1 End of Year

T1F

Closed to Budget Centres:
12 Noon Wednesday 21t December 2011

Detailed Guidelines can be found at:

In the Quicklinks box there is a End of Year (EOY) Guidelines document




M Overseas Payments

o 09/12/11 Friday - Final date overseas invoices
to be approved in T1F

o 13/12/11 Tuesday - Final overseas payment
run



N Petty Cash

a0 19/12/11 Monday - Final petty cash
reimbursement requests to be approved

o 20/12/11 Tuesday - Final petty cash cheques

drawn
a Cheques will be held in the safe in Finance for
collection in the new year

o Budget Centres can still claim petty cash
centrally via Cashiers until Thursday 22/12/11



| Purchase Orders

o 5/12/11 Monday — Final day for cancellation of
purchase orders

o 12/12/11 Monday - Final day for new vendor
additions

a0 21/12/11 (noon) Wednesday - Final day to
have purchase orders approved and released



N AUD Invoices

o 16/12/11 Friday — Final day for invoices to be
received In Finance to guarantee scanning and
workflowing

0 21/12/11 (noon) Wednesday Final day for
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posted to the ledger prior to year end
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o 21/12/11 Wednesday - Final EFT & Cheque Run

PLEASE ACT ON YOUR WORKFLOW IN A TIMELY MANNER
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B BCMS \ &3

o 20/12/11 Tuesday- Final BCMS file imported for
December Statement period

o 20/12/11 Tuesday — Final BCMS file will transfer
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o Any coded and approved transactions after
Tuesday 20/12/11 will appear in 2012



- Accounts Recelvable

a0 14/12/11 Wednesday — Final review of
outstanding debts and provision for those
considered doubtful

a0 12/12/11 Monday — Final day for new customer
requests

a0 19/12/11 Monday- Final Accounts Receivable
Invoices to be submitted and approved

a0 21/12/11 Wednesday — Final day for Financial
Services to transmit Accounts Receivable invoices
and post to the ledger.



1 Delegations

If you are going on leave remember to delegate
your workflow

[+3] Task Details
[ Workflow ltem Details

- At | Wordlow Name
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Payroll

Full-time and fractional payroll
Cut off noon Friday 25/11/2011 for pay 6/12/2011
Cut off noon Friday 2/12/2011 for pay 20/12/2011

Cut off noon Thursday 15/12/2011 for pay 3/01/2011 (paid on
22/12/2011)

Casual Payroll
* Cut off noon Friday 2/12/2011 for pay 9/12/2011

* Cut off noon Thursday 8/12/2011 for pay 23/12/2011 (paid on
22/12/2011)

Cut off noon Tuesday 3/01/2012 for pay 6/01/2012

* May need to estimate expected hours to be worked in fortnight.

Salary Account Allocation Corrections
Changes to be made to the HRMS for 2011 costs — 28/11/2011
Manual journals to correct costs for 2011 — 19/12/2011



- Journals/Internal T'fers

21/12/11 Wednesday (noon) - Final day for the following

= Internal Transactions (UTRANS)
= Correcting Journals

= Funding Transfers

= Recharges

= Internal Purchases

Please ensure all journals/internal transfers for 2011 are
approved before this cut-off. Please do not process in
advance any transactions for 2012 due to transition to new
budget model.



B 3¢ Party Systems

16/12/11 Friday - Final date for the following feeder systems

= Asset Management
= Central Science Laboratory
= Human Resources

nfA A 'I'nnln ~Arinvy finnl
| IIIIUIIIIClLIUII 1 CUII Uyy Uflivl

= Postage
= Telephones
= Raisers Edge
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1 UBE’s

21/12/11 (noon) Wednesday — Final date for UBE’s

= Accommodation Services
= UniPrint (including Photocopy Lease Scheme)
= Sport & Recreation

s Vehicle Fleet



