
YEAR-END CLOSING  
PROCEDURES 

PURCHASING AND A/P

NC BUSINESS SERVICES UPDATED 3.10.24



CLOSING OUT AND RECONCILING 
CONTRACTS/PURCHASE ORDERS

Pull a list of your current Contracts.

Go to View Purchasing
 View Contracts
 Select the Fiscal Year
 Add the budget code
 Click find



CLOSING OUT AND RECONCILING 
CONTRACTS/PURCHASE ORDERS

Pull a list of your current purchase orders!
 View Purchase Orders
 Select the Fiscal Year
 Add the budget code
 Click find



Download the list to excel for more flexibility 



RESEARCH

Please notice the highlighted column headers.

• Identify if your PO Status is:

      (A)- Approved and available

       OR                               

      (F)- Finalized

• If it’s finalized- CONGRATS! Move on to the next purchase 
order

• Is there is a remaining balance and your PO is open and 
available?
• Determine if PO should be closed. 



RESEARCH CONT.

• Using your Purchase order spreadsheet, research each with Active 
Status and determine if they should be closed.

• Use View Purchase Order to reconcile invoices paid.

• Example: P0078771
•  opened for rental equipment

•  one payment has posted

•  available balance of $ 919.56

• Are there outstanding invoices that haven’t been applied?
•  If so, follow up with the vendor or AP to get the payment 

processed as soon as possible.

• Is there an upcoming invoice you know about?
• Keep the PO open and re-visit.

• If all invoices have been received and payments posted.
• VERIFY with budget manager/ supervisor.
• Email Accountspayable@rccd.edu with a copy to your 

supervisor requesting to close any purchase orders that are 
no longer going to be used. 

 

mailto:Accountspayable@rccd.edu


ACCOUNTS PAYABLE PROCESS

 

Requesting Department:
1. Contact vendor for invoices
2. Verify Purchase order 

number/Contract number is 
correct 

3. Confirm PO has funds 
available in Galaxy

4. Use Adobe Sign to route 
invoices for approval
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Invoices
1 Admin Assistant initial

2
VP/Dean/Director/Manager 
(Budget Director) signature

3 Accounts Payable Acceptor (initials)

4 Accounting Svcs Clerk (fund 12) Copy

5. Review purchase order to 
confirm invoice has been paid

6. If you don’t see the invoice 
paid, follow up with A/P

7. Send the previously signed 
invoice

8. Download from Adobe Sign 
along with Audit page and 
resend it 



ACCOUNTS PAYABLE  
YEAR-END ACCRUAL PROCESS

 

If it has been determined goods and services will not be delivered 
and/or services will not be rendered by 6/30/2024 then proceed as 
follows:

Determine budget availability in the next fiscal year

Review budget deadlines
Some grants will end 6/30/24 and do not allow carryover. 

If budget is not an issue: 

Request Purchasing and Accounts Payable to Roll over PO to the next 
fiscal year.

Note:  Blanket POs can’t be rolled over.



ACCOUNTS PAYABLE  
YEAR END ACCRUAL PROCESS

 
A/P will only accrue Contracts and Purchase orders in the 
next fiscal year with invoices or 3rd Party evidence.
For all goods received by June 30th without an invoice, the 
accrual will only be setup when:
Department manager completes and signs a request for 
accrual 
AND
Vice President of Business Services signs the accrual 
request. 

Please review POs and work with NC Business Services to ensure all your invoices 
are paid or accrued at Year-End



RESEARCH CONTRACTS

 When reviewing Contracts

Verify all invoices have been submitted for payment
Review the contract term. (District contract period 5 years 

max).
Determine if a new contract is needed and start the A/C 

transmittal process for the next fiscal year.
Or plan on doing an Add-on to your existing contract for the 

next fiscal year. 



YEAR-END 
PURCHASE 

ORDER 
CLOSED OUT



Purchasing 
Deadlines
2023/24



PURCHASE ORDER DEADLINES CONT.

ACCOUNTS PAYABLE CONTACTS



TIPS
• Maintain your spreadsheet and try to follow up weekly.

• Before requesting that a PO or contract is  closed, verify with your 
supervisor/manager. 

• PO’s with an available balance that are complete,  close them to unencumber 
funds and make them available for other purchases that your department needs.

• Pay attention to Purchasing deadlines.

• Emergency purchase orders after the deadline will be routed  to the VP of 
Business Services and the Area Vice Chancellor or Associate Vice chancellor for 
the District office.  

• Emergency Requisitions can be entered in Galaxy by  the Galaxy Power User in 
your Area.



LET’S GET STARTED!!!
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