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The attached calendar of BUSINESS SERVICES 2022-23 YEAR-END CLOSING DATES reflects the end-of-
year planning for all school sites and departments. Please submit requisitions as early as possible to allow adequate 
time for Purchasing Review Committee to review and approve. Do not wait until the deadline. There will not be 
access to emergency requisitions so please review the attached closing dates carefully and plan ahead – THERE 
WILL BE NO EXCEPTIONS.  
 
See attachment for detailed deadlines for year-end closing. Please note: 
 

�x Friday, April 14, 2023 is the cut-off date for submitting 2022-23 Purchase Orders, Technology, Textbooks 
and Blanket Orders. It is highly recommended to place Technology orders as soon as possible due to delays in 
the supply chain. ITEMS NOT RECEIVED BY JUNE 30, 2023 WILL BE CHARG ED TO YOUR 2023-
24 BUDGET.  

 

�x By Friday, April 28, 2023 the list of any 

requisitions that can be closed following payment or need to be carried forward.   
 

�x 2023-24 Requisitions will be available May 15, 2023 but will not be processed until July 3, 2023. 
 

�x In order to charge your 2022-23 budget, all items must be physically received and received online in 
ESCAPE by June 30th using the actual date of receipt. If items are received after June, the expense will  
be charged against your 2023-24 budget.  

 

�x Tuesday, July 11, 2023 is the cut-off date for submitting 2022-23 Mileage, Petty Cash, and Confirmin-9402 

 
        Accounting Services       - Dawn Nantz, Manager I         643-7886 

 

PLEASE POST, ROUTE, 
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