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TITLE: Final Payment of Bills for Fiscal Year 2024-25 ROUTING 

All Locations 
NUMBER: REF-3640.19  

ISSUER: Ernie Thomas, Controller 
Accounting and Disbursements Division 

 

DATE: April 7, 2025  

 
PURPOSE: 
 
 
 
 
 
MAJOR 
CHANGES: 

 
This Reference Guide provides important deadlines and instructions to ensure 
that all expenditures for Fiscal Year (FY) 2024-25 are properly recorded. 
Expenditures are charged to FY 2024-25 only if goods or services are received 
on or before June 30, 2025, AND a Goods Receipt (GR) is posted in the SAP 
Financial System on or before that date. 
 
This Reference Guide has been updated to include the FY 2024-25 due dates 
and references. 
 

INSTRUCTIONS: To enable prompt payments: 

• Schools and offices must process an online GR as soon as the ordered 
items and/or services are received. 

• For assistance, please contact your Procurement Services Division 
(PSD) – Regional Buying Teams:   

 

 

 
 

 

 

 

  
 
 
Important: Entering Goods Receipt (GR) for ordered items and/or services 
before they are actually delivered is a violation of District policy and may lead 
to disciplinary action against the administrator. The GR process should not be 
used to carry over funds. 

Region Email 

East SCSCeast@lausd.net 

South SCSCsouth@lausd.net 

West SCSCwest@lausd.net 

North SCSCnorth@lausd.net 

Beaudry and     
Non-School Sites 

cs.stores@lausd.net 

(562) 654-9009  

mailto:SCSCeast@lausd.net
mailto:SCSCsouth@lausd.net
mailto:SCSCwest@lausd.net
mailto:SCSCnorth@lausd.net
mailto:cs.stores@lausd.net
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The following deadlines are for processing or submitting required documents 
for complete or partial payments and recording of expenditures in the  
FY 2024-25: 

 

TRANSACTION 
TYPE 

REQUIRED 
DOCUMENTS CUT-OFF 

CONTACT  FOR 
ASSISTANCE 

Purchase Order 

Goods Receipt 
(GR) posted in  
SAP Financial 

System 

06/30/2025 

Procurement 
Services Support 
Center 
https://www.lausd.
org/Page/19812 

Imprest  
Claim Online 

Reimbursement * 

Receipts, Field  
Trip, Travel 

Request form 

05/23/2025 
(to Title I 

Office 
Universal 
Worklist) 

fsep@lausd.net 

Travel Request, 
Donation form and 

Field Trip form 

06/10/2025 
(to Accounts 

Payable 
Universal 
Worklist) 

accounts.payable
@lausd.net 

Travel  
Expense Claim ** 

Travel Request 
Entries into 

Concur System 
(Travel Desk) 

05/23/2025 procurement.travel
desk@lausd.net 

Travel Claim 
Reimbursement 

Request in 
Concur 

06/10/2025 
accounts.payable
@lausd.net 

 
For P-Card and T-Card deadlines, refer to MEM-6016.12, 2024-2025 
Procurement Year-End Closing Timelines, dated March 10, 2025 

*  Approved Imprest claim reimbursement requires supporting 
documents (e.g. 10.12 Travel Request Form, Donation Form, Field 
Trip Form). 

** Approved Travel claim reimbursement requires supporting documents    
    (e.g. receipt). 

https://www.lausd.org/Page/19812
https://www.lausd.org/Page/19812
mailto:fsep@lausd.net
mailto:accounts.payable@lausd.net
mailto:accounts.payable@lausd.net
mailto:accounts.payable@lausd.net
mailto:procurement.traveldesk@lausd.net
mailto:procurement.traveldesk@lausd.net
mailto:procurement.traveldesk@lausd.net
mailto:accounts.payable@lausd.net
mailto:accounts.payable@lausd.net
mailto:accounts.payable@lausd.net
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 REMINDERS: 

 
1. To view the full list of open purchase orders, refer to the resource on How 

to Create a Pre-Packed Report. Acknowledge receipt of items and/or 
services by completing the necessary Goods Receipt (GR) process.   
 

2. If you processed the GR and no invoice has been charged to the PO, 
please contact the vendor and request that they submit the invoice 
(referencing the purchase order number) in PDF format to Accounts 
Payable at invoices@lausd.net. 

 
3. Imprest claims approved by the Federal and State Education Program 

Office’s (FSEP) must be submitted to the Accounts Payable Universal 
Worklist (UWL) no later than 4:30 p.m. on June 10, 2025. 

 
4. If there are any unresolved questions or funding errors on Imprest or travel 

claims after the cut-off dates, expenses may be charged to the following 
fiscal year. 

 
5. Imprest or travel claims with insufficient funds will be partially reimbursed 

based on available budget. Unpaid portions must be resubmitted next fiscal 
year. 

 
6. Imprest Administrators who are retiring, changing assignments, or 

locations must: 
• Reconcile and clear their Imprest Fund Account by submitting a closing 

claim. 
• Returning a check for any unspent funds to the Accounts Payable 

Branch.  
• Update Bank Signature Card Form (form available by sending email to 

Other Accounting Services at Treasury@lausd.net).  
 

RELATED 
RESOURCES: 

• Procurement Manual, 10th Edition, dated September 2023 
• MEM-6016.12, 2024-2025 P rocurement Year-End Closing Timelines, 

dated March 10,2025 
• MEM-2464.21,  Carryover Practices for School Account Balances as of 

June 30, 2025 for SY 2025-26, dated January 6, 2025 
• REF-1706.4,  Imprest Funds, dated September 15, 2015 
• Guided Buying: How to Create a Goods Receipt Transaction 
• How to Create a Pre-Packed Report at 

lausd.org/cms/lib/CA01000043/Centricity/Domain/98/How_to_Create_a_P
repackaged_Report_from_GB_and_P2P-User_Training.mp4 

mailto:invoices@lausd.net
mailto:Treasury@lausd.net
https://www.lausd.org/cms/lib/CA01000043/Centricity/Domain/98/Procurement_Manual_10th_Edition.pdf
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Flausd.csod.com%2Fui%2Flms-learning-details%2Fapp%2Fcourse%2F1d99e809-e436-5460-bca7-425178da28ec&data=05%7C02%7Cchrista.crawford%40lausd.net%7C1266944b26bb4d214eca08dd7094e1c9%7C042a40a1b1284ac48648016ffa121487%7C0%7C0%7C638790506926821490%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=t5WDY%2BmpPgrSKWq5%2BPVI7TV5kTz1mkOrGV6GoLznuN4%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lausd.org%2Fcms%2Flib%2FCA01000043%2FCentricity%2FDomain%2F98%2FHow_to_Create_a_Prepackaged_Report_from_GB_and_P2P-User_Training.mp4&data=05%7C02%7Cchrista.crawford%40lausd.net%7C1266944b26bb4d214eca08dd7094e1c9%7C042a40a1b1284ac48648016ffa121487%7C0%7C0%7C638790506926853339%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=XuTX8KKt2ram1KOvzt2hfnothNKIbAXLweonN6KjkYE%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lausd.org%2Fcms%2Flib%2FCA01000043%2FCentricity%2FDomain%2F98%2FHow_to_Create_a_Prepackaged_Report_from_GB_and_P2P-User_Training.mp4&data=05%7C02%7Cchrista.crawford%40lausd.net%7C1266944b26bb4d214eca08dd7094e1c9%7C042a40a1b1284ac48648016ffa121487%7C0%7C0%7C638790506926853339%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=XuTX8KKt2ram1KOvzt2hfnothNKIbAXLweonN6KjkYE%3D&reserved=0
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ASSISTANCE: For assistance or further information, please contact: 

• Procurement Regional Buying Teams at https://www.lausd.org/Page/19850 
• P-Card Unit at (562) 654-9401 or P-Card Representative listed 

online at https://www.lausd.org/Page/19809 
• Travel Desk at (562) 654-9058 or procurement.traveldesk@lausd.net 
• School Fiscal Specialist or assigned Fiscal staff (offices) 
• Accounts Payable Customer Service Center at (213) 241-4800 or 

accounts.payable@lausd.net. 
• Other Accounting Services for Bank Signature Card questions at  

(213) 241-7989 or Treasury@lausd.net 
• Library and Textbook Support at (213) 241-2733 or textbooks@.lausd.net 

 

https://www.lausd.org/Page/19850
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lausd.org%2FPage%2F19809&data=05%7C02%7Cbeatriz.rios%40lausd.net%7C906a34d1cebc48880ad508dc3721ec25%7C042a40a1b1284ac48648016ffa121487%7C0%7C0%7C638445866029070636%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=ptEtfhFBE92G3gz7l5joZBylFVBgZKFQkgjWYojn%2FH4%3D&reserved=0
mailto:procurement.traveldesk@lausd.net
mailto:accounts.payable@lausd.net
mailto:Treasury@lausd.net
mailto:textbooks@.lausd.net

