
 
 

MEMORANDUM 
From the Office of the Controller Tel. (804) 289-8162 

TO:  University Departments and Administrative Partners 

FROM:   Laurie F. Melville, Senior Associate Vice-President for Finance & Controller 

RE:   Fiscal Year 2025 - 2026 (FY26) Year-End Closing 

DATE:  May 18, 2026 

On behalf of the Controller’s Office, thank you for your continued partnership and dedication 
throughout the Workday transition. Your collaboration and feedback remain essential as we 
continue refining processes and improving workflows together.  
 
This document provides key closing dates and deadlines related to year-end: Adherence to the 
dates specified below is critical to supporting a smooth year-end close and successful audit season, 
especially as year-end processing volumes increase.  
 
Important reminders and preparation activities:  

• Allow sufficient time for all necessary approvals through Workday workflows, particularly any 
transactions that are cash or budget sensitive and require completion prior to June 30.  

• Please review your Cost Center Budget Report and Gift Budget Report daily. Investigate any 
unusual or incorrect transactions and resolve them as soon as possible.  

• Review all open Purchase Orders, create any outstanding receipts, and work with your Cost 
Center Procurement Specialist Level 2 contacts to ensure Purchase Orders are properly 
managed and closed. 

• Process any FY26 invoices for payment as soon as possible.  
• When restricted funds are available, they should be utilized first. 
• Banking activity, including incoming ACH and wire payments, will be recorded to FY26 if 

received by the bank on or before June 30.   All transactions received on or after July 01 will 
be recorded to the new fiscal year (FY27). 

• Gifts must be postmarked by June 30th or earlier to be recorded in the current fiscal year 
(FY26).  

• FY27 Budget will be available July 01. Budget Cash will roll over to FY27 by August 01. 

  



PURCHASING ACTIVITIES YEAR END GUIDANCE 
University purchasing activities will continue throughout year-end closing and into FY27. However, 
due to increased processing volumes, departments are encouraged to limit non-essential 
purchasing activity after June 15 when goods or services will not be received or paid prior to July. 

• Submit FY26 purchasing and payment requests as early as possible. 
• Enter receipts promptly for goods and services already received. 
• Review open purchase orders and close those no longer needed. 

Key Purchasing Deadlines 

ACTIVITY DATE DESCRIPTION 

New Supplier Requests June 5 Submit supplier setup requests needed for FY26 payments 
as early as possible. 

FY26 Purchase 
Requisitions June 15 

Please defer non-essential purchases to FY27 when 
possible if goods or services will not be received and 
invoiced prior to June 30. 

FY26 Supplier Invoice 
Requests (SIRs) June 15 SIRs requiring FY26 payment should be fully approved by 

this date. 

Procurement Card 
Verifications June 30 All FY26 Procurement Card transactions must be 

reconciled and approved. 

FY27 Purchase Orders 
Begin July 1 New FY27 purchase orders may be entered beginning July 1. 

 

EXPENSE REPORTS YEAR END GUIDANCE 
Expense reporting and reimbursement activities will continue throughout year-end closing. To 
support timely reimbursement processing and accurate fiscal year reporting, departments are 
encouraged to submit and approve FY26 expense reports as early as possible. 

Expense reports related to FY26 activity should use an expense date on or before June 30, 2026, 
even if submitted after June 30 and prior to the final year-end close in Workday. 

Key Expense Report Deadlines 

ACTIVITY DATE DESCRIPTION 

FY26 Expense Reports 
Due June 30 Submit FY26 expense reports requiring reimbursement 

processing prior to fiscal year-end. 

Travel Card 
Reconciliations Due June 30 All Travel Card credit card transactions dated before June 

30 must be reconciled on an Expense Report. 

FY26 Expense Report 
Approvals Due July 2 Expense reports for reimbursements or Travel Card 

reconciliation should be fully approved by this date. 



PAYROLL YEAR END GUIDANCE 
To support timely payroll processing and accurate fiscal year reporting, departments are 
encouraged to review and complete outstanding payroll activities, including timesheet approvals 
and payroll-related adjustments, as early as possible during year-end close. 

Key Payroll Deadlines 

ACTIVITY DATE DESCRIPTION 

Final FY26 Payroll Runs June 25 
All manual payroll run requests must be submitted by noon. 
Final FY26 payroll runs will occur on June 25, with the final 
FY26 pay date on June 30. 

Payroll Accounting 
Adjustments (PAA) Due July 6 

Submit FY26 Payroll Accounting Adjustments (PAA) to 
Payroll by this date.  Include the Office of Planning (OPB) 
and Budget liaison contact on the email request. 

 

KEY WEB RESOURCES 
University Finance Webpage - universityfinance.richmond.edu 

Get Help with Workday - https://workday.richmond.edu/get-help/index.html 

Deposit Form - https://universityfinance.richmond.edu/cashier/UR-Workday-Cashiers-Deposit-
Form-V2-1.pdf 

Procurement & Travel Card Reconciliations - https://universityfinance.richmond.edu/university-
credit-cards/index.html#reconciliation 

 

KEY CONTACTS 
Please reach out to the respective department Directors with questions or concerns:  

ACCOUNTING: Kim Winslow kim.winslow@richmond.edu 

ACCOUNTS PAYABLE & PAYROLL: Star Harris star.harris@richmond.edu 

ADVANCEMENT: Katie Bell katie.bell@richmond.edu 

BURSAR: Crystal LaVoie Lang crystal.lang@richmond.edu 

OPB: Catherine Fitzgerald cfitzger@richmond.edu 

PROCUREMENT: Wendy Burchard wburchar@richmond.edu 
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