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General Accounting AGENDA
 Importance of the Fiscal Year-end Financial close 
 Expense Accruals
 Accounts Receivable
 Prepaid Expenses
 Year-end payroll adjustments and salary accruals 
 Expense transfer deadlines and procedures
 Lease Survey
 Questions
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Importance of the Fiscal Year-End Financial 
Close 

• The University follows Generally Accepted Accounting Principles (GAAP) which require that we follow 
accrual based accounting

• Each year the University’s external auditors audit the University’s financial statements to assess if they 
are materially correct, complete, and recorded in accordance with GAAP

• This is why it is so important for all departments to follow the fiscal year-end processes and deadlines
Terms
• An Accrual is a means of recording either:

I. Revenues that have been earned, but not yet recorded or received
II. Expenses that have been incurred, but not yet invoiced or paid

• An Accrual allows the University’s financial statements to accurately reflect current fiscal year revenues 
and expenses that pertain to the FY25 period ending on June 30, 2025.

• Revenue and expense accruals allow Loyola departments to accurately reflect the true revenue or 
expense regardless of when payments are made or received. 
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Presenter Notes
Presentation Notes

Loyola follows GAAP (Generally Accepted Accounting Principles) which require that we follow accrual-based accounting - Accrual based accounting recognizes revenue when it’s earned and expenses when incurred, not when money actually changes hands.  It’s important for all departments to follow the fiscal year-end processes and deadlines, we are audited each year by an external audit firm that assess whether our financial statements are correct, complete, and transactions are recorded in accordance with GAAP.

Two types of accruals that we need to record.

The first type of accrual is for revenues that have been earned, but we haven’t recorded the revenue or received payment.  We should record the revenue as income for FY25, and set up a receivable for the payment that has not been received as of 6/30.

The second type of accrual is accruing for expenses that have been incurred, but we do not have the invoice nor has the invoice been paid.  Expenses being paid in July that relate to goods or services received in FY25 should be accrued to FY25.  An example would be catering costs for a conference taking place on June 29.  We should record the expense in FY25, and set-up a liability/payable to represent the payment we still owe to the vendor.  
  
This allows the University financial statements to accurately reflect the current year revenue and expense. 


EXAMPLE if needed:
To give an example, let’s say we hold an event on June 29 that has a registration fee, but not all attendees have paid for their ticket.  We should recognize the revenue for all the registration fees, and set up a receivable for the portion that has not yet been paid for.  This is discussed in more detail later on in the presentation



Expense Accruals – General Accounting
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What does my department do if they know of an outstanding expense for 
FY25, but do not have an invoice to submit by the AP deadlines? 
• Expense Accruals should be sent to General Accounting when you do not 

have an invoice in order to complete a payment requisition form.  These are 
for expenses that have been incurred, but perhaps the vendor has not yet 
provided a bill or invoice.

• Utilize the Expense Accrual Form to set up an accrual for the best estimate of 
the amount owed.  Include documentation on how the estimated expense 
was determined.  

• FY25 Expense accruals are due by Friday, July 11th

• If you receive an invoice in July after you submit an expense accrual, please submit the 
invoice to AP and note on the payment requisition that an expense accrual was 
submitted already
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Presenter Notes
Presentation Notes
Expense Accurals – If you know of an outstanding expense for FY25 but don’t have the invoice to submit by the AP deadlines.  Submit an expense accrual form to the accounting inbox for general accounting to record  (mention follow up – do not send twice)  These are expenses you know you have incurred prior to June 30.  If you don’t know the exact amount, estimates are accepted, but need reasonable support. It’s necessary to accrue this expense so it’s properly recognized in FY25.




An Expense Accrual is when an expense is recognized in the books, but the University has not made the payment before the fiscal year closes on June 30th. 
Only expenses for services rendered or goods received by June 30th AND when the invoice has not been submitted for payment will need an expense accrual.
Expense accruals are only needed if the invoice was not posted by July 1st, which is AP’s June closing date. 
Please adhere to the AP cut off dates as much as possible
Accounts Payable will make every effort to accrue the payment requests that are submitted by the cut-off date.  
After the July 9th cut-off date, continue to send FY24 Payment requisitions to Accounts Payable.  Do not send requisitions/invoices to General Accounting for accrual.  Accounts Payable will review payment requests submitted after the cut-off to determine if the nature / dollar value of the payment warrants an accrual. 


https://www.luc.edu/media/lucedu/finance/documents/year_end_accrual_form.xlsm


Expense Accrual Example – No Invoice Available
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Reminders: 
1) Submit form to accounting@luc.edu in Excel format only
2) Attach documentation that supports expense amount if no invoice available
3) Do NOT send in an expense accrual form if you have sent in the invoice to Accounts Payable for processing
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Presenter Notes
Presentation Notes
Here’s an example an Expense Accrual form, remember to submit the form in Excel format not as a pdf, attach the proper documentation and do not send the expense accrual form if you have sent the invoice to accounts payable for processing.  
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Accounts Receivable 
• Accounts Receivable transactions should be set up for services rendered or 

goods provided as of 6/30/2024, for which LUC has not received a payment 
from the customer by June 30th.  This allows LUC to recognize revenue in 
FY25 when it has been earned, regardless of when the payment is received 
from the customer.  

• FY25 Accounts Receivable forms are due by Tuesday, July 8th, 2025.
• What happens if I forget to submit an Accounts Receivable Form? 

• If you were not paid in FY25 for revenue earned in that year, your 
revenue will be understated, and this affects revenue reporting for LUC. 

• If you deposit the payment into FY26, your FY26 revenue will be 
overstated 
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Presenter Notes
Presentation Notes
If you are aware of any revenue that will be received in FY25 but relates to FY24, submit an accounts receivable form so the revenue will be recorded in the correct Fiscal year.  This allows Loyola to recognize the revenue when it’s earned, regardless of when the payment is received.
Forms should be submitted to the accounting inbox by July 8th.
If you forget to submit the form, and
If you were not paid in FY24 for revenue earned, your FY24 revenue will be understated
Second, your FY25 revenue will be overstated if you deposit the payment into FY25 because it was earned in FY24



Accounts Receivable Example

Reminders: 
1) Submit form to accounting@luc.edu in Excel format only
2) Attach documentation that supports the revenue receivable, such as an invoice sent to customer
3) When depositing the payment for this revenue in following fiscal year, deposit to the same revenue account 
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Presenter Notes
Presentation Notes
Here’s a sample of the accounts receivable form which contains the required information
Reminders 
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End of the Year Revenue Review

• Take a close look at your revenue accounts between now and June 
30th, and confirm that any recent deposits being made are for FY25 

• If you received an advanced payment or deposit on a service that has 
yet to be provided by June 30th, please move the deposit to deferred 
revenue

• Think about what the revenue is for and if your department has 
“earned” the revenue by providing the service

• Example: Department A has an agreement with ABC Company to provide an 
educational program that starts July 5th and ends August 30th. ABC Company 
paid Department A the entire $25,000 fee for the program on June 28th, 2025. 

• Does this revenue need to be deferred to FY26? 
• What if the program starts June 15th instead of July 5th? 
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Presenter Notes
Presentation Notes
-To ensure that your FY24 revenue is booked correctly, please review your revenue accounts between now and June 30th to confirm any recent deposits are recorded correctly.             
Any advanced payments or deposits for services to be provided after June 30th should be moved to deferred revenue because the revenue wasn’t earned in FY24.  This would be for any events taking place in FY25 , but we received payment prior to June 30th.

For example, if you a department has an agreement with a company to provide a program starting on July 5th but receives the full payment in June, this revenue should be deferred because it wasn’t earned in FY24. 
If the program starts in June, you don’t have to defer the revenue.





Revenue Deferrals
• Revenue received prior to June 30th for programs or services that occur in FY 

2026 must be deferred to the new fiscal year using account code 2210, 
Deferred Revenue

• How does a department “defer” their revenue to the next Fiscal Year?
     Answer: There are two ways to defer revenue

1) Between now and June 30th, deposit funds pertaining to FY26 directly to account code 
2210, Deferred Revenue, this will ensure the funds are not recognized as FY25 revenue

• FY26 TO DO: Submit a GL Transfer (formerly Expense Transfer) in FY26 to transfer revenue out of deferred 
revenue to the proper revenue account

2) Submit the revenue deferral form to Accounting if revenue was deposited to a current 
year account and account 2210 was not used initially during the deposit process. 

• Automatically posts to correct account in FY26 
- Example: Conference registration received prior to June 30, but conference takes place in October 2025 
(FY26) 

• Revenue deferrals must be received by Wednesday, July 9th, 2025
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What happens if we don’t defer revenue and 
everything is deposited into the current year?

• Failure to deposit revenue into the correct year can cause 
multiple issues:

• Your FY25 revenue will be overstated if you incorrectly deposit FY26 funds 
into this year

• If you rely on your FY26 revenue to cover your spending in FY26, you will not 
have that revenue available in FY26, leads to budget issues

• Can the University give us back any revenue we inadvertently left 
in FY25 that was meant for FY26? 

• No, we cannot adjust FY26 for transactions recorded in FY25
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Revenue Deferral Example

Reminders: 
1) Submit form to accounting@luc.edu in Excel format only
2) Attach documentation that supports the revenue deferral, such as BI report showing original deposit
3) The transactions above will be reversed in the following fiscal year and your revenue will be transferred 

accordingly 11
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Prepaid Expenses
• If an invoice is paid in FY25 which relates to goods, services, conference travel, or events taking 

place in FY26, expenses should be submitted using account 1810 (Prepaid Expense), from now 
until June 30th, 2025. Instruct AP to code the expense to account 1810 and list in the comment 
section that it is for FY26 and the expense account (6XXX). See example below:

• If you recognize an item in your expense account prior to year end relating to FY26, submit a GL 
transfer (formerly expense transfer) form to move the expense out of this year’s expense budget into 
account 1810. 

• Common examples of prepaid expenses include:
• Deposits on venues for events taking place after June 30th

• Subscription payments that cover periods after July 1st 
• Payments on travel or other activities taking place after July 1st 
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Presenter Notes
Presentation Notes
What is a prepaid expense?  Payments for future expenses that are paid in advance, for goods, services, events. Etc.  If you are requesting payment of an invoice in FY24 for FY25 events, use code 1810 – Prepaid expenses and enter the FY25 expense account number in the comment box.

In reviewing your expense accounts, you find that an expense has been coded to FY24 that belongs in FY25, submit a GL (formerly expense_ transfer form so it can be moved to prepaid expense.
 



Year End Payroll Adjustments & Salary Accruals
• Review salary accounting units (AU) for the year, make sure that expenses are in 

the correct AU. 
• Please review your salary accounts in May and early June to make sure your 

summer faculty payments are being charged to the correct AU-Accounts. Summer 
faculty salary should be charged to the specific summer salary accounts (5026 or 
5031). If they are not booked correctly, please contact HR to correct the future 
payments, and submit a Salary Transfer Request as soon as possible to Gen Acct 
to move the payments already booked. 

• Any salary changes should be made with the Salary Transfer Request Form, NOT 
the standard expense transfer form. Any adjustments must be received by 
Wednesday, June 11th, 2025, NO EXCEPTIONS.

• Friday June 6th, 2025 will be the last pay date that can be adjusted in FY25
• The University will post payroll expense for the fiscal year through June 28th .
• Please follow Sponsored Program Accounting’s year-end payroll adjustment 

deadlines for any corrections involving Gift or Grant AUs. 
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Presenter Notes
Presentation Notes
Please begin reviewing your salary accounts now to ensure expenses booked year to date are correct. Please do not wait until the last minute to correct salary that has been misbooked for months. Transfers can only be done 90 days from the end of the month in which the misbooked transactions occurred.

If you are transferring salary to an Endowment AU, please remember that fringe benefits will be allocated after the salary transfer is booked keep this in mind so you do not overspend the endowment. 

Also for salary charged to grants, SPA payroll adjustments are due earlier – General Accounting cannot process! Do not send to us after you miss the SPA due date.  SPA will discuss this policy in more detail during their presentation

To correct future payments, please contact HR to update where the salary is posting to 

To move the payments already booked, submit a Salary Transfer Request as soon as possible to Gen Acct. Link and picture of the form is on the next slide so you can see the difference.

Please review your salary accounts in May and early June to make sure your summer faculty payments are being charged to the correct AU-Accounts. Summer faculty salary should be charged to the specific summer salary accounts (5026 or 5031). If they are not booked correctly, please contact HR to correct the future payments, and submit a Salary Transfer Request as soon as possible to Gen Acct to move the payments already booked. 

Summer faculty salary will be accrued by General Accounting, do not send any accruals including these expenses. 

General Accounting will also be posting a two-week salary accrual for bi-weekly employees since the last pay period of FY24 ends on June 28th.  This accrual will be based off the prior biweekly payroll posted in the GL.  




General Accounting Salary Transfer Request Form

Email Salary Transfer Request form to Christine Fraczkowski at 
cfraczkowski@luc.edu
Salary Transfers involving SPA AUs must be sent to SPA directly. 

 

L O Y O L A  U N I V E R S I T Y  C H I C A G O 14

Presenter Notes
Presentation Notes
https://www.luc.edu/finance/forms.shtml

This is a snapshot of the Salary Transfer Request Form with is different from the GL (Expense) Transfer form.  You want to complete this form and send it to Christine in General Accounting.


https://www.luc.edu/media/lucedu/finance/documents/General_Accounting_Salary_Transfer_Request.xlsx
mailto:cfraczkowski@luc.edu


GL (Expense) Transfer Procedures - Accounting
1) Expense transfers should be submitted in the Microsoft Excel template with accompanying 
documentation to substantiate the transfer.

• Expense transfers submitted without documentation will be returned to the requestor and will not be 
processed until resubmitted with proper documentation.

2) Please combine expense transfers to the extent possible, especially when sending in transfers for 
small dollar amounts. The volume of transfers at year-end is large and we appreciate your efforts in 
consolidating transfers. 
Example: transferring $10,000 in expenses from Operating AU to Endowment AU. The support would 
include the Operating AU report and show that the AU has at least $10,000 in expenses. 

3) Do not send in expense transfers for items that have not yet been posted to the general ledger.  
These transfers will be returned and require re-submission for posting.    
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Presenter Notes
Presentation Notes
These are the procedures for GL/expense transfers, the notable items are: 1)  Transfer are to be submitted in Excel, not pdf and you must include the proper documentation or it will it will be returned for proper documentation. 2) Combine expense transfers for small amounts when possible,  3) For large transfers, use account 6835 for lump sum amounts between AUs where the detail isn’t necessary.

Occasionally, staff will submit transfers before the expense is posted to the general ledger. These are usually where they submitted the invoice and it hasn’t been paid yet, or Procard charges which haven’t been booked yet. So, you have to hold the transfer until the expense is booked.





Example if needed:

These are usually situations where another department is supposed to cover the expense. We've seen some where Dept A says they're paying for an event Dept B hosted and Dept B gives them the account, but the invoices aren’t paid yet.



Upcoming GL (Expense Transfer) Deadlines
May Deadline:
• Expense transfers to clean up/reconcile FY25 activity prior to May 31st 

should be submitted by no later than Monday, June 2nd, 2025.
- Reminder: We are only processing transfers for items not older than 60 days, so 

during the month of May we will only process transactions that occurred in 
March/April/May. 

June Deadline: 
• The deadline for June journal entries and GL (expense) transfers will be 

Monday, July 7th, 2025. 
• GL (expense) transfers are not meant to replace the review of Procard 

transactions in Visa Spend Clarity.  Please review the expenses of your card 
holders and where they are being charged prior to the final Procard 
download on Wednesday, July 2, 2025, at Noon. 
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Presenter Notes
Presentation Notes
Please start reviewing your AUs and accounts immediately and process all needed transfers now.

-All FY24 cleanup should be start before June begins.  
 
-All transfers  for FY activity prior to May 31st should be submitted by June 3rd  ( These would be transactions that occurred in March, April & May)

_Transfers for June activity is due July 8th 

-If your department needs to make FY24 “cleanup” adjustments, please combine on one entry. Do not submit separate entries for small amounts. 
-
Keep in mind that GL (expense) transfer are not meant to replace the review of Procard transactions, you’ll need to review those expenses prior to the final procard download on Friday, June 28th.



Lease Survey
• Accounting Standards Update (ASU) No. 2016-02, Leases (Topic 842) 

adopted in FY21
• A Lease is a contract, or part of a contract, that conveys the right to 

control the use of identified property, plant, or equipment (an 
identified asset) for a period of time in exchange for consideration.

• Lease Survey will be sent out by June 6th
To determine potential agreements that should be considered as a lease i.e. LUC, as 

the lessee, has the right to control the use of an identified asset
To obtain information to be included in the Notes to the Financial Statements 

required by the ASU

• Please complete the Lease Survey by June 20th.
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Presenter Notes
Presentation Notes
The purpose of the Lease Survey is to determine potential agreements that should be considered as a lease and to obtain information that’s required to be included in the Notes to the Financial Statements.

Questions on the survey:

Do you make periodic payments in exchange for physically distinct asset(s) for a period greater than 1 year and the estimated cost of the asset is greater than $5,000? (EXAMPLE: You or a department representative signed a multi-year agreement in which you will pay a monthly fee from your department budget to use a vehicle or a piece of equipment.)

Yes, please provide details: a) asset description; b) AU and Account charged for the expense; and c) amount of periodic payments. Also, please send a copy of the agreement to yhsiao@luc.edu.
No.

2) Do you make payments for a usable space on a periodic basis and the agreement is for a period greater than 1 year? (EXAMPLE: Your department rents an office or space in a building LUC does not own and pays rent on this space.)
 Yes, please provide details: a) description and location of space; b) AU and Account charged for the expense; and c) amount of periodic payments, Also, please send a copy of the agreement to yhsiao@luc.edu.




General Accounting Form Links 
All Forms:
https://www.luc.edu/finance/forms.shtml

GL (Expense) Transfer form:
https://www.luc.edu/media/lucedu/finance/documents/exptrans.xlsm

Year End Accrual form (Expense Accrual/Accounts Receivable/Revenue Deferral): 
https://www.luc.edu/media/lucedu/finance/documents/year_end_accrual_form.xlsm
********************************************************************************

Fiscal Year 2025 Year-end Presentations for all departments
https://www.luc.edu/finance/fiscalyear-endinformation/
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https://www.luc.edu/media/lucedu/finance/documents/exptrans.xlsm
https://www.luc.edu/media/lucedu/finance/documents/year_end_accrual_form.xlsm
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QUESTIONS?

LOOKING AHEAD: LOOK OUT FOR THE FINANCIAL SERVICES FY25 YEAR-END DEADLINES 
ANNOUNCEMENT TO BE SENT OUT ON MAY 16TH

LUie Chatbot - Loyola's Digital Assistant/Chatbot has recently been updated to include frequently asked financial 
questions. LUie now appears on the Finance, SPA and Purchasing webpages. Feel free to ask him a question today!
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https://www.luc.edu/finance/index.shtml


Thank you for joining us today!

FISCAL YEAR-END 2025
INFORMATION SESSION
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