
 

 
FISCAL YEAR END PROCUREMENT DEADLINES 

Please be aware that the following dates are deadlines to assure that purchases for this fiscal 
year’s funds are properly completed and new contracts/purchase orders are in place for the 
beginning of next fiscal year.  To meet the dates when a requisition must be received in 
Procurement Services, all workflow approvals must have occurred prior to that date.  Due to the 
possibility of absences, program outages, workflow routing, etc., it is suggested that documents 
be prepared and approved at least five working days before the deadline.  Requisitions received 
after the following deadlines cannot be assured of being completed on time. 

FY2019 requisitions can be initiated starting on Monday, April 2, 2018. 

Expending this year’s remaining funds: 

April 13, 2018 – May 25, 2018 – Please see the attached document for the various CCi 
deadlines. 

April 23, 2018 – If competition for goods, equipment or services is required, an approved 
purchase requisition and specifications must be received in Procurement Services no later than 
April 23, 2018. This includes proposed sole source procurements. 

May 4, 2018 – Final day for an in-person design meeting with Workplace Resource/Herman 
Miller for a project expending current fiscal year funds. 

May 11, 2018 – Deadline to order standard lead time products from Workplace 
Resource/Herman Miller, with or without installation. 

May 21, 2018 – If you have a purchase for goods or services not requiring competition, an 
approved purchase requisition must be received in Procurement Services no later than May 21, 
2018. 

May 30, 2018 – Deadline to order Quick-Ship Products from Workplace Resource/Herman 
Miller that require installation. 

June 1, 2018 – Deadline to order HP configure-to-order (CTO) (special order) computers.  An 
approved purchase requisition must be received in Procurement Services prior to May 31, 2018. 

June 6, 2018 – Deadline to order Quick-Ship Products from Workplace Resource/Herman Miller 
that do NOT require installation and will be shipping directly to Central Receiving. 

June 20, 2018 – Deadline to order HP standard configuration computers.  An approved purchase 
requisition must be received in Procurement Services prior to June 19, 2018. 

http://procurement.colostate.edu/procurement/procexpect.aspx
http://procurement.colostate.edu/procurement/procexpect.aspx


July 5, 2018 – Final day to reallocate PCard transactions into the current fiscal year by 7:00 P.M. 

Open Purchase Orders and Service Purchase Orders for fiscal year 2019: 

May 7, 2018 – An approved requisition and any associated contract/agreement must be received 
in Procurement Services no later than May 7, 2018.  Note: Requisitions submitted for the next 
fiscal year must reference Year 2019.  In the Kuali Requisition Document, select Year 2019 from 
the drop-down menu under the Document Overview tab (Financial Document Detail).  Failure to 
do so may result in an encumbrance for fiscal year 2018.  In addition, all requisitions for open 
purchase order/service purchase order should be set up as “No Quantity” at the line item under 
the Items tab. 

Please contact Procurement Services for details on renewing open and service purchase orders. 
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MEMORANDUM   
 
TO: Office of State Procurement 
 Colorado State Purchasing Agents 
 CCi Customers 
 CCi Sales & Marketing Staff 
 CCi Manufacturing Staff 
 CCi Delivery Staff 
 
FROM:  Cheryl Ahumada, Sales & Marketing Coordinator/Customer Relations 
 
DATE:  March 9, 2018 
 
SUBJECT: 2018 FISCAL YEAR-END PURCHASING DEADLINES—CCi 
 
 
As June 30 approaches, we are reminded through conversation, memo, and email to complete our end-of-year 
purchases from State Price Agreement vendors. Colorado Correctional Industries is your furniture, seating 
and modular office systems vendor, and we are committed to providing timely delivery of all products 
purchased from CCi. We will put forth every effort to ensure delivery to our valued customers by June 22, 
2018. 
 
As a suggestion to you, and to expedite your furniture purchases, visit our Denver showroom at 4999 Oakland 
Street where you can find brand new merchandise for purchase on an instant basis. Or, take a look in our 
warehouse for discounted year-end pricing on select customer returns for incredible savings!  
 
The Office of the State Controller has indicated that all year-end invoice payments for goods and services 
purchased for Fiscal Year 2018 can be made until Period 12 close.  CCi has established ordering due dates to 
accommodate deliveries by June 22, which will allow for proper invoicing/written acceptance of delivery, 
prior to fiscal year end, or June 30, 2018. Please refer to the attached chart for ordering deadlines on specific 
product lines. CCi cannot pre-bill your agency for goods ordered and not received by the end of fiscal year 
(June 30, 2018) so please take note of these deadlines to assure your year-end expenditures. 
 
Your CCi account representative is available to assist with planning needs on any of your office projects to 
ensure both parties meet year-end deadlines. Please do not hesitate to call upon CCi for assistance or to 
answer any questions you may have. Attached to this memo is a chart to assist you in placing your furniture 
order with CCi in a timely manner. Orders received for product listed after the dates shown, cannot be 
guaranteed for June 22 deliveries by CCi. 
 
Thank you for your attention to this information, as well as your continued support and valued business. 
 

Paul Smith, Sales/Marketing Division Manager, 303-478-4213 
Brian Atencio, Sales Representative, 303-319-5142 
Chris Brown, Sales Representative, 720-203-3892 
David Daiker, Sales Representative, 303-489-1485 
Greg Hawkins, Sales Representative, 719-338-8052 
Joe Sanchez, Sales Representative, 720-209-5962 

Attachment (1)



2018 FISCAL YEAR-END PURCHASING DEADLINES—CCi 
March 9, 2018 
 
Listed below are the cut-off dates CCi must receive your order by to ensure an end-of-fiscal year delivery of 
June 22, 2018. 
 

PLEASE NOTE: WHEN PLACING ORDERS, ALL MANUFACTURING LEAD TIMES ARE POSTED 
ON-LINE AND ARE SUBJECT TO CHANGE. PLEASE CHECK THESE LEAD TIMES IN ADVANCE, 
TO BE SURE DELIVERIES CAN OCCUR BY JUNE 22. YOU MAY CONTACT YOUR SALES 
ASSISTANTS, GINA CLINE OR KEVIN CONRAD FOR FURTHER INFORMATION. 

 
2018 YEAR END PURCHASING DEADLINES FOR CCI PRODUCTS 

DUE DATE PRODUCT LINE MANUFACTURER 
Friday, April 13 
(10 weeks prior) 

Specialty & Custom Products within: 
Furniture 
Office 
Lounge 
Panel Systems 

Allermuir 
Bernhardt 
CCi Specials 
Falcon 
Howe  
Inscape/Office Specialty 
KI Toggle Tables 
Thonet 

Friday, April  27 
(8 weeks prior) 

Specialty Products within: 
Office 

Allsteel/Barron/Genesis/Portico 
Avalon 
Bosk Veneer 
DarRan 
Valo Konstrux Tables 

Filing & Storage Allsteel Metal Filing 
Furniture Avalon 

Bosk Veneer 
Lounge Nucraft 

Patrician 
Sauder 

Seating Non-web site orders 
Web site Lounge Seating 

Panel Systems AIS AO2, Calibrate & Divi 
Allsteel Systems 
Flexstation 
Legion 
Matrix 
System XXI 

Friday, May 11 
(6 weeks prior) 

Specialty Products within: 
Filing & Storage 

Acclaim Metal Filing 
HON Metal Filing & Desking 

Furniture Fremont Special Colors 
Office CCi Reception Tables 

Friday, May 25 
(4 weeks prior) 

Standard Products within: 
Furniture 
Seating 

All standard 4 week delivery products, 
unless noted 

 
If faxing your order: 303-320-1210 
If emailing your order: Please send to both Gina.Cline@state.co.us AND KevinJ.Conrad@state.co.us  
If ordering on line: www.coloradoci.com. Please submit orders no later than the dates indicated for 

specific product. Please see note above, concerning lead times being subject to change. 
For general sales info: Gina Cline (303) 370-2168 OR Kevin Conrad (303) 370-2172 

 
You may visit and purchase some components directly from our CCi sales showroom/warehouse at: 

4999 Oakland Street, Denver, 80239 
CCi thanks you for your continued support and valued business! 

 


