
Year End Business Activities Deadline Dates List 
 

                
Deadline Dates 

                                                                                                                                               
Category of Action 

                            
Department 

April 6, 2018 All Procurement/Contract Requests 
All procurement/contracting requests regardless of fund types are due in 
Procurement and Contracting by April 6, 2018. Any requirements received in 
Procurement after this date will require approval from the CFO by April 13, 
2018. Requirements that are not approved by the CFO will be held until July 1, 
2018 and purchased with new fiscal year funds. Any supply/equipment PO 
processed after May 30, 2018 will be shipped to the warehouse to ensure 
faster receiving documentation.   

Procurement 
& Contracting 

April 21, 2018 Fixed Asset Inventory 
The return of all fixed asset inventory printouts is needed in Fiscal Services 
from administration departments only. School inventories are an on-going 
process throughout the school year, no printouts needed. 

Fiscal Services

May 23, 2018  P-Card 
Last date for using P-cards in the schools. Without exception, all receipts and 
logs must be submitted to Connie Pickron in Fiscal Services after school 
reconciles accounts.  Failure to do so will result in a two-month suspension of 
card use upon return to school. 

Fiscal 
Services; 
Procurement 
& Contracting 

May 26, 2018 Request for Checks 
All school Request for Check forms for FY18 expenditures are due in Fiscal 
Services by May 26, 2018.  

Fiscal Services

June 5, 2018 Middle and Elementary School Checking Accounts
This is the deadline for turning in all FY18 checking account documentation.  
Do not use the checkbook from June 6 to July 31, 2018.  

Fiscal Services

June 15, 2018 Last day for using P-cards for central administration and building managers, 
this includes Office Depot, Northern Colorado Paper, Easy Buff and Five Star.  
The exceptions are Facilities, Transportation, and Food Services. 

Fiscal 
Services; 
Procurement 
& Contracting 

June 22, 2018 Distribution Center Stock Requests
Distribution Center on-line stock requests will be processed until Friday, June 
22, 2018, at 12:30 p.m. No walk-in and emergency issues will be processed 
after this time.  On-line requests may resume Monday July 2, 2018, following 
the annual inventory closure.  

Distribution 
Center 

June 25-29, 
2018 

Distribution Center Closure
The Distribution Center will be closed for annual physical inventory from June 
25-29, 2018. The Distribution Center will reopen on July 2, 2018 (Monday). 

Distribution 
Center 

June 25, 2018 Request for Checks 
All administration check request forms are due no later than June 25, 2018. 

Fiscal Services

June 30, 2018 Budget Transfers 
All budget transfers occurring after June 30th that pertain to FY18 must be 
back dated to June 30, 2018. 

Budget and 
Planning 

 


