
Expense Report 101 for Year-End 

To ensure a smooth year-end close-out, please follow these guidelines for credit card expense 
reporting: 

Key Deadlines 

• All credit card transactions dated on or before 6/30/25 must be included on a JUNE-
dated expense report.

• These reports must be submitted and fully approved by July 11, 2025. Due to holidays
vacation and quick turnaround needed, please do this EARLY!

Important Notes 

• Transactions made on 6/30 may not appear in your expense queue until around 7/3.
o To avoid delays, consider avoiding credit card charges in the final

days of June.

• When reconciling June transactions in July (for example on July 7th), the expense report
will default to the current date.

o You must manually change the report date to a June date when
reconciling June charges.



• If your credit card purchase is for a FY26 transaction ( Sept plane ticket, August 
Conference), please code to the Expense Item Prepaid/Deferred Expense for Next 
Fiscal Year and enter the Expense Item to be used in FY26 in the Expense Item for Next 
Fiscal Year field. 

 

For July Transactions 

• Any charges made on or after July 1st should be reported on a separate, JULY-dated 
expense report. OK to let the date default. 
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