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HEADQUARTERS FY2004 YEAR END CLOSE-OUT SCHEDULE

Draft – Subject to change

As of 08/27/2004
	Item
	Task Description
	Key Dates

	 
	FY04 Close Processing
	 

	1
	All users (except for Agency CFO) locked out of SAP Production system P01
	9/26/2004

	2
	BW Loaded reflecting Year End extract
	10/6/2004 12:01AM

	3
	Unlock all Users in SAP Production System P01
	10/15/2004 12:01AM

	4
	BW Loaded with Delta Extract and Activate BW
	10/15/2004

	 
	Purchasing
	 

	1
	All PRs that apply incremental funding to existing awards are due to the HQ Procurement Office.  Obligations/incremental funding using expiring funds cannot be guaranteed after this date.  (OIG excluded)
	8/20/2004

	 
	Bankcard
	 

	1
	Cut-off bankcard order log entry for expiring funds (excluding OIG)
	7/22/2004

	2
	Cut-off bankcard order log entry for expiring funds (OIG)
	9/16/2004

	3
	Final bankcard reconciliation must be completed (LAST INTERFACE 60) 
	9/24/2004

	4
	Disable Bankcard Order Logs for non-expiring funds (STOP INTERFACE 57) 
	9/26/2004

	5
	Bankcard Reconciliation WITHIN PCARD can continue during downtime
	N/A

	6
	Cleanup un-obligated bank card order logs for expiring funds after August recon completed
	9/1/2004 - 9/15/2004

	 
	Cost Management
	 

	1
	Corporate G&A Assessment- Reconciling the final Corporate G&A cost assessment relative to the contribution of each direct program
	9/2/2004

	2
	Execute NMO Cost Assessment
	9/25/2004 11:59PM

	3
	Execute HQ Cost Assessment Cycle
	9/25/2004 11:59PM

	4
	Execute Corporate G&A Cost Assessment Cycle
	9/26/2004

	5
	 Labor Interface last run into SAP (PPE 10/1 accrual in by 9/24) PPE 10/2 will be full accrual; 10/1 labor cost will be FY04 funded 
	9/22/2004

	6
	 Labor Account Code Interface Last Run 
	9/26/2004

	 
	Travel
	 

	1
	All travel vouchers must be received in the RFO (stamped Management Approved) to ensure payment will be made to traveler prior to SAP cutoff.  Travel Vouchers received after this date will be paid after FY05 startup.  
	9/17/2004

	2
	Extended TDY travelers should submit partial voucher for the month of September.  Travel Vouchers received after this date will be paid after FY05 startup.  
	9/17/2004

	3
	Lock all TM users.  Note:  Travel Manager will not be available after this date for authorizations.  Please plan accordingly.
	9/30/2004 11:59PM

	4
	UnLock all TM users to begin FY05
	10/6/2004


For RFO deadlines go to: http://corefinancial.gsfc.nasa.gov/gsfc/FY04yearend.htm
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