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National Cancer Institute
Bethesda, Maryland 20892




          September 3, 2004
To:

NCI Division/Office Directors

Laboratory / Branch Chiefs / Program Directors

Principal Investigators

ARC Managers, NCI

OM Staff, NCI

From:

Lucy Greene

Acting, Associate Director for Administrative Operations, OM, NCI

Subject:
Fiscal Year Close Out

As many of you know, OFM is on an accelerated schedule this year for closing because of a shortened deadline for submitting the end of year accounting reports to the Department of Treasury.  With that said, the end of FY 2004 is rapidly approaching, and the Administrative Resource Centers (ARCs) are turning their attention to the closing of the financial books.  To ensure a smooth process and compliance with the Anti-Deficiency Act, we are asking each Division to conduct the closing in a similar manner.  We appreciate your assistance in meeting the requirements below.  If you feel that these deadlines will cause any undue hardships in completing your research efforts, please contact your ARC manager, who will do everything possible to resolve the problem.  I appreciate your help in this matter.

	Program Purchase Cards and Self Service Store Cards
	9/10/04
	Please complete all purchases against program cards by 9/10/04.

	Purchase Requests to ARC
	9/17/04
	Please have all purchase card, self-service store, and DELPRO requests to the ARCs by 9/17/04. 

	Training
	9/10/04
	Please have all training nominations to your ARC by 9/12/04.


