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Begin Monthly 
Fiscal Cycle

Input Soft Ledger 
data -ongoing

Send Mgr. Report 
to Customer

Meet with 
Directors on the 
2nd week of the 

cycle

Approve Soft 
ledger per the 

“Yearly Calendar” 
deadlines 

produced by the 
SBO team.

Is it accurate?

Send to SBO based 
on Contact List

Is it in the 
standard format?

Populate the 
Management 

Report

Is it on time?
Does the SL match 

the cycle report

Make corrections

Yes

Yes

No NoNo

Notify the Fiscal 
Mgr. & SBO

No

End

Yes Yes

Reporting Period Cycles  Quarter Due Date
LD

#
July 1 – Sept 30, Cycles 1-3 First Quarter 21-Oct-22 20

October 31, Cycle 4 No submission due in November 22

November 30, Cycle 5 No submission due in December 24

December 31, Cycle 6 Second Quarter 20-Jan-23 a1

January 31, Cycle 7 Spring Mgmt Report Preparation 15-Feb-23 c3

February 28, Cycle 8 24-Mar-23 e5

March 31, Cycle 9 Third Quarter 14-Apr-23 g7

April 30, Cycle 10 19-May-23 i9

May 31, Cycle 11 Year End Preparation 15-Jun-23 k11

June 30, Cycle 12/14 21-Jul-23 n14 

Are there errors?Yes No
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