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Emergency Preparedness
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• Identify CPR/First Aid-Certified individuals in the room
• For emergencies, dial 9-1-1 from a landline

• Notify SCCOE Staff if you require assistance exiting
• A wheelchair is available (1st Floor, North Building)

• Visit Sccoe.to/EmergencyPlan for the complete plan

https://www.sccoe.org/resources/emergencyinfo/Pages/Emergency-Plan.aspx


Emergency Evacuation Site
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• Presenter to point out Assembly 

Area 8, 2 stairwells/exits

• Follow staff to vacate the building

• Join your group in the parking lot 

at Assembly Area 8

• Do not go to your car or leave

the parking lot until attendance 

reporting is completed



Emergency Devices
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Emergency devices are located on each floor at the south end of the 

walkways connect North and South buildings
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Presenters
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Lauren Nguyen 

Director, Internal 

Business Services

Grace Lacap

Supervisor, Accounting 

Services

Deanna Herrera 

Manager, Accounting 

Services
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Overview
➢Importance of year-end 

deadlines​

➢Schedule of Year-End 
Deadlines​

➢Year-end process for 
revenue

➢Year-end process for 
expenses
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Published fiscal year-end deadlines are important: 

➢To ensure financial transactions 
are recorded in the appropriate 
fiscal year in compliance with 
Generally Accepted Accounting 
Principles (GAAP). 

➢To ensure SCCOE will be able 
to issue its annual financial 
statements within the mandated 
time frame.
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What is a Fiscal Year (FY)? 

A Fiscal Year:

➢is a period of one-year. ​

➢for SCCOE, it is the period beginning July 1 and ending on June 30.​

Note: A fiscal year is different from a sponsored project period as a 

sponsored project period may end before June 30 or may cross from one 

fiscal year to another.
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Schedule 

of Year-

End 

Deadlines
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April 2026 Deadlines

April 29

Purchase requisitions that require a bid or RFP (Request for Proposal)
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May 2026 Deadlines

Purchase card transactions 
for the month of April 

May 5

All other Purchase 
Requisitions

May 13

Reimbursement claims for 
the month of April

May 28

Last day to order items on a 
blanket PO including AAA 
Workspace order

May 29
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June 2026 Deadlines

June 5

Purchase card 
transactions for the 
month of May

June 10

Last day for Purchase 
Order Change (POCO)

June 18

Last day to create invoices 
in the IBM (QCC Invoicing 
Billing Management) for 
FY 25/26

June 26

Reimbursement claims 
for May

June 29

Last day to submit cash 
and check deposits for 
FY 25/26
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July 2026 Deadlines

July 6

-Purchase card transactions for the month 
of June

-Final  journal entries for all funds

July 10

Final A/P invoices, please submit invoices 
to Accounting Services as they are 
received from vendors

July 20

Reimbursement claims for the month 
of June
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Year-End Deadline Guidelines

➢Reimbursement Claims
• Per SCCOE policy, reimbursement claims must be submitted to 

Accounting Services on a monthly basis.  3350 AR - Travel 
Authorization and Travel Expenses/Reimbursements

• Use the appropriate reimbursement forms posted on the SCCOE 
Intranet and ensure that they are complete with required supporting 
documents.

• Failure to comply with deadlines and lack of required supporting 
documents may result in denial and nonpayment of claims. 15

https://go.boarddocs.com/ca/sccoe/Board.nsf/goto?open&id=A9P9JP752BCE
https://go.boarddocs.com/ca/sccoe/Board.nsf/goto?open&id=A9P9JP752BCE
https://go.boarddocs.com/ca/sccoe/Board.nsf/goto?open&id=A9P9JP752BCE
https://go.boarddocs.com/ca/sccoe/Board.nsf/goto?open&id=A9P9JP752BCE


Year-End Deadline Guidelines 
(Cont'd)

➢Purchase Requisitions

Ensure required supporting documents (contracts, quotes, etc.) are attached to the requisition

Please note: Any exceptions to the deadlines will require a justification memo approved by the 

respective Division Head and the Assistant Superintendent of Business Services.

➢AAA Workspace Business Supplies

Secure approvals from the Purchasing department and Deanna Herrera in Internal Business 

Services before placing orders past the May 29 deadline. Ensure items will be delivered by 
June 30.

Please sign and date all pink packing slips from AAA and submit to Accounting Services as soon 
as you receive them.
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Year-End Deadline Guidelines (Cont'd)

➢Purchase Orders

• Purchase orders with multiple account lines: Programs must ensure there are enough funds in each account 

line before placing the order.

• A packing slip is used to denote that the physical goods have been received.

• Programs must inform warehouse and forward a copy of the packing slip upon receipt of goods so that 

warehouse can update the received items in QCC.

• Without confirmation that the items were received, Accounting Services will not process the payment to the 

vendor.

➢Purchase Order Change Order (POCO)

• All POCOs must be in Purchasing’s queue by June 10th. 

• POCO forms must be submitted via E-mail or can be routed to Purchasing via DocuSign. The POCO form 

can be found on the SCCOE Intranet in Forms & Templates under the Business tab.
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Year-End Deadline Procurement Process
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Program 
creates 

Purchase 
Requisition

Manager 
review and 

approves 
the 

requisition

Accounting reviews and 
approves the requisition

The cutoff dates below 

indicate cutoff for 

requisitions to be in 

Purchasing's final queue

Purchasing processes PO/POCO 
based on approved requisition

Purchasing will send POs to the 

vendors and will receive 
confirmation of goods and 

services to be received by June 
30

June 30, 
2026

All goods and 

services are 
received and 

rendered

April 29, 2026
Purchase requisitions that 

requires a bid or RFP

May 13, 2026
All other purchase 

requisitions

June 10, 2025
Last day for Purchase Order 

Change Order (POCO)



Year-End Deadline Guidelines (Cont'd)

➢Purchase Card (P-Card)

• Ensure the Cardholder and Manager have approved all P-Card transactions in 

Bank of America Works.

• Ensure all receipts and supporting documents such as Travel Approvals, if 

applicable, have been uploaded to Bank of America Works.

➢Personnel Activity Reports (PARs) 
• All employees whose salaries are multi-funded must complete their PARs. 

• All PAR reports for FY 2025-26 (July 1, 2025-June 30, 2026) must be 

submitted to Accounting Services by July 15, 2026.
19



20



Year-End 
Process for 

Revenue
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Billing (Accounts Receivable)
➢Programs must routinely run A/R aging reports 
to review and monitor status of open invoices.

➢To help initiate the year-end process Accounting 
Services will send an A/R aging report to 
programs. Programs will determine if an invoice 
should be closed, accrued, or rolled and 
provide instructions via email to Grace Lacap 
(please copy respective accountant) by

June 23, 2026.                             
Please notate on report:

•  C for Close

•  A for invoices to be Accrued

•  R for invoices to Rolled

June 18–Last day to 
create invoices in QCC IBM 
(Invoice Billing Management) 
for FY 2025-26

June 23–Last day to provide 
instructions to Close, Accrue, or 
Roll
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Accounts Receivable Aging Review
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PLEASE NOTE: 

Invoice close request requires email justification from the program and copy the program manager. 

Request to close an invoice of $2,500 and over requires a separate email from the program manager. 
IBM (Invoice Billing Management) re-opens on July 7, 2026 for FY 2026-27.

Close

• Invoice was a duplicate or issued in error

• Payment was posted directly to account string

• Invoice is uncollectible

Accrue

• Services rendered by June 30th 

• Goods delivered by June 30th

Roll

• Services will be rendered next fiscal year

• Goods will be delivered next fiscal year



Accounts Receivable Aging Report 
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Accounts Receivable Statement
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Cash Deposits

June 29– Last day to 

submit cash deposits 

for FY 2025-26
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Please do not hold on to cash and checks. 

Please continue to submit cash and checks received 
after June 29 to Accounting Services.

If the cash and checks received are payments for     
FY 2025-26, please notate accordingly on the 
deposit transmittal.

The deposit transmittal form can be found on the 
SCCOE Intranet in Forms & Resources. Please 
ensure form is filled out completely with the account 
string or invoice number and attach any related 
supporting documentation to the deposit transmittal.



Reminders for Other Revenue 
Processes

vAllocation
oFunding assigned based on formulas or entitlements (i.e. Title 

funding, categorical funds)

vApportionment
oScheduled distribution of allocated funds, release incrementally

v Drawdowns
oRequesting and accessing awarded funds on a reimbursement-

basis

27



Year-End 
Process for 

Expenses
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Recording Expenses in the Appropriate Year

Expenses must be recorded in the year they are incurred

(regardless of when the invoice is submitted).

Goods or services that are received or rendered by June 30, 2026, 
must be recorded in FY 2025-26, including employee 
reimbursements.
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Recorded in FY 25/26 Recorded in FY 26/27



Expense Accruals

Accrued Expenditure: Expenditures incurred during the current 
fiscal year that are not paid until the subsequent fiscal year.

Example:

➢ A consultant performs services in April 2026 (FY 25/26) and 
submits the invoice in July 2026 (FY 26/27). This expenditure 
must be recorded in the appropriate fiscal year, FY 2025-26. 

Programs must work with the respective program accountant 
to ACCRUE the expenditure.
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Expense Accrual Flowchart
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Goods Received by 
June 30th*

Yes

ACCRUE for FY 
2025-26

No

Goods received 
after June 30th 

must be expensed 
in FY 2026-27

Services Rendered by 
June 30th*

Yes

ACCRUE for FY 
2025-26

No

Services rendered 
after June 30th 

must be expensed 
in FY 2026-27

*Invoices must reference good received or services rendered on or before June 30th.



Purchase Order Review
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• Programs must routinely run open purchase order (PO) reports 

throughout the year to review and plan accordingly.

• Ensure that there is sufficient PO balance to pay invoices for the 

remainder of the fiscal year.

• Accounting Services will send out an Open Purchase Order Report to the 

programs. Programs must review the report and work with the respective 

accountant and accounting technician to determine if POs should be
o Closed

o Accrued

o Rolled over into the next fiscal year



Purchase Order Review

Open Purchase Order (PO) Report
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Purchase Order (PO) Close

When and How to CLOSE a Purchase Order (PO):

➢If there are no outstanding invoices, then close the PO:
o When all goods have been received: email the program manager’s 

approval to accounting technician to request to close the PO.

o When all services are rendered: Submit a Purchase Order Change 
Order (POCO) to close the PO, which will disencumber funds.
 

All invoices must be addressed to Accounting Services or emailed to 
acctvendinv@sccoe.org. Invoices should not be addressed to 
school sites or other departments.  

34
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Purchase Order (PO) Accrue

When and How to ACCRUE invoices on a Purchase Order (PO):

➢Review PO payment activity, if invoices are missing than the program much follow up with 

the vendor

➢Review invoices for recurring services, e.g., utilities and landscaping

o Might need to accrue for last months of the fiscal year

➢Programs must work with the respective program accountant/accounting technician to 

ACCRUE any outstanding invoices

All invoices must be addressed to Accounting Services or emailed to acctvendinv@sccoe.org. 

Invoices should not be addressed to school sites or other departments.  
35
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Expense Accrual Flowchart
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Goods Received by 
June 30th*

Yes

ACCRUE for FY 
2025-26

No

Goods received 
after June 30th 

must be expensed 
in FY 2026-27

Services Rendered by 
June 30th*

Yes

ACCRUE for FY 
2025-26

No

Services rendered 
after June 30th 

must be expensed 
in FY 2026-27

*Invoices must reference good received or services rendered on or before June 30th.



Purchase Order (PO) Roll Over

A purchase order (PO) can be rolled over into the new fiscal 
year, under the following circumstances: 

➢ Not all goods were received by June 30th

➢ Not all services were rendered by June 30th  

o If this is not a multiyear contract, ensure a contract amendment is in 

place extending the contract period before rolling the PO balance 

into the following fiscal year.

➢ IF a contract crosses fiscal years (this helps maintain PO 
history)
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Purchase Order (PO) Roll Over

PLEASE NOTE:

➢Blanket POs for supplies, for example AAA Workspace, 
cannot be rolled over.

➢When a purchase order is “rolled over” into the new fiscal 
year (FY 2026-27), the funds from FY 2025-26 do not roll 
into the new fiscal year. 

➢Therefore, programs must ensure that budget is available for 
the rolled over PO in the new fiscal year. 
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Purchase Order (PO) Roll Over - Example
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EXAMPLE:

A FY 25/26 purchase order (PO) for Barnes & Noble bookstore was  

issued in May 2026. The vendor later notifies you that the books are on 

backorder and will not be delivered until mid-July 2026. 

In this scenario, it is recommended that the PO get rolled over into FY 

26/27:

o Allows you to keep the same purchase order

o Ensures expenses are recorded in the correct fiscal year

• REMEMBER: when rolling a PO into the new fiscal year, confirm that 

sufficient funds are available to cover the expense.



Purchase Order (PO) Overview
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CLOSE

No outstanding 
invoices

All goods have 
been received

All services 
have been 
rendered

ACCRUE

Invoices are 
pending

Invoices not 
received

ROLL 
OVER

Not all goods 
received by 
June 30th 

Not all services 
rendered by 
June 30th

Contract 
crosses fiscal 

year



Roles & Responsibilities
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Programs Accounting Services

• Monitor funds for revenue and expenditures, 
especially for sponsored projects that are 
ending in FY 25/26

• Review PO's regularly

o Request for POCO, when applicable

o Determine which ones to close, accrue, roll

• Review A/R aging report regularly

o Determine which ones to close, accrue, roll

• Submit approved invoices & reimbursement 
timely

o Ensure all supporting documents are attached

• Submit PAR forms timely

• Reconcile P-Card expenses timely

• Ensure all requisitions are in the purchasing 
queue by the deadline

• Support the program in monitoring  and 
analysis of revenues and expenditures

• Provide support in reviewing financial reports, 
such as: Open PO Report, Budget Report, A/R 
Aging Report

• Ensure all recurring service invoices have 
been received and paid for 12 months

• Process invoices and reimbursements timely

• Review program submissions for 
completeness and accuracy

• Monitor encumbrances and budget balances 
and provide recommendations as needed

• Prepare fund balance projections for 
preliminary year-end close, as needed

• Process year-end budgetary and journal 
entries



Common Year-End Audit Requests

42

P-CARD TRANSACTIONS 
DOCUMENTATION

ACCRUAL 
DOCUMENTATION

PURCHASE ORDER 
PROCESS AND INVOICES



Limited Exceptions

Exceptions to the above deadlines will be limited 
and require a justification memo approved by the 

respective Division Head and the Assistant 
Superintendent of Business Services.

FINAL DEADLINE: JULY 31, 2026
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Gentle Reminder

Please provide all the necessary 
and complete back-up when 
submitting documentation to 

Accounting Services. Failure to 
comply with deadlines and lack of 
required supporting documents 

may result in denial and 
nonpayment of claims.
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UPCOMING WORKSHOP
Professional Services 

Agreements – Process Overview
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➢Audience: Leadership Team & Administrative Staff

➢Date: Thursday, May 7, 2026

➢Time: 10:30 a.m. – 12:00 p.m.

➢Registration Deadline: Monday, May 4, 2026



UPCOMING WORKSHOP
Routing Forms & Professional Service 

Agreement (PSA) Forms
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➢Audience: Leadership Team & Administrative Staff

➢Date: Thursday, May 14, 2026

➢Time: 10:30 a.m. – 12:00 p.m.

➢Registration Deadline: Monday, May 11, 2026
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Questions
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Thank You
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