
Chico State Enterprises Announcements 
Wednesday, December 10, 2025 

Dear Campus Colleagues, 

Due to upcoming winter break, the schedule for Procurement Card (P-card) use and processing 
has been adjusted to the following: 

• The December P-Card cycle closes on December 23, 2025. 

• We suggest not making purchases after December 17, 2025, to allow time for transactions to 
be posted in US Bank. Purchases can take up to three business days to post. 

• P-Card packets are due by 5PM on Wednesday, December 31, 2025. Please consider your 
holiday plans and schedule time to submit before the deadline. 

• November and December are the only months of the year that packets can be submitted with 
“Open” as the cycle end date on the statement. 

o Complete the allocations online, sign the packet, and submit via the P-Card Dropbox. 
o Please ensure that all purchases made have been posted to the account and allocations 

are complete before the statement is printed and reconciled. 
o If the statement and the bank transactions do not agree, the packet will be 

returned as incomplete. 

• Normal use of P-cards can resume on December 24, 2025, when the new cycle starts. 

If you have questions, please contact Carli Forsythe at cforsythe3@csuchico.edu. 

Thank you, 

CSE Procurement Team   

Adjusted P-Card Processing Schedule: December 2025 

Manage Email Preferences 

All Chico State Enterprises (CSE) employees, project directors, and authorized signers on CSE accounts receive CSE Announcements 
via email and cannot opt out. 

• If you are no longer an active CSE employee, please notify CSE Human Resources via email. 
• If you are no longer a project director and would like your name removed, or wish to add administrative staff to the 

distribution list, please email CSE Announcements with appropriate instructions. 
• CSE Announcements can also be accessed via the CSE News and Information page. 

https://csuchico.app.box.com/f/830bdf34ea924bea9dcbe24878612546
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