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6013 Lakeside Blvd.
Indianapolis, Indiana 46278
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August 3, 2012



INDIANA BULLETIN NO.  IN-250-12-1

SUBJECT: FNM – Fiscal Year 2012 End of Year Instructions

Purpose:	To inform employees of FY 2012 year-end deadlines.

Expiration date:  September 30, 2012


Please review carefully as the due dates for 2012 year-end activities will be accelerated this year.

There should be no purchase card purchasing activity after August 17, 2012.  Any purchases needed between August 18, and September 28, 2012, need to be put on the shared drive in AD700 Request folder after Leadership Team Member approval has been applied and notify Donna Coleman by email.

Any vehicle repairs should be communicated to Donna Coleman, Budget Officer and Alyson Keaton, Contracting Specialist on the Administrative Staff at the State Office via email.  Routine maintenance and oil changes should be completed by August 24, 2012 using the Vehicle Fleet Card and notify Donna Coleman via email, this goes for services which are due through November, you can get them taken care of in advance.  For vehicle repairs such as brakes or unexpected flat tires which occur after August 24, 2012 request prior approval from Donna Coleman and copy Alyson Keaton via email.

SF-1164’s should be approved for mileage and other expenses by Leadership Team Member and promptly mailed/scanned to Gail Voiles, Accounting Technician for processing.  Outstanding expenses which have not been filed for FY12 should be submitted on SF-1164 after Leadership Team member approval to Gail Voiles by August 24, 2012.  Any expense that occurs in September must immediately be communicated to Gail Voiles.  Financial Management must know of all expenses by September 14, 2012.  Our allocation is for annual funding which expires September 30, 2012, and should be expended promptly.

For any travel occurring in September, please complete the travel authorization in GovTrip by August 24, 2012.  


DIST: 0
For any travel completed by mid September, please have your travel voucher completed by September 14, 2012.  Any travel completed after the middle of September, please submit your voucher as soon as you return so that our obligations can be accurate for travel.

If travel begins in September and ends in October, please notify Gail Voiles and Donna Coleman for direction for GovTrip.

For those employees with purchase cards, make sure to reconcile daily and have the approving official approve daily during August and September.  Any items that have not been approved in Access Online should be included on your month-end estimate of unpaid obligations.  If they have not come through Access Online to be reconciled, then they are still unpaid and need to be on the spreadsheet.  Please have your purchase card spreadsheet to Gail Voiles by September 14, 2012.


	Item
	Cut Off Date
	Due Date

	Purchase Card Activity
	August 17, 2012
	

	Vehicle maintenance
	
	August 24, 2012

	SF-1164
	 
	August 24, 2012  
 Immediately after activity

	FY12 
Travel Authorizations
	
	August 24, 2012

	FY 12
Travel Vouchers 

	
	September 14, 2012
Immediately after return

	Purchase Card Spreadsheet
	
	September 14, 2012




If you have any questions regarding any of this information, please call Donna Coleman, 317-295-5831.




JANE E. HARDISTY
State Conservationist
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