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Chico State Enterprises Announcements
Wednesday, May 7, 2025

FY 24/25 Year-End Closing Reminders and Transaction Due Dates

The fiscal year (FY) ends Monday, June 30, 2025, for Chico State Enterprises (CSE) and The University Foundation (UF)
at California State University, Chico. The year-end close brings a significant increase in the volume of financial
activity. To ensure transactions are appropriately recorded in FY 24/25, timelines are provided below that will allow
for adequate processing time. Thank you for your adherence to these important deadlines.

1. Check Requests to Accounts Payable (AP) for Student Financial Aid Payments — Due by 5:00 p.m. on 5/23/25
Check requests to pay Chico State Spring and Summer student financial aid for FY 24/25 are due to CSE AP by 5:00
p.m., Friday, 5/23/25. Requests must be already pre-approved:

e By Donor Relations only for projects that start with 35

e By Chico State Financial Aid and Scholarship Office (FASO) for all CSE/UF projects
Visit CSE’s Check Request Inboxes (located near the bottom of webpage) for submission instructions.
Note that FY 25/26 CSE/UF activity (Summer and Fall) cannot be submitted to AP before July 1, 2025.

REMINDER: CSE AP can no longer directly issue payment to students that is considered financial aid or reimburse
another payee (Chico State/CSU employee) for student financial aid paid on behalf of students.

2. Check Requests to transfer FY 24/25 support to Chico State from CSE/UF or to/from CSE and UF — Due by 5:00
p.m.on 6/12/25
e To transfer support to Chico State from CSE/UF use object code 91000. The check request must contain an
explanation/backup to support the transfer and Chartfield receipting instructions for Cashiering. Please
email Financial Accounting and Reporting at FAR@csuchico.edu to assist with receipting instructions.
e To transfer support between (to and from) UF and CSE use object code 91100. The check request must
contain a brief explanation of the transfer request and receipting instructions (project-object code 69100).
A Transfer Request form is not required as additional backup.

3. P-Card Purchases — Due by 5:00 p.m. on 6/16/25
e  P-Card purchases for FY 24/25 must be made no later than 5:00 p.m., Monday, 6/16/25. Purchases may
take up to four days to post to your account.
e  Prior approval from Procurement Services is required to make purchases between 6/17 and 6/23/25 for FY
24/25 activity.
e  P-Card purchases can resume on 6/24/25 and will be recorded in FY 25/26.

4. Purchase Order (PO) Requests for FY 24/25 — Due by 5:00 p.m. on 6/16/25
Purchase order requests for FY 24/25 are due to CSE Procurement Services at csepo@csuchico.edu by 5:00 p.m.,
Monday, 6/16/25.

Each PO request must include:

e Avalid quote for CSE or the UF (not Chico State)

e All other required documentation is saved and submitted as one digital file, such as:
o Approved Chico State IT Procurement Request (ITPR) email
o  CSE Property Inventory Form (PIF)
o Approved Competitive Bid form
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5. Requests to Cancel a PO or Disencumber a PO Balance — By 5:00 p.m. on 6/25/25
Please email any requests to cancel a PO or disencumber a remaining PO balance to csepo@csuchico.edu by 5:00
p.m., Wednesday, 6/25/25.
Include the following in your request:
e The PO number
e A brief explanation of the reason for the request
e Approval from an approving official (project director or designee)
Please copy your Sponsored Program analyst, if applicable.

6. June P-Card Packets — Due by 12:00 p.m. on 6/27/25

June P-Card packets are due by 12:00 p.m., Friday, 6/27/25. While reconciliation can be completed before the cycle
end date, please do not route packets for signature until the US Bank statement reflects the cycle end date of
6/23/25.

Once ready, please compile the statement, itemized paid receipts, and all supporting documentation as one digital
file for signature(s) via Adobe Sign. Then, submit the signed and reconciled packet via the CSE Drop Box for Monthly
P-Card Packets.

7. Deposits (including funds due back from Excess Travel Advances) — Due by 2:00 p.m. on 6/30/25
e Deposits related to FY 24/25 activity must be received in-person by 2:00 p.m., Monday, 6/30/25.
e To schedule an appointment, please email CSE Accounts Receivable (AR) at
cseaccountsreceviable@csuchico.edu prior to 6/30/25.
e Atravel advance is cleared with:
o A Deposit Slip
o Supporting travel documentation, including:
— Travel Expense Claim form
— Itemized paid receipts
— Evidence of travel (e.g., boarding pass for flight purchases)
e Checks should be made payable to CSE or UF, depending upon which entity/project paid that advance.

8. Petty Cash Replenishment — Due by 5:00 p.m. 6/30/25
Petty Cash Custodians — Please submit receipts and backup for petty cash expenditures to CSE AR at
cseaccountsreceivable@csuchico.edu by 5:00 p.m., Monday, 6/30/25.

9. Check Requests, Invoices on Purchase Orders, Uncleared Travel Advances for Trips ending on or before 6/30
with no funds due back — Due by 5:00 p.m. 7/09/25

a. Check Requests to pay vendor invoices and employee reimbursements are due to AP by 5:00 p.m.,
Wednesday, 7/09/25.
e Do not combine FY 24/25 and FY 25/26 activity on the same check request, unless the travel
date crosses the fiscal year. In such cases, submit one check request for each fiscal year.
e CSE AP can no longer pay students’ financial aid directly or reimburse another payee for
student financial aid.
e Vendor invoices (and related agreements) should be billed to CSE/UF (not Chico State)
Visit CSE’s Check Request Inboxes (located near the bottom of webpage) for submission instructions.

b. Invoices on Purchase Orders: requests to pay invoices on POs for FY 24/25 activity are due to CSE via
csepo@csuchico.edu by 5:00 p.m., Wednesday, 7/09/25. A check request is not required. Approval to pay
from an authorized signer(s) is required; two approvals are required to pay from UF annual fund projects
starting with 20XXXXXXX.
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Recommendation: for a. and b. above
e Please contact vendors before 7/09/25 if invoices have not been received for goods delivered
or services rendered as of today’s date or by 6/30/25 (FY 24/25 activity).

c. Uncleared Travel Advances: travel advances are cleared from the following methods when funds are not
due back from the traveler and are due by 5:00 p.m., Wednesday, 7/09/25 respectively:

e No payment due; advance needs to be cleared:
Submit a Transfer Form with supporting documentation to CSE Finance at
csefinance@csuchico.edu and type “travel advance clearing” in the subject line. If the P-Card
was the only method of payment used and no reimbursement will be claimed, please attach a
copy of the related P-Card packet. Travel advances (14020) should be cleared within ten days
of travel. AP will review advance clearing documentation and follow-up, as needed.
e Amount due to the to the traveler:
Clear the outstanding advance with a Check Request by submitting a check request to reimburse
the traveler (payee). Include all supporting documentation, such as:
o Travel Expense Claim form
o Itemized paid receipts
o Evidence of travel (e.g., boarding pass for flights)

Visit CSE’s Check Request Inboxes (located near the bottom of webpage) for instructions on where to submit check
requests.

Reminder: See instructions and deadlines above to submit check requests to pay student financial aid to campus,
and transfers of support to Chico State from CSE/UF and between CSE and UF; and clear excess travel advances due
back from traveler.

10. Transfer Request Forms — By 12:00 PM 7/11/25
Please submit transfer forms for FY 24/25 activity to csefinance@csuchico.edu by 12:00 p.m., Friday, 7/11/25 to
correct a transaction posted in error or to transfer funds.

11. Invoice Requests — By 12:00 PM 7/11/25
Please submit customer invoice requests to cseaccountsreceivable@csuchico.edu by 12:00 p.m., Friday 7/11/25 for
goods and/or services provided by CSE or UF as of 6/30/25.

FISCAL YEAR-END FY2024-25 DEADLINE SUMMARY

TRANSACTION: DUE DATE:
Check Requests to (AP) for Student Financial Aid Payments 5/23/25, 5:00 p.m.
Check Requests to (AP) for Transfers of Support 6/12/2025, 5:00 p.m.
P-Card Purchases 6/16/25, 5:00 p.m.
Purchase Order (PO) Requests for FY 24/25 6/16/25, 5:00 p.m.
Requests to Cancel a PO or Disencumber a PO Balance 6/25/25, 5:00 p.m.
June P-Card Packets 6/27/25, 12:00 p.m.
Deposits (incl. funds due back from Excess Travel Advances) 6/30/25, 2:00 p.m.
Petty Cash Replenishment 6/30/25, 5:00 p.m.
Check Requests (no financial aid payments), Invoices on Purchase Orders,
Uncleared Travel Advances for Trips ending on or before 6/30 with no funds due 7/09/25, 5:00 p.m.
back
Transfer Request Forms 7/11/25, 12:00 p.m.
Invoice Requests 7/11/25, 12:00 p.m.

Thank you in advance for your cooperation.

The CSE Finance and Accounting Team
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