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August 13, 2003

TO:

Distribution

FROM:
151/Director, Regional Finance Office (RFO)

SUBJECT:
Fiscal Year (FY) 2003 Fiscal Closeout Procedures 

As the end of another fiscal year approaches, it is important that the members of the resources, financial management, procurement, and logistics communities focus special attention on the timely processing of funding and fiscal documents.  The purpose of this memorandum is to highlight the key actions and deadlines for commitments and obligations.  Information is also provided regarding the timely processing of travel, carrier accounts, expiring funds, and other emergency documents.  

To facilitate the closeout process, key actions and dates have been identified. Enclosure 1 provides background information and sorts the same actions and dates by process, i.e., commitments and obligations.  Enclosure 2, the FY03 Master Fiscal Closeout Schedule displays all closeout related actions, in order, by date.  I request that the Directorate Resources Managers coordinate the completion of Enclosure 3 and forward the completed form to Alvin Frazier, Acting Chief of the General Accounting Department, Code 157, by August 18, 2003.  An electronic copy of this letter and all enclosures is accessible on the RFO web page at http://rfo.gsfc.nasa.gov/GeneralAccounting/yearend.htm.

Effective August 4, 2003, the RFO has established an End-of-Year Hotline at extension 6-6926 for our customers to call with problems or concerns about processing end-of-year documents.  Alvin Frazier of the General Accounting Department will staff the Hotline.  Questions concerning end-of-the year travel may be directed, after August 4, 2003, to:

· Barbara Prather at 6-3183 regarding obligations, vouchers, and cancellations for travel by Greenbelt personnel

Questions regarding store stock requisitions should be directed to Robert Clark, Code 232, at 6-7740.  If you have any questions regarding the general closeout procedures, please contact Alvin Frazier at 6-6926.

[Original Signed By]

Jon Wolz

3 Enclosures
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BMs/DRMs/DPMRs/FMs 

110/Mr. T. Proproki                                                      232/Mr. R. Clark

110/D. Foertschbeck                                                   234/Mr. J. Hedgpeth

112/ Ms. S. Johnson                                                   235/Ms. S. Jensen

113/Ms. L. Letellier                                                     239/Ms. K. Schultz


150/Ms. N. Abell                                                         295/Mr. D. Kronser

151/Mr. J. Wolz                                                          295/Ms. S. Fry 


151/Ms. G. Fleming                                                    801/Ms. S. Bowden 

151.1/Mr. K. Davidson


153/Mr. M. Kelly                                                            


153/Ms. L. Kelleher


153/Ms. N. Newman-Pape


153/Ms. B. Vargo

153/Ms. P. Ryan

155/Ms. S. Brown

157/Ms. M. Mitchell


157/Mr. A. Frazier


157/Ms. Harris

157/Mr. E. Davidoff

157W/Ms. L. Layton

157.W/Ms. E. Thomas


159/Ms. D. Ward

160/Ms. M. Burrell

210/Mr. E. Cockerham

210/Ms. R. Barth

210/Ms. V. Burr

210/Ms. R. Acevedo

210/Ms. D. Murvin

210.G/Mr. H. Coleman

210.H/Ms. L. Giraldi

210.I/Mr. B. Pagliaro

210.M/Ms. C. Tart

210.M/Ms. L. Austin

210.S/Mr. P. Logan

210.S./Mr. M. McGrath

210.S Ms. S. Marshall

210.Y/Mr. W. Hatchl

210.Y/Ms. H. Courtney

214.3/Ms. L. Carson

