PURCHASING CALENDAR

2010 - 2011

July 1 thru December 10
All State Funds must be encumbered by December 10th.





(Directors and Schools)

July 1 thru February 11
All Local funds must be encumbered by February 11th.

(Schools only) This includes the transfer of funds for telephone, postage and copier expenses for the remainder of the fiscal year.

May 6
All invoices due from schools.  All purchase orders must be turned in with either an invoice attached for payment, or if the order is to be cancelled then CANCEL should be written on the order.  All outstanding purchase orders, which have not been received by us, will be liquidated.  Please make sure you have looked at all outstanding purchase orders.

May 27  


Final Printing of ALL Purchase Orders (Directors Only)

June 3
All invoices are due from Directors.  All purchase orders must be turned in with either an invoice attached for payment, or if the order is to be cancelled then CANCEL should be written on the order.  All outstanding purchase orders, which have not been received by us, will be liquidated.  Please make sure you have looked at all outstanding purchase orders

June 3
Any remaining staff development expenses (registrations, travel, lodging, meals, etc.) which are to be paid by 6/30/2011, must be in our office by June 3rd.

June 3
All Travel Due.  Travel should be projected through June 30th.

June 3
All stipends to be paid out of this fiscal year must be in by June 3rd.

REMINDER:  You cannot pay from next year’s funds those things, which were 2010-2011 activities.  Please consider all employees in your department who will be working, traveling, or doing any type of activities during this period.  Please remind them of these dates.

