
The last day to enter purchase requisitions 

and/or make P-Card purchases from the 

2007/2008 budget is May 2, 2008.   

The only exceptions are normal pre-approved 

travel, Summer Youth Camps, Childcare, 

Facilities maintenance and construction,  and 

Grants with an ending date beyond June 30, 

2008.   

Emergency purchases after this date must be 

approved by the Vice President of 

Administration and Business Services.   

Requisition forms for emergency purchases 

can be found on the Purchasing web site.  

Please use this same form, titled ―Emergency 

Purchase Requisition‖ for all such requests, 

which need a manual signature from VP or 

designee. 

If you are a grants employee, or have  other 

requirements to enter requests into the 

system past the 5/2/08 point, please request 

this special access via email to 

finance@pbcc.edu . 

Requests will first be compared against 

prior access, but for new employees that 

need this access, it will be granted on an 

individual basis with each supervisor‘s 

justification.  Please indicate your 

supervisory approval for such access in 

your email for this request. 

These cut offs are not just budgetary, but 

more for annual clean up of accounts and 

problem requests that have not been settled 

throughout the year.  See related article on 

page 2 for information on how many 

requests move through the system. 

IRS Withholding for 2008 
If you need to change your 

allowances or exemptions for 

your 2008 federal taxes, you will 

need to complete a new W-4 

form and send it to Human 

Resources. 
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Key Registration Dates with Corresponding Due Dates ï Main Summer Term/1st Sessions. 

Deadline for Regular Purchasesé Reminder 

(Next page) 

Register Pay Register Pay 

April 1-2 Ą May 1 April 3-6 Ą May 2 

April 7-15 Ą May 5 April 16-20 Ą May 6 

April 21-28 Ą May 7 April 29-May 4 Ą May 8 

May 5-8 Ą May 9 May 9-11 Ą May 12 

Other Due Dates May Apply to Non Credit or Mini Sessions 

http://www.pbcc.edu/x12945.xml
http://www.pbcc.edu/Documents/Purchasing/Emergency%20Purchase%20Requisition.xls
http://www.pbcc.edu/Documents/Purchasing/Emergency%20Purchase%20Requisition.xls
http://www.irs.gov/pub/irs-pdf/fw4.pdf
http://www.irs.gov/pub/irs-pdf/fw4.pdf
http://www.pbcc.edu/x1253.xml
http://www.pbcc.edu/x1253.xml


Over the 3 fiscal years observed here, transaction totals for 

all 3 types went from about 19,600 to 23,400.  That‘s how 

many ―BTs‖; ―DMs‖ ; and ―DRs‖ are being processed 

through various Finance personnel and on to Purchasing , 

Receiving, A/P, etc.   They originate in all the various 

PBCC departments, or right here in Finance including 

Travel, and institutional payments. 

Overriding events that point to these activity changes 

include: PCard use, reduction in blanket orders, and 

increase in overall activity.  Disbursement requests are 

check requests or payment requests that may either result in 

Annual Transaction Observations 

Budget Transfers:  

The number of Budget Transfers processed in 2006/07 increased by 19.5% when compared to 2005/06.   

The number of Budget Transfers processed in 2005/06 decreased by 16% when compared to 2004/05.   

Disbursement Requests: 

The number of Disbursement Requests processed in 2006/07 increased by 35.8% when compared to 2005/06.   

The number of Disbursement Requests processed in 2005/06 increased by 14.6% when compared to 2004/05.   

Department Requisitions: 

The number of Department Requisitions processed in 2006/07 decreased by 6% when compared to 2005/06.   

The number of Department Requisitions processed in 2005/06 decreased by 9.6% when compared to 2004/05.    
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a check or become part of several items to the same 

vendor, rolled into one check or payment.  These include 

PCard entries now as well. 

Although interesting in an overview, remember that when 

you put in a Budget Transfer or Purchase Request, there 

are thousands of similar electronic documents ―flowing‖  

through the system.  Monthly, about 300 BTs, 500 PRs, 

and 1,100 DRs get reviewed and processed.  Your 

documents have lots of company here in Finance, Budget, 

and Purchasing! 



60xxx [like travel for instance]  From 

there you will be able to see  all of 

your accounts. Use F8 to scroll down 

to see  succeeding screens if needed 

Then, push F11 to scroll right, and 

use the same methods to view Last 

years‘ budget and expenditures on the 

screens.  This will list the summary 

year end amounts for prior year. 

Open PantherNet and navigate to 

your account using the typical CM/

UG/UG paths, pick your account 

screen. Place the ―GL‖ in front of 

desired account for budget/expense 

summary.  For Current expenses, or 

a/ka/ 6ooxx‘s put a ―6‖ in the 

‗restart at GL code‖ field. Hit 

enter—which will scroll the list 

starting at GL codes beginning with 

Helpful Hint: Look at Last Yearôs Budget Screen 

New Cafeteria Operators on Campuses 

you have any immediate 

concerns:  Central 

Campus/All Catering: Jeff 

Hutchinson, 561-868-

3068 or 561-596-6277 

(cell); Jean Wong, Owner/

Manager 954-263-0888 

(cell); Ronald Wong, 

Owner/Manager 954-263-

6188 (cell). Other local 

numbers unchanged for 

Lucio Bahena, South at 

performing clean up, 

inventory, inspections, 

etc.,  and have been 

actively working to make 

transitions as smooth as 

possible.  Get acquainted 

meetings for those 

interested parties will be 

held as soon as time 

permits.  In the 

meantime, Please note 

the following contacts if 
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Important Payroll Dates for April 2008 

As you may be aware, 

Central K is no longer 

the Food Service 

Provider  on campus. 

College Café is the new 

management team now 

in place handling food 

services for the 3 coastal 

campuses.  Jean and 

Ronald Wong, the 

owners, spent some time 

over the spring break 

04/15/2008 04/30/2008 Pay Date  

April 1-15, 2008 April 16 -30, 2008 Pay Period for full -time & salary employees  

Mar 20 - Apr 7, 2008 Apr 8 -22, 2008 Pay Period for hourly employees  

Overtime to be paid for dates worked  Mar 15 - 28, 2008 Mar 29 - Apr 11, 2008 

04/03/08 04/18/08 Cutoff for assignment changes to HR  

by Noon on 04/8/08 by Noon on 04/23/08 Time & Attendance due in Panthernet  

04/07/08 04/22/08 Cutoff for Direct Deposit changes  

Leave Accrual for the Month of March  04/01/2008 

561-542-5973 and DJ 

De Silva North at 561-

201-5650.  Belle Glade 

– no major changes. 

We‘re happy that they 

are here and are 

working ‗hands on‘ to 

move our food services 

forward.  More details 

to follow. See monthly 

Menu for April 08. 

http://www.pbcc.edu/x8266.xml
http://www.pbcc.edu/x8266.xml
http://www.pbcc.edu/x8266.xml
http://www.pbcc.edu/Documents/Kitchen/CollegeCafeSpecials.pdf


Auditors on Siteé. 

A note that the Operational Audit from the Auditor General‘s Office Staff 
is underway.  PBCC gets 2-3 major audits per year, along with several 
other reviews and audits by programs and other officials. 

The Auditor General reviews are generally the biggest audits we undergo, 
and their staff is located here on Lake Worth Campus (ETA Building) - 
usually for 2-4 months at a time. 

We aim to be as cooperative and responsive with their staff as possible, 
even though their requests are not always part of our daily routine.  
Generally the information they request is of public nature, and readily 
available.  Occasionally we must compile special reports and data for them 
as well. 

However, sometimes the data they request may be of private nature, such 
as  dealing with sensitive student information.  The auditors have 
permission to access this data for their work, and are committed to 
safeguarding it as well. 

Be alert to these requests, and take care of any personal or sensitive data, 
especially if it is not otherwise public information. 

Also, coordinate with our office here if you get such requests, to be certain 
that it‘s legitimate.  Always ask for ID or some verification from those of 
us who know the personnel. 
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finance   and an A.A. in 

General Education. 

Carolyn started just 

this month on March 

17th and is getting 

quite used to her new 

work helping students 

and staff along with 

Blanche Belk.  North 

Campus Bursar‘s 

phone: 207-5611 or 

dial 2-5611 internal. 

Please help us welcome 

Carolyn Daley, 

Accounting Associate I, 

to the North campus 

Cashier‘s Office.  

Carolyn comes to 

PBCC with  years of 

experience in 

Accounting and 

Management.  Carolyn 

also has a B.S. in 

Marketing,  a B.B.A. in 

Management, 

Profile: Carolyn Daley 
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Carolyn at the Eissey Campus 
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