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Expense accruals must be submitted to Fiscal Services per instructions below in order to ensure that 
expenses are charged against the appropriate project budget year. If your project year coincides 
with the CSUB fiscal year, be sure to adhere to the Fiscal Services year-end document processing 
deadlines that are provided by Fiscal Services in May and June each year in the “Year-End 
Calendar” memo. If an expense is not charged during the appropriate time frame, Fiscal Services 
will not approve the charge to be included in the Fiscal Report for the project/budget year. 
This could result in an inaccurate representation of your project’s progress and possibly limit the 
funds available for your use. 

 
Accruals: 
Accrual-based accounting means that transactions are recorded in the periods in which they are 
incurred rather than when they are paid or received. Project revenues are on an accrual basis and 
are posted to your project when they are invoiced as opposed to when they are received. Revenues 
are seen as a negative amount, or credit, in the Actual column when you run a Revenue and 
Expense Report in PeopleSoft. However, expenses are posted to your project during the year on a 
cash-basis, i.e., at the time they are paid (as a positive amount). 
 
Near the end of your project year, it is your responsibility to see that all expenses that apply to your 
current project year that have not yet hit the system are recorded to your project by accruing them; 
this will ensure that Accounts Receivable (Student Financial Services) bills the funding agent 
(sponsor) for the expenses in the correct time period. Sponsors often refer to accruals as “Obligated 
Funds.” See Accrual List, and Year-End and Project Closeout accounting instructions below.  
 
Items that you need to accrue include: One-Time Payroll and benefits (Special Consultants, Faculty 
Additional Employment, Stipends, Student Assistants, Hourly employees, and Release Time); any 
direct pay forms, travel claims, Pro-Card statements, Office Max purchases, and chargebacks for 
expenses such as IKON, reprographics, facilities usage, and telephone that have not yet been 
recorded; and encumbrances (see below) that will be paid within the next month and apply to the 
project year. 
 
Accruals for regular payroll and unbilled revenues will be posted by Fiscal Services. 
 
Encumbrances: 
An encumbrance is a form of accrual which is made at the time the claim or liability is attached to the 
project and which lessens the available budget balance. When you process an Intra-Office 
Requisition to place an order, the expense has not yet been paid, so an encumbrance is posted to 
the project. Also, an encumbrance may be incurred by a project entering into an agreement or 
subcontract with a third party. These agreements or subcontracts are prepared by the Procurement 
Office who will assign a Purchase Order for a specific amount, and this amount is posted as an 
encumbrance. You will see the encumbrance in your PeopleSoft CFS Report/Legacy Query as a 
positive amount in the Encumbered (Enc) column. As expenses are paid to the vendor, the 
corresponding portion of the encumbrance will be “relieved” or reversed. The reversal will appear as 
a negative amount in the Encumbered column on the query, and the corresponding positive expense 
amount will appear as an “Actual.” Encumbrances are not automatically accrued, so if a portion of 
the encumbrance applies to the project year that is closing, you will need to accrue it. 
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Year-End Accounting: 
When the end of your project year approaches, it is important to keep the accrual and encumbrance 
process in mind in order to be certain that remaining expenditures for that project year are recorded 
and avoid the expenses falling into the next project year. If your project year coincides with the 
CSUB fiscal year, be sure to adhere to the Fiscal Services year-end document processing deadlines 
that are provided by Fiscal Services in May and June each year in the “Year-End Calendar” memo. 
By following these deadlines the charges will be processed during the appropriate time frame, thus 
reducing the number of accruals you will have to track. You must assure that the expenses are 
invoiced to the sponsor for the appropriate budget year to prevent short-changing your budget for 
the following year, so contact the GRaSP Office to make sure your project is billed by Fiscal 
Services by the sponsor’s deadline. 
 
Accrual List: 
You will need to prepare an accrual list with backup documents and submit it to the GRaSP Office 
who will then forward it to Fiscal Services. To accomplish this, you must reconcile your PeopleSoft 
CFS Report/Legacy Query with your own records (Shadow System). Please see GRaSP for training 
in shadow system templates. Determine which expenses have not yet hit the PeopleSoft System 
and then prepare a list (see GRaSP for a template) of outstanding Claims for Reimbursement such 
as Direct Pay forms, Travel Claims, etc. The list should identify the form (i.e., DP70000), the date 
submitted, the payee, the account number charged for the expense, and the amount. Fiscal 
Services needs to see a sub-total for each account code. Copies of the first page of each expense 
document must be attached to the list, along with a copy of the LCD page for payroll accruals. If 
additional pays are being processed (i.e., for other than monthly employees), copies of the payment 
forms must also be attached. You will need to start your list early so that you can track them for their 
status in Accounts Payable. Bear in mind that posting of expenses are delayed an additional day in 
the new CFS Data Warehouse, and chargebacks are further delayed for Auxiliary projects. Accrual 
lists should be submitted no later than two weeks before the end of your project year. 
 
You must then track the accruals to confirm that the transactions occur during the subsequent 
project year. A PeopleSoft CFS Report/Legacy Query requested through the year-end date of the 
project will show accruals as a positive number in the Actual column and will be referenced in the 
Description column. This assures that the expense is accounted for in the correct project year. A 
PeopleSoft CFS Report/Legacy Query that includes expenses for the next project year will show a 
reversal of the accruals as a negative number in the Actual column and will be referenced in the 
Description column. When the expense claim or payroll is processed, it will appear in the Actual 
column as a positive number. The net effect of the negative and the positive number assures that 
the expense will not also be charged to the new project year when the sponsor is invoiced by the 
Accounts Receivable Department. IMPORTANT: If you find that the expense was posted earlier than 
expected (before the end of the project year), you must e-mail the information to Accounts 
Receivable (Richard Ryberg and Doug Wade) and send a copy to your Post-Award Coordinator at 
GRaSP; Accounts Receivable will adjust the invoicing and accruals as necessary. After a couple 
months you find that the expense did not get posted at all, you must contact Accounts Payable and 
find out what happened to the transaction and make corrections as necessary.  
 
Project Closeout: 
As your project comes to a close, you must reconcile your project expenses to your PeopleSoft CFS 
Report/Legacy Query to make sure that all accruals and encumbrances have been paid and relieved 
(reversed). Any remaining encumbered amounts should be reviewed to make sure that there are no 
outstanding invoices pending or services or goods yet to be billed. If there is a balance that has not 
been paid against the encumbrance and no more transactions are expected, you must send an 
email to Procurement (include the PO number) requesting that the amount(s) be disencumbered and 
send a copy of the email to your GRaSP Coordinator. 
 


