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Expense Report Process 

Expense Reports for LaCarte 
All purchases charged on the university LaCarte procurement card (P-card) with a transaction date on or before June 30 
should be processed as expenditures against current fiscal year departmental budgets for both unrestricted and restricted 

accounts/worktags. 

Expense Reports for CBA/Travel 
All CBA and LaCarte travel transactions (for travel that was completed on or before June 30) should be processed as 

expenditures against current fiscal year departmental budgets for both unrestricted and restricted accounts/worktags. As a 
reminder, LaCarte travel transactions for travel that will be completed in FY 19-20 should remain "not expensed" and should 
not be included on an Expense Report until after the trip is completed. Cash advances issued are not charged to departmental 
budgets until properly supported by an Expense Report for the travel. 

In an effort to manage the volume of LaCarte & Travel (including prng (including 
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Deposits 
The last day for making deposits for FY 18-19 in Bursar Operations will be June 28. 

CARD Entries 
A search should be performed on outstanding CARD entries to ensure any FY 18-19 entries have been approved and are in 
Current status. 

FINANCIAL ACCOUNTING & REPORTING 
204 Thomas Boyd Hall, 578-3321 

Cost Transfers. Ledger Corrections. Adjustments 

Deadline Description 
June 7 All Manual Journals for corrections to ledgers and transfers of expenditures appearing on appropriated funds 

and reflected on departmental ledgers through May 31 are due 
June 20 All Manual Journals for corrections to ledgers and transfers of expenditures through June 15 are due 

July 10 FINAL Manual Journals for corrections to ledgers for FY19 

Internal BIiiings 
In order to provide maximum flexibility to all departments for managing their appropriated funds, the following schedule has 
been established for processing Internal Billings related to FY 18-19 business: 

Deadline Description 
June 3 All rendering departments must submit Internal Billings through Workday for any services or materials 

rendered through May 31 
June 17 Internal Billings for all services or materials rendered through June 15 
July 1 Final Internal Billings for B i l l i n g s  A l l  8 . 6  4 5 1 0  0 1  2 6 . 4 3  4 3 c R e v e n u 3 1  B i l l i n g s  



Reports and Multiple June 30 Cutoffs 
Workday allows users to view reports/transactions in real-time. As soon as transactions are processed, the activity is 
displayed in reports available in Workday. A list of reports can be found on the Workday Training website under Training 
Materials, Finance Training, Reporting: http://www.lsu.edu/workday/finance training.php 

Some of the most useful reports most used by departments are: 
• Revenue & Expense by "Driving Worktag Chosen" 
• Journal line Details with Employee Name 
• Trial Balance 

Merchandise for Resale (Inventory) 
Cost centers that hold merchandise for resale are required to submit inventory procedures and inventory counts for fiscal 
year end. The following due dates have been established. Procedures and counts should either be emailed to hope@lsu.edu 
or hand delivered to 204 Thomas Boyd Hall. 

Deadline Description 
June 20 Inventory procedures due, must include planned method of inventory and dates of expected count 
Julys Inventory count due to FAR 

PAYROLL 
204 Thomas Boyd Hall, 578-3321 

Payroll Accounting Adjustment 
Payroll Accounting Adjustments affecting FY 18-19 must be completed by July 8, 2019. 

Retro Transactions 
Any Retro transactions should be processed immediately. In order to be charged to FY 18-19 retro personnel transactions, 
or retro time entry, must be completed by the following dates: 

Pay Group 
Professional 

Retro Date 
Pay Period Beginning Prior to June 1 

Completion Date 
June 18 

Wage Pay Period Beginning Prior to June 8 June 19 
Academic Pav Period Beginning Prior to May 15 June 20 
Student Pay 
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Summer Research 
Summer research payments for faculty will be processed via One Time Payments. Research activities charged to FY 18-19 will 
be processed on the June Academic payroll with a payment date of June 28, 2019. Due dates for summer research personnel 
transactions are as follows: 

One Time Payment - Summer Research Processing & Pay Dates 

Coverage Date 
Range Effective Date Range 

5/15/19-6/30/19 5/15/19-6/14/19 

7/01/19-7/14/19 6/15/19-7/14/19 

7/15/19 -8/14/19 7/15/19-8/14/19 

Pay Date 
Accounting 

Year 
Due to HR 

Partner (HRM) Successfully Completed 

6/28/2019 FY 19 5/30/19 6/25/2019 

7/19/2019 FY20 6/27/19 7/15/2019 

8/21/2019 FY20 7/22/19 8/15/2019 

SPONSORED PROGRAM ACCOUNTING 
240 Thomas Boyd Hall, 578-5337 

Billings/Invoices 
Due to agency imposed deadlines, LSU must submit June invoices on state accounts by July 15, 2019. In order to meet this 
deadline, Sponsored Program Accounting (SPA) must bill from the official University ledgers dated July 2, 2019. 

LSU must accrue all 



Monitoring/Progress Reports 
Several state agencies require that we attach the monitoring/progress report to the invoices. Please ensure that the Principal 
Investigator signs and dates his/her technical report. Note that the cover letter is not considered part of the report. This is 
especially critical for LA Department of Natural Resources (DNR), LA Department of Environmental Quality (DEQ), Coastal 
Protection and Restoration Authority (CPRA) and LA Department of Wildlife & Fisheries projects. 
Monitoring/Progress Reports should be hand carried to SPA (240 Thomas Boyd Hall) by the noted dates: 

Monitoring/Progress Report Hand Deliver to 240 Thomas Boyd by: 
May 2019 June 5 
June 2019 July3 

Agreements Expiring on June 30, 2019 
For sponsored projects expiring on June 30, 2019, purchasing requisitions must state (within the internal memo section of 
the requisition) that the sponsored agreement expires on June 30, 2019. 

As at any other time, supplies and services must be received on or before the sponsored agreement expires. In particular, if 
a sponsored agreement expires o" June 30, 2019 the supplies and services must be received by June 30, 2019. 

Cost Transfers 
A copy of the PDF version of the ledger and a fully completed AS226: Request for Non-payroll Cost Transfer form (if 
applicable) must be attached to the manual journal. The memo section of the journal must reference the memo section of 
the original transaction and a unique identifying number i.e. supplier invoice#, expense report#, etc. 

Retroactive PAAs are considered cost transfers and an AS227: Justification for Payroll Accounting Adjustment form must be 
attached to the form providing an explanation of how this cost benefits the project receiving the charge. 
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FY 18-19 YEAREND IMPORTANT DATES AND DEADLINES 

Date Description Unit 
Tuesday, May 14 Fiscal Yearend Seminar, Magnolia Room - LSU Union - 9:30 AM 

Friday, May 24 
Expense Reports through May 20 with all secured approvals awaiting action by an Expense 
Partner 

AP/Travel 

Thursday, May 30 Summer Research payments for 5/15-6/30 due to HR Partner 
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