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CHAPTER 11 – END OF YEAR PROCEDURES 
 
It is critical that transactions which are to be posted to the current fiscal year have an Approved status 
by the dates indicated below.   
 
A.  SAP CUT-OFF DATES  
 
Cut-off dates applicable to SAP transactions are listed below. These dates were developed to provide 
schools with as much time as possible to expend their funds in the fiscal year. 
 
Please visit the PSD website (http://psd/lausd.net/cut_0ff_date.asp) to find the SAP Cut-Off Dates as 
they become available. 
 
B. ADVANCE YEAR ORDERS  
 
Advance year orders are not allowed in SAP.  Purchase Orders encumber funds from the current fiscal 
year.  Open Purchase Orders that carry over into the next fiscal year encumber funds from the new 
fiscal year. 
 
C. GOODS RECEIPTS 
 
Schools and offices are required to acknowledge receipt of goods and services online by entering a 
Goods Receipt in SAP.  Schools and offices should not submit the signed copies of Purchase Orders as a 
“receiver document” for items or services delivered and received.   
 
To ensure that fiscal year expenditures are charged appropriately, Accounts Payable Branch requires 
that online receivers for deliveries made or services rendered during the fiscal year be entered and 
accepted in SAP no later than 4:30 p.m. on the last business day in June. 
 
D. YEAR-END P-CARD/TRAVEL ACCOUNT PROCEDURES 
 
Cut-off dates applicable to P-Card/Travel accounts will be determined each fiscal year and will 
be posted on the P-Card website and communicated to cardholders. These dates will be 
designated to provide schools with as much time as possible to expend their funds in the fiscal 
year and to ensure that their purchases are correctly charged to budgets. 
 
Please visit the P-Card website (http://pcard.lausd.net) to find the P-Card/Travel Account Cut-
Off Dates as they become available. 
To ensure proper recording of P-Card/Travel Account charges all charges must be reconciled 
in  SAP before designated reconciliation date by 3:00 p.m.  The SAP reconciliation system will 
be off-line and unavailable after  3:00 p.m. on the reconciliation deadline.  
 
Cardholders are responsible to ensure that any outstanding P-Card/Travel Account purchases 
are billed from the vendor and reconciled on-line before 3:00 p.m. on the reconciliation 
deadline.  Any purchases that do not have a status of “posted” or “cleared” in SAP by 3:00 p.m. 
on the deadline will be charged to the following fiscal year’s budget. 
 
Approving Officials must review all transactions for end of year.   
 
If the cardholders do not reconcile their transactions by end of year, and/or the Approving 
Official does not review all the Cardholder’s transactions, the P-Card/Travel Account purchases 

http://psd/lausd.net
http://pcard.lausd.net/


November 2014 
6

th
 Edition  Page 79 

may be charged to default funding lines provided to the P-Card Unit by Budget Services Division 
for the purpose of force reconciliation, additionally cards may not be reinstated for the following 
fiscal year.   See the P-Card website for the current fiscal year’s designated default funding lines. 
 
 


