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Office Hours Summary Notes
Procurement
Software
Building on OIT software guidance that was provided in January
DFA ServiceNow Portal now contains a Procurement Software Ticket, which applies for approval for software purchases with P1 & P2 data security levels
The authorization form provides 1-year timeframe to purchase the software, and the authorization form is a required documentation for concur. 
Determination can change year to year as either the software itself can morph or the use-case can change
Resubmit the Procurement Software Ticket annually for review and approval 
P-Card
The P-Card Website is the P-Card policy
Updates are posted to the website and provided directly to cardholders via email 
Updated card limit increase to $9,999 with new application and reattending training
Available to schedule departmental/group trainings if needed
Use the website as the source of truth – download any needed forms directly from the website for the most up to date versions, don’t use presaved outdated copies
Bi-Weekly Friday report submissions, one report covering the previous 14-day report period, download the calendar series from the website for convenient reminders
Trademarks and Licensing 
Trademarks are very important to protecting our brand and image and public standing
New Trademarks & Licensing website contains the updated approved licensee list which contains the list of available suppliers
Image Masters, Ward Promotional, and CC Creations are three local Small Businesses awarded and approved
Accounts Payable
Payment Processes Wed & Fri
Payments are not issued same day
ACH within 2-3 bus days
Checks cut within 4-5 bus days + mail time
Within oracle check the payment status for the supplier
Negotiable status = not cashed
Cleared status = cashed 
Urgent Requests
Only for qualifying circumstances, upon review, and not for all requests
Qualifying circumstances: service interruption, grant closeout, time-sensitive construction payment
Submit AP general inquiry ticket with all documentation and it will be reviewed
Not Urgent
Late submission, invoice delay due to incomplete information, requests for convenience or preference
Payments are issued based on the PO and Supplier Profile Payment Terms
Helpful Tips
Submit 5-7 bus days ahead of desired payment date via Transcepta
Technical difficulties? Direct the supplier to AP 
Payment Request Forms must have all documentation including full COA string, fiscal approvals by the fiscal authority for that funding source
If anything needs to be corrected or resubmitted, AP will notate the request in the ticket, and request the items to be fixed asap to avoid unnecessary delays


Travel
Year End	
Final date is June 14th – reconciliation reports need to be submitted and complete for prior review if needed
2026 Fiscal Year End Close
Team will begin sending notices to HR unit approvers for departmental unassigned transactions on a weekly basis beginning in May to ensure successful processing prior to close
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