Cal State Fullerton

Office of the Vice President for Administration and Finance / Chief Financial Officer
657-278-2115 | vpadmin@fullerton.edu | adminfin.fullerton.edu

DATE: March 3, 2025
TO: Campus Employees
FROM: Alexander Porter

Vice President for Administration and Finance / Chief Financial Officer

SUBJECT: FY 2024 (07/01/2024 to 06/30/2025) Year-End Close Guidelines

In order to ensure the accuracy of the University’s financial records and the fiscal year-end
financial statements and to assure an efficient fiscal year-end close, the processing guidelines
attached to this memo have been established. All processes and timelines have been reviewed
and updated as appropriate to provide as much flexibility as possible to the campus community.

All documents are due by the close of business on the dates specified unless otherwise indicated.
All requests received after the specified deadline date will be processed in FY 2025 (07/01/2025
to 06/30/2026).

A year-end close workshop has been scheduled to provide an overview of the fiscal year-end
close regulations, timelines, and reporting requirements. The workshop will be conducted on
Monday, March 17, 2025, from 1:30 PM to 3:30 PM via Zoom. Registration is required to
attend.

Please feel free to disseminate this information to the appropriate individuals within your
organization. This memo will also be posted to the Financial Services website. Additional
communication reminders will be distributed throughout the process.

If you have any questions regarding the year-end close guidelines, please contact Laleh Graylee,
Senior Associate Vice President of Financial Services, at extension 2304, or by email at
lgraylee@fullerton.edu.

Enclosed: FY 2024-2025 Year-End Close Calendar
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FISCAL YEAR 2024 YEAR-END CLOSE CALENDAR
Current Fiscal Year: 2024 (07/01/2024 to 06/30/2025) New Fiscal Year: 2025 (07/01/2025 to 06/30/2026)

DEADLINES BY TIME TRANSACTION TYPE DESCRIPTION DEPT/LOC CONTACTS EXT EMAIL/DL
An overvite\:{ of tfhe fistc;ll year—enc.l cIose.tregu.IIIa:)ion;; timdelirle; and reporting requirements presented by T i GElhe 8474
Monday, March 17, 2025 1:30 PM Year-End Close Training representatives from the processing units will be oftered via zoom. https://fullerton.zoom.us/meeting/regis Justin Chan 8371 ASFR@fullerton.edu
ter/kvEiOyg-Si6wI7v76C5mMg Winnie Lin 4246
@ t FY h isiti 100,000 and ab hich ire f | biddi t b ived by Contract Contracts & Procurement
Friday, April 4, 2025 5:00 PM Purchase Requisitions IR (7 RS R s AU D] el (T [ R el e Dt il es 7 Cemia s Alex Rosales 2411 DL-C and P@fullerton.edu
& Procurement. CP-300
Friday, May 9, 2025 5:00 PM Purchase Requisitions & Change |Current FY purchase requisitions less than $100,000 and all change orders must be received by Contracts & Contracts & Procurement Alex Rosales 2411 DL-C and P@fullerton.edu
Orders Procurement. CP-300
A . New FY purchase requisitions can be entered in CFS where they will remain on hold until all current FY requisitions
Purchase Requisitions - New Fiscal L X . : Contracts & Procurement
Monday, May 12, 2025 7:00 AM Year are processed. New FY requisitions entered prior to this date will be cancelled by Contracts & Procurement. CP-300 Alex Rosales 2411 DL-C and P@fullerton.edu
All Il-related djust ts and ch for the ti iod prior to Friday, May 16, 2025 t be t di
Friday, May 16. 2025 5:00 PM Payroll Adjustments, Changes, Pay, b f:_yrg tretas pily’ at Jdus ments ant changes o(g_t € time perlod priorto Friday, iy 25, mustbe turnedin Payroll and Data Services Antoinette Roberts 2066 payroll@fullerton.ed
) ) : . . s . u .edu
L/ L/ Special Consultant Pay, Hire Forms Y this dateto be relected as a current year expenditure CP-700 Cassandra Granillo 4286 R
Deadline to submit check t f .P ts will be i d ior to Thursday, J 5,2025. Conti t
Friday. May 23, 2025 5:00 PM Direct Expense / Check Request et? .|tne ° S:J tn:jl (;] e(I:( requeiforms z::]/men S\g” © ISSU? toln orb?rlotr do' CL::rSS a\;, Sl fi .oln inueto Accounts Payable Alberto Contreras 3750 AP@fullerton.ed
iday, . : ) @fu .edu
\ y Forms submit completed check request forms so they can be appropriately obligated in and campus financia CP-300 Ry 3339
statements.
Deadline to submit all approved invoices for current FY to Accounts Payable. Payments will be issued on or prior to
. . Thursda?l, June 5, 202.5. Invoices received aft-er thls date, payme.nts may be issued after the first check run in the new RS Byl Alberto Contreras 3750
Friday, May 23, 2025 5:00 PM Invoices FY. Continue to submit current FY approved invoices ASAP or prior to Monday, June 30, 2025 so they can be ' AP@fullerton.edu
X . R X X CP-300 Kathleen Cariaga 3339
appropriately obligated in CFS and campus financial statements.
Approved Travel Expense Claims with receipts/supporting documentation received on or prior to the deadline date
e Bpense (s by Travel Operations may receive reimbursement on or prior to Thursday, June 5, 2025.
(Paper Claims for Student Business S | ine ] O, a7 IE Cla ith th iat Travel Operations
Friday, May 23, 2025 5:00 PM Travel Only - all employee travel or .rave oceurring |r.1 une: o su ,ml € approve raye xpense. aim W.I € appro.prla € 2 Zarita Moore 3543 Travel@fullerton.edu
. . receipts/documentation within 5 business days of completion of the trip. Continue to submit the approved travel CP-300
expense claims will be processed ) . ) ) )
expense claims ASAP so that expenses can be obligated in CFS and campus financial statements.
through Concur)
i RIS j.ast d3aoy tz(:);:bmlt approved travel requests with the appropriate documentation for travel dates between June 1 -
(Paper Travel Requests for Student S S ’
. Business Travel Only - all employee . . . . X . Travel Operations )
Friday, May 30, 2025 5:00 PM A list of open paper travel requests will be provided to the Provost Office on Friday, April 25, 2025. An updated open Zarita Moore 3543 Travel@fullerton.edu
travel requests should be processed o ) X X CP-300
Travel Request listing will be provided in June.
through Concur)
Travel Operations will start assigning travel document numbers for the new FY.
The deadline f bmissi f P IlE diture T fer F to Budget O ti i der to be reflected i Resource Planning & Budget
Tuesday, June 3, 2025 5:00 PM Payroll Expenditure Transfers (PET) = emaellsane B e el el i s el 1y bage. o Jai i (Bl srie os fisasa b . s Stacy Threatt 5168 Budget@fullerton.edu
current FY. CP-300
Last t FY A ts Payable check distribution. Accounts Payable Alberto Contreras 3750
Thursday, June 5, 2025 12:00 PM Last AP Check Run SEIE AR P AU RIS W Lls B e b , AP@fullerton.edu
CP-300 Kathleen Cariaga 3339
The deadline for submission of online budget transfer requests is 12:00 PM on Friday, June 6, 2025. Divisional
. Fi ial M tt thei tive FY 2024 Baseline Budget f dJ 30, 2025 loaded Resource Planning & Budget .
Friday, June 6, 2025 12:00 PM Budget Transfer Requests (BTR) |. inancialvianagers can expect to see their respective .ase Ine Budgets as o year en. une oade . = Jennifer Chung 3634 Budget@fullerton.edu
into CFS and OBIEE by July 31, 2025. Any changes may be submitted on a BTR for processing in August 2025. CP-300
Friday, June 13, 2025 00 P Iy FrendE) TrEnseeens Last da:l fodr Interagej:ncy F.ina:cial Trants?$tior;(IFT) requests to be submitted to the Chancellor's Office (CO) for AccountRing Sirvic(e;si;)inancial ora Nt s SFROfulerton edy
. g . eportin @ .
*per CO's deadlines (IFT) guaranteed processing prior to curren en p g guy!
CP-300
Last day to request a temporary limit increase for procurement card purchases to be posted in the current FY. Contracts & Procurement
Monday, June 16, 2025 5:00 PM Procurement Card (e-Business) Nikki Algarin-Chavarria 2411 Ebusiness@fullerton.edu
CP-300
All goods shipped on or before Friday, June 20, 2025 will be expensed to the current FY. Goods that are shipped on or Contracts & Procurement
Friday, June 20, 2025 5:00 PM Staples after Friday, June 20, 2025 will be expensed to the new FY. (e-Business) Nikki Algarin-Chavarria 2411 Ebusiness@fullerton.edu
CP-300
Last day to make a purchase with your procurement card to ensure that transactions are posted in the current FY. Contracts & Procurement
Friday, June 20, 2025 5:00 PM Procurement Card (e-Business) Nikki Algarin-Chavarria 2411 Ebusiness@fullerton.edu
CP-300
i tune 27, 202 00 P11 e st Rerest o veles (RAe;q:Re)sts for miscellaneous billing for current FY must be received by Accounting Services & Financial Reporting Accoun:{ing S:rvic;e:si:)inancial Nathan Le 4524 ASFROflerton ed
iday, Ju A g . eportin N @fu .edu
v (RFI) gL Winnie Lin 4246
CP-300
Deposit or Reimbursement to Submit checks for d it to the Cashier's Office by 12:00 PM. University Cashiers Joyce Cross 3656
Monday, June 30, 2025 12:00 PM posl . ,I ur n ubmit checks for deposit to the Cashier's Office by 12:0 Iverstty ! . v 4 DL-SBS Cashier@fullerton.edu
University Account GH-180 Diana Janzen 4248
Monday, June 30, 2025 12:00 PM Petty Cash Petty cash transactions (approved Disbursement Voucher) should be submitted to the Cashier's Office by 12:00 PM. University Cashiers {oyce Cross 3656 DL.SBS Cashier@fullerton.edu
GH-180 Diana Janzen 4248
Departments are reminded that all orders are to be delivered to Central Receiving. However, should an order be
delivered directly to your department, Receiving must be notified immediately. Send an email to Annie Ekshian in Shipping and Receivin
Monday, June 30, 2025 4:00 PM Receipt of Goods Receiving so the receipt can be appropriately recorded in CFS. Also please email Contracts & Procurement if goods _ g'l' 1100 s Annie Ekshian 7189 Aekshian@fullerton.edu
are to be returned to the vendor (i.e., incorrect/defective merchandise). The deadline to notify Receiving is 4:00 PM.
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Current Fiscal Year: 2024 (07/01/2024 to 06/30/2025)

FISCAL YEAR 2024 YEAR-END CLOSE CALENDAR

New Fiscal Year: 2025 (07/01/2025 to 06/30/2026)

DEADLINES BY TIME TRANSACTION TYPE DESCRIPTION DEPT/LOC CONTACTS EXT EMAIL/DL
Final day to approve Concur Expense Reports for P-Card for inclusion in current FY. Status in Concur must be Contracts & Procurement
Procurement Card - Concur i ) . - . . .
Monday, June 30, 2025 5:00 PM Aooroval "Approved & in Travel or C&P Review." (e-Business) Nikki Algarin-Chavarria 2411 Ebusiness@fullerton.edu
PP CP-300
Monday, June 30, 2025 5:00 PM Travel Expense Claims - Concur IFinaI day to anrove Concur Exper?se Reports for Travel for inclusion in current FY. Status in Concur must be Travel Operations Zarita Moore 3543 Travel@fullerton.edu
Approval 'Approved & in Travel or C&P Review." CP-300 Lrivel OF. lerton.er..
Deadline to submit electronic Expenditure Transfer Request forms with backup documentation to Accounting Accounting Services & Financial Sarah Neuven 7756
Tuesday, July 1, 2025 5:00 PM Expenditure Transfer Requests (ETR)|Services & Financial Reporting (ASFR) for current FY. Reporting (ASFR) Justin thn 8371 ASFR@fullerton.edu

CP-300
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