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Deadline Transaction Description
March 31, 2024 Large Furniture Orders Last day to order large quantities of furniture (desks, tables, chairs, 

etc.) to ensure delivery by June 30, 2024

April 15, 2024 Review Open Encumbrances Begin reviewing open encumbrances.  To reduce encumbrances 
submit an email to the Purchasing Dept.  To increase encumbrances 
submit a requisition in Banner. Prior to requesting an adjustment to 
reduce an encumbrance please check with Accounts Payable to ensure 
all outstanding invoices have been paid.

May 10, 2024 Purchase Orders $10,000 and over Last day to create purchase orders $10k and over due to bidding 
requirements.

May 31, 2024 Purchase of goods and services Last day to purchase goods and services to ensure delivery of items by 
6/30/24.

June 30, 2024 Change Order Requests Final date to request increase/decrease for purchase orders in order to 
pay invoices.

July 12, 2024 Invoices & Travel Vouchers Last day to submit invoices and travel vouchers to Accounts Payable

Fiscal Year Close Deadlines



Organizational Encumbrance List (FGIOENC)

- Reduce or Close Encumbrance (email Karen Kurps)

- Increase Encumbrance (create a Banner REQ)

- Invoice processed (follow up with Accounts Payable staff person)

Review Open Encumbrances



Query Detail Encumbrance Info (FGIENCD)
Provides Detailed Information related to the Open Encumbrance

Review Open Encumbrance Details



Document History  (FOIDOCH)
Provides the status of all documents related to a Purchase Order

Review Purchase Order History



Purchasing Webpage
https://www.middlesex.mass.edu/purchasing

Banner Training Guide (step by step instructions)  
https://www.middlesex.mass.edu/purchasing/traindat.aspx

Fiscal Close/Open Memo (deadlines)
https://www.middlesex.mass.edu/purchasing/downloads/fycloseopen.pdf

Helpful Resources




