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4. Approve the IV and make o copy fordepartment filec

5. Paper clip the original invoices to the JV.

6. Route packet to AP for approval and release in GLS.

7. AP will.verify that the original direct charge invoices are attached to the IV accrual received .
and remove thé original invoices and batch them for on-iing payment. . The iV wiii be.
approved and routed to FAR for release in GLS

8. lJuly ledgers will reflect a debit to the depa*tmenta% expenditure account as a result of the
actual payment of the direct charge invoice in july and a credit to the departmental
expenditure account as a result of the automatic reversal {occurring as a result of a “Y” being
entered in the “7/1 Reversal” field) of the JV.

July 7 Last day for direct charge accrual JVs to be sent to AP for FY11

Accrual Procese in the PRO Sustem el

Unrestricted Purchase Orders
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(2) charged to your current budget via a system accruai prepared by the AP-Office. Expenditures—should b

reported in the period in which they are incurred so it is critical to review ledgers to identify expendltures
incurred and not paid by the June 30" APS check run. For merchandise and services to be charged to the
current fiscal year, the merchandise or service must be delivered by June 30%, If a vendor cannot firmly promise
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cancel the balance on the unrestricted encumbrances. The deadline for PO Alterations to be released by the
Purchasing Office is June 17™. Unrestricted encumbrance balances after the June 30 APS check run and after
the accrual IV is prepared will be carried forward into the next fiscal year. AP will send the final 6/30 Aged
Listings to the departments on luly. 5™ for information purposes only. The Aged Listing will not be used to
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of June 20" and not paid as of lune 30", . -

Restricted Purchase Orders

All purchases and services received against restricted purchase orders must be either (1} paid by June 30" orf2)- -

charged to your current budget via a system accrual prepared by the AP Office. GASB 34 and 35 require full
accrual accounting effective FYE 06/30/2002. This means that expenditures should be reported in the penod in

..a.,.,.!a.,-.... .......Ia..-

- to e - - P Yo |
whiich Lht:’y are incurred so it is critical to review n:u5r:|.:» Y 1ucnu|v SXPENUiUres inCuimed an
by s

= T P
L

June 30" APS: ehec Fugk -For merchandise anda seivices to be wa.;._—,cu to the current fiscalyear,

run and after the accrual voucher is prepared should reflect |tems that were not recelved as of June 30", These
balances will be carried forward into the next fiscal year. AP will send a Final 6/30 Aged Listing to the
departments on July 5 for informational purposes only. The aged listing will not be used to process the
accruals. The accrual will be programmatically calculated based upon the merchandise received as of June 30"
and.not paid as of lune 2t
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Please create the PRO Clectronic Receiving Reports for mercnandise recehved by Junc 200 and verify hoth

restricted and unrestricted encumbrance balances in accordance with the following schedule:

June 6 - PRO Electfonic Receiving Reports for merchandise and services received by June g5 against
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restricted and unrestricted encumbrances should be processed
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In an effort to manage the voiume of LaCarte BF entries, the foiiowing is a proposed scheduie for reconciiing and-
releasing to AP (via the on-line PCARD system) the departmental weekly LaCarte BF entries to ensure all
purchases made on or before June 30" are charged to this current fiscal year:

June 3 LaCarte/CBA BFs dated through May 31% should be released to AP {(RAPS status)

June 10 {aCarte/CBA BFs dated through June 6" should be released to AP

June 17 LaCarte/CBA BFs dated through June 13™ should be released to AP

june 24 LaCarte/CBA BFs dated through June 20" should be released to AP

July 1 LaCarte/CBA BFs dated through June 27® should be released to AP

July 5 Last day FY11 LaCarte/CBA BFs will be released to the departments (dated 6/30/11)

July 7 taCarte/CBA BFs for FY11 should be released to AP. Also, this is the last day to submit accrual

Vs for LaCarte purchases not included on any FY11 LaCarte BF entry. The originai-itemized

receipt should be attached to the accrual JV.

BFs not received in AP according to this schedule will be charged to FY 11-12 departmental budgets. -
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1Fave: cXpeEnGitures [ - [
Trave! advances issued are not charged to departmental budgets until properly supported Travel Expense

Reimbursement Requests (TERR’s} are filed with Accounting Services. In orderto-ensure all travel expenses are
recorded against current fiscal year budgets, please adhere to the cutoffs identified below:

June 6 Trave! Expanse-Reimbursement Requestsdue foralltravel completad through June 5h

june 13 TERR’s due for ail travel completed from June 6 —12, 2011

June 20 TERR’s due for all travel completed from June 13- 108, 2011 - -

June27. _.  Final day to submit TERR's for all travel completed from lune 20 - 27, 2011 without an accrual
V. The Travel staff will prepare an accrual JV for the Travel Expense Reimbursement Requesis
not audited for reimbursement by June 3™ -

June 28 .

& after TERR’s submitted on these days must have an accrual JV placed on top of the request. In order
to process the accrual )V, the Trave! Expense Reimbursement Request must have the required
original AS292 “Request for-Authorization--to-Travel”  form .or. AS516 “Request for
Authorization to Reimburse Expenses” form and all origina! itemized receipts-as requived-by- -
PM-13, University Travel Regulations.

TERR’s-not submitted in accordance with the above cutoffs will be charged to departmental budgets inthe new. .. ...

fiscal year.
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important Notes
e Populate all parameters marked with an asterisk (*).

¢ Verify the data being entered is iiv the proper parameter format — for examp
date should be entered as 20110630 (YYYYMMDD).
e Verify mainframe access for that account, departmen or college.
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PAYROLL |

204 Thomas Boyd Hall, 578-3321

LY

Personngi Actions Forms [PAFs)
Personnel Action Forms !DAF:\ :\Ffar-hno sxpnenditures in FY 10-11 must be. proce scad H'Lrnlloh HRM and received . .
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by Payroll {RPAY status in HRS) no later than June 20" to ensure that all such charges are recorded in this fiscal
year. Forms routed to Payroll after June 20" will be charged to FY 11-12.

Wage Payryil |
The last Wage Payroll for FY11 will be expended on Vo 125-30 and cover the period June 4 — 17,2011, Fromthe .. __.
o Y ¥ T!_ *

125-30 voucher, Payrol! will accrue the payroll expense through June 30" by allocating 90% of Vo 125-30. The
accrual will appear on June ledgers as a transfer voucher; on the July iedgers, the accruai will be reversed.”

Student Payroll-—
The payroll expense for June 11 —~ 24, 2011 will be paid on Vo 015-17. Since the 015-17 voucher covers time

worked in June, this voucher will be charged to the 10-11 fiscal_year. From the 015-17 voucher, Payroll will

nth 1, e
accrue the payroil expense through june 30" by aliocating 40% of Vo 015-17. Th {

ledgers as a Transfer Voucher; on the July ledgers, the accrual will be reversed.

Supplemental Payroll
The final Supplemental Payroll for FY11l will be distributed on lune 30", Timesheets for the final June

. supplement are due by June 22™

SPONSORED PROGRAM ACCOUNTING
336 Thomas Boyd Hall, 578-5337

Billings/Invoices -
Due to agency imposed deadlines, LSU must submit June invoices on state accounts (a “4” in the 6" digit of the

P A

account number) from July 1, 2011 through Suly 15, 2013, in oider tomeet {hese deadiines; Sponsor ed Pr ografm -
Accounting {SPA) must bill from the official University Eedgers generated from the 1™ 6/30 cutoff {July 1%).

LSU must accrue alf salary, vendor and travel expenditures incurred in FY11. Since most state sponsors require
an accurate June invoice regardless of expiration date; it is essential thatyou ;}rumde written documentationte - -
your SPA Analyst of any items not reflected on the ledgers available on July 5° " including any items requested for

accrual.
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Agreements Expiring on June 30, 2011
For sponsored projects expiring on June 30, 2011, the requisitions must state that the sponsored agreement

expires on June 30, 2011.

As at any other time, supplies and services must be received on or hefore the snoncared agraemant axniras, in
particular, if a sponsored agreement expires on june 30, 2011, the suppiies and services musi be received by
June 30, 2011,
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