SAP - Monthly Close Schedule for Fiscal Year 2007/2008

6/28/07

The monthly accounting close process for Fiscal Year 2007/2008 is noted below.  Please carefully review the close calendar below.  Comptroller’s staff will notify departments as much as possible to attempt to clear documents before close, but it is the department’s responsibility to monitor and keep their workflow current.

NOTE – when the month (period) is closed in SAP any parked / pending documents in the system dated for the closed period will be rejected and returned to the requestor.

Monthly Close – Standard Monthly Close Timing

Month end close calendars will be on a “work-day” basis as noted below.  Actual system module closing will be at the end of the day.

	Work
Day
	Close Step
	Comments

	0
	Inter-dept Billing
	· All billings between departments for the month must be posted by the last workday of the month.

	1
	Accounts Payable and Goods Receipts cut-off
	· All documents for processing for prior month must be in A/P office by the first workday.

· Prior period items in workflow without documentation will be rejected – sent back to requestor

	2
	Cash Desk Cut-off
	· Last day to enter cash desk receipts posting to the prior month

	3
	Bank Deposit Confirmations due to Treasury
	· All bank deposits confirmations and cash desk paperwork should be received by Treasury within one day of posting.

	3
	Grant Billing Close
	· Last day to post customer billing to prior period

	4
	Treasury and Banking Close
	· All banking and cash adjustments completed.

	5
	Journal Entry Cut-off
	· All JE’s in workflow with prior month posting dates approved by dept. and submitted to Comptroller’s

	5
	Interest Allocation
	· Results of pooled investments distributed to funds.

	5
	Close Processing at end of day
	· Complete internal order and project settlements for costing and AUC posting

· Depreciation posted

· Prior Period posting closed in all sub-systems
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Workday Schedule

	
	Period >
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11

	
	Closing Month >
	July
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May

	
	Closing as of:
	7/31/07
	8/31/07
	9/30/07
	10/31/07
	11/30/07
	12/31/07
	1/31/08
	2/29/08
	3/31/08
	4/30/08
	5/31/08

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Works days in Month of>
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	June

	Work-day
	Close Step
	
	
	
	
	
	
	
	
	
	
	

	0
	Interdepartmental Billings posted
	7/31
	8/31
	9/28
	10/31
	11/30
	12/31
	1/31
	2/29
	3/31
	4/30
	5/30

	1
	Accounts Payable Cut-off

Purchase Order receipts cut-off
	8/1
	9/4
	10/1
	11/1
	12/3
	1/2
	2/1
	3/3
	4/1
	5/1
	6/2

	2
	Cash Desk Receipts for Prior Month – Entry Cut-off
	8/2
	9/5
	10/2
	11/2
	12/4
	1/3
	2/4
	3/4
	4/2
	5/2
	6/3

	3
	Cash Desk Close – Receipts received,posted in Treas.

Grant Billing completed
	8/3
	9/6
	10/3
	11/5
	12/5
	1/4
	2/5
	3/5
	4/3
	5/5
	6/4

	4
	Treasury and Banking close
	8/6
	9/7
	10/4
	11/6
	12/6
	1/7
	2/6
	3/6
	4/4
	5/6
	6/5

	5
	Journal Entries completed

Interest Allocated

Close Processing at end of day
	8/7
	9/10
	10/5
	11/7
	12/7
	1/8
	2/7
	3/7
	4/7
	5/7
	6/6


*** Note Closing schedule for Month of June and for Year-end FY2008 will be published separately in May-2008.
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