LS

Finance & Administrati on
Procurement Services

Date: Februaryl8, 2020

To: Chancellors, Vice Chancellors, Vice Presidents, Deans, Executive Directors, Directors, Department Heac
Chairs andelegated ProcuremeAuthorities

From: Sally A. McKechnie, Assistant Vice President Procurement & Property Managebint
Purpose: FY2020 Deadlines — Fiscal Year End
Applicability: All purchases to be paid witiY20 funds

This memorandum outlines FY2feadlines for the submittal of requisitions in Workday. These deadieesstablished to
promote the timely processing and receipt of goods and services. Bax#tl &ate of Louisiana and LSUrcuremengervices
requirements-the deadlineapply b all purchase® bepaid with FY20state fundsas well as any sponsored program, restricted
auxiliary, or other accounts/funds expiring June 30, 2020.

Goods and services mube received and/or rendered by Tuesdaye 3f). Departments must aggressively track tf&i20
purchasing transactions and perform timely follow-up and expediting activities with suppliers as may be required. Departmer
must take into consideration the supplier's quoted delivery times when submittingrders for processing.

All remaining FY20 requisitions,completein all respects and ready for processing, are to be subrtotttee Procurement
Services as soon as possible and no later than the deadlines below. Procurement Services does not assume responsibility
guarantee the timely processing of late or incomplete F¥gQisitions.

x April 13 (Mon) S5HTXLVLWLRQV IRU 7LWOH FRQVWUXFWLRQ UHQRYDWLRQ

x May 1 (Fri) S5HTXLVLWLRQV IRU JRRGVY DQG VHUYLFHVY FRQWUDFWYV =

X May 13 (Wed) Requisitions for goods and services contracts < $50,000 requiring a competitive quotation process |
completed
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