conference registration, speaker fees, memberships/dues, 
reimbursements, subscriptions, internships, invoices for any of 
the above
Attach invoice and/or supporting documentation to verify 
amount to be paid.

Use 5 W’s Form for food purchases and attach to check 
request or invoice.
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Example of 
Check Request
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Example of 
5 W’s Form
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/about/administrative-services/forms-and-training.html
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