PROCUREMENT SERVICES

COLORADO STATE UNIVERSITY

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 below dates, a requisition must be received in
Procurement Services 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.

Deadline

Action

Explanation

Monday, March 16, 2020

First day requisitions can be initiated for FY
2021

Requisitions submitted for the next fiscal year (FY) must
reference Year 2021. In the Kuali Requisition, select Year
2021 from the drop-down menu under the Document
Overview tab (Financial Document Detail). Failure to do so
may result in an encumbrance for FY 2020.

Wednesday, April 1, 2020

Order standard lead-time products with or
without installation

Herman Miller and Workplace Resources

Monday, April 6, 2020

Requisitions for goods or services requiring
competition expending this year's (FY20)
remaining funds

Procurements greater than $50,000

Monday, April 13,2020

Requisitions for Open Purchase Orders &
Service Purchase Orders for next fiscal year
(FY21)

Include any associated contract/agreement on requisition

Friday, April 17,2020 -
Friday, May 29, 2020

The attached document outlines the various CCi
ordering deadlines

Deadlines for CCi furniture purchases

Monday, May 4, 2020

Requisitions for goods or services NOT
requiring competition expending this year's
(FY20) remaining funds

Procurements less than $50,000

Wednesday, May 6, 2020

Order Quick-Ship Products that require
installation

Herman Miller and Workplace Resources

Wednesday, June 3, 2020

Order Quick-Ship Products that do NOT require
installation

Herman Miller and Workplace Resources

Wednesday, July 1, 2020 - Black Out Period No Purchase Order closures or voids
Friday, July 10, 2020
Monday, July 6, 2020 PCard reallocations & approvals for Final day to reallocate PCard transactions into the current

transactions completed on or before June 30th

fiscal year by 7:00 P.M.
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