Financial Services Correspondence/Memorandum
Phone 262-472-5672, e-mail sarabias@uww.edu 

Date:	April 3, 2026
To:	Campus Personnel
From:	Sandra Sarabia
Subject:	Fiscal Year 2026 Year-End Cutoff Dates

Please review this schedule and adjust your submission of transactions accordingly.  Financial Services, Purchasing, ITS, Human Resources, and Printing Services cannot guarantee that any documents received after the cutoff dates will be processed into the current fiscal year.

	Transaction Type
	Cutoff Dates 
	Descriptions

	PURCHASE ORDERS

	April 1, 2026
	Start entering FY27 purchase orders in Workday.

	Requisitions to ITS for Computer, AV Equipment, and Software 

	April 3, 2026
	All orders

	PURCHASE ORDERS

No new PO’s for FY26 will be issued after May 29, 2026

	

ASAP
May 1, 2026


May 22, 2026


	Requisitions requiring external purchase orders:
Non-Contract Purchases:
Over $50,000 req bid process – contact Procurement
$5,001-$50,000 req. bid process

Contract Purchases:
Any $ - No bid process

*All goods must be received by June 19, 2026 to be charged to FY26


	PURCHASE ORDERS

No new PO’s for FY26 will be issued after May 29, 2026

	

ASAP
May 1, 2026


May 22, 2026
	Requisitions requiring printing purchase orders:
Non-contract Printing:
Over $50,000 req bid process – contact Print Service
$5,001-$50,000 req. bid process

Contract Printing:
Any $ - No bid process


	PURCHASING

	May 29, 2026
	No new purchase orders will be issued for FY26.


	COSTING ALLOCATIONS

	June 1, 2026
	All costing allocations for FY26 changes should be entered to allow time for Payroll Accounting Adjustments to occur.


	INTERNAL SERVICE DELIVERIES (ISD)


	June 12, 2026


	 (Computer purchases, postage, TMA, etc.) activity through May 31, 2026 will be posted in FY26. June activity will be posted in FY27.





	
Transaction Type
	Cutoff Dates
	Descriptions

	TRAVEL

	June 12, 2026
	Last day for expense reports to be submitted to allow time for review and approval for expenses to post to FY26. 

Note: Functionality to submit expense reports will continue, but to guarantee posting expenses to FY26, please submit by June 12th.

	SUPPLIER

	June 12, 2026
	New Supplier Requests and Supplier Change Requests must be submitted by this date to ensure updating needed in FY26.

Note: Supplier file will continue to work through FYE, however items submitted by this date will have priority.

	VENDOR PAYMENTS

	June 19, 2026
	Last day to process vendor invoices (SIRs, invoices for FY26 POs, and Misc payments). These must be fully approved and to accounts payable. This relates to invoices that do not require a Purchase Order or ones where Purchase Orders are already established


	CUSTOMER ACCOUNTS
	June 23, 2026
       10:00am
	Last day to submit a customer refund request.

If refund is for a cash sale, please ensure the Customer and CIA have been set up and approved before submitting the refund request. Please note this process may take a few days to be approved.

	PURCHASE ORDER



CATALOG PURCHASE
	June 25, 2026



June 25, 2026 – 
       5pm
	Final day to create a purchase order receipt. If you create a receipt, please contact accounts payable to process the invoice.

Catalog Purchase Requisitions – last day to submit catalog purchase requisitions. 


	DEPARTMENTAL DEPOSITS

	June 26, 2026


	All cash/check for deposit need to be submitted to Cashiers office by 3:30pm.

	JOURNALS

	June 30, 2026

	Last day to process manual journals, ISDs, and revenue transfers for FY26. All approvals should be completed by July 1st.


	PURCHASING CARD

	June 30, 2026

         2:30pm
	Last day credit card transactions will load for FY26. 

Last day to reconcile and approve expense reports & PCard transactions in Workday to post to FY26.

	CUSTOMER ACCOUNTS

	June 30, 2026
	Last day to process a write-off for customer invoices.  






	
Transaction Type
	Cutoff Dates
	 Descriptions

	PAYROLL ACCOUNTING ADJUSTMENTS
	July 10
    10am
	This is the last day that FY26 Payroll Accounting Adjustments can be processed. Please have all payroll accounting adjustments approved by 10am

	
	
	

	INFORMATIONAL
	
	

	PAYROLL
	June 18, 2026
	Pay Period 13 Biweekly (05/31/2026 - 06/13/2026): Final Calc and complete 

Health and Life fringe cost will be charged to FY26.

Summer session Salary and allowable Fringes are charged to FY27 through manual journal by UWSA.

Other salary and all other fringe expense are charged to FY26.


	PAYROLL
	July 2, 2026
	Pay Period 14 Biweekly (06/14/2026 - 06/27/206): Final Calc and complete

Health and Life fringe cost must be charged to FY27 through manual journal.

Summer Session Salary and related Fringes are charged to FY27 through manual journal by UWSA.

Other salary and all other fringe expense are charged to FY26 with an accounting date of 6/27/2026.

Payroll Forward Accrual with accrue 2 days for June 29-30 in FY26.












