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To: All DHS Staff Date: July 23, 2012 

From: Susan Kangas 

Subject: FY12 Travel Expense Processing Deadlines 
 

 
 
As year-end approaches, it is important to submit all travel expense requests on MI 
Time and Expense as soon as possible to help avoid a year-end processing backlog 
and ensure timely payment.  The deadline for FY 12 travel expense approvals is 
October 1, 2012, except for travel taking place the last week of September, which is due 
October 9, 2012.  
 
Complete travel expense requests include:   
 

 expenses entered online 
 online supervisory approval  
 the supporting documentation received in the Accounting Payments Processing 

Unit (PPU) Suite 1103 Grand Tower 
 
If travel expense requests are not submitted by the established deadlines, employees 
may not receive reimbursement until after the FY 12 books are closed and the approval 
is given by the Office of Financial Management to pay prior year obligations.  In the 
past, this has been as late as December.   
 
Thank you for your attention to these important year-end closing deadlines. 
 


