
AP: FREQUENTLY ASKED QUESTIONS* 
*Note that these haven’t actually been asked yet…those of us here in AP & Accounting are just doing our best to anticipate 

 

SCENARIO 1: 
 

Question: I have received an invoice in FY22, but I want to have it expensed in my FY23 budget. When 
should I submit my invoice for payment? 

 
Answer: Well, let’s see… 

 
1) Is the invoice $250 or more? 
2) Is the invoice for goods to be received in FY23, or services to be rendered in FY23? 
3) Are you willing to clearly state in the subject line of your payment request email to AP that you 

wish to have this expense booked to FY23 (see below)? 

 
 

If you answer YES to all questions, your invoice is eligible to be moved to FY23, and can be submitted for 
payment in FY22! 

 

If you answer NO to any question, your invoice is not eligible to be moved to FY23 ☹. 
 

Keeping in mind what we learned in this scenario, let’s move on to… 
 

SCENARIO 2: 
 

Question: I just received a $150 invoice in FY22 that is for services to be rendered in FY23, and I want it 
to be expensed in my FY23 budget. If I submit it for payment in FY22, and ask in the subject line of my 
payment request email that it be moved to FY23, will it be expensed in FY22? 

 
Answer: Sorry ☹. If your invoice doesn’t meet either of the dollar thresholds described in #1 or #2, it is 
not eligible to be moved, and will be recorded in the year it is submitted. 

 
Follow-Up Question: How could I handle this differently, and make sure that my $150 invoice is 
expensed in FY23? 

 
Follow-Up Answer: We’re glad you asked! Wait until June to submit your invoice, and it will be 
expensed in FY23, the year in which it was received. However…be mindful of invoice due dates, as we 
don’t want to miss a deadline. 

 
SCENARIO 3: 

 

Question: I sent in a $50,000 invoice to be paid in FY22. It’s for services to be rendered in FY23, but I 
forgot to request that it be expensed in my FY23. This is going to break my FY22 budget! What should I 
do? 
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Answer: Good news! All invoices of $25,000 or more will be automatically reviewed by AP for fiscal year 
determination. So, we noticed that it was for FY23 services, and booked it to FY23 for you. No worries. 

 
SCENARIO 4: 

 

Question: I submitted a $1,000 invoice for payment in FY22, and it was for goods to be delivered in 
FY23. However, I forgot to ask that it be expensed in FY23, and it was recorded by AP in FY22 expense 
(the year it was submitted). If I contact AP again, will they move the expense? 

 
Answer: Sorry ☹. Once AP processes an invoice, it is final. 

 
Follow-Up Question: Ok, if I contact Accounting instead, will they be able to move it for me? 

 
Follow-Up Answer: Sorry ☹. Accounting won’t be able to move it either. 

 
SCENARIO 5: 

 

Question: I submitted a $150 invoice for payment in FY23, and it was for goods received in FY22. In the 
subject line of my payment request email, can I ask AP to move the expense back to FY22? 

 
Answer: Sorry ☹. This invoice does not meet the $250 minimum threshold. Please note that If the 
invoice was $250 or more, and it was submitted by the June 13 invoice submission deadline, AP would 
have been able to grant the request to expense the invoice in FY22. 

 
Follow-Up Question: If I contact Accounting instead about my $150 invoice, will they be able to move it 
for me? 

 
Follow-Up Answer: Sorry ☹. Accounting won’t be able to move it either. 
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