	[image: image1.emf]
	[image: image2.emf]
	[image: image3.emf]


Sponsored Project Account
Cost Transfer Explanation
Check-Off List

The explanations checked below best describe the reasons for why the cost transfers are being made. Costs that are allocable to a particular sponsored agreement are not being transferred to another sponsored agreement in order to meet deficiencies caused by overruns or other fund considerations to avoid restrictions imposed by law or by terms of the sponsored agreement or for other reasons of convenience.
(
PI has multiple awards, funding sources.  He or she simply gave the administrator the wrong award or account number to charge.
(
PI recently instructed administrator how to allocate expense that had been charged to a clearing account or departmental account.  Expenses were first charged to a clearing or departmental account because it was unknown as to what activity they would benefit at the time an account distribution had to be entered into the payroll or procurement systems.
(
Administrator, in lieu of having timely instructions from the PI as to how to allocate the cost, temporarily assigned the cost to an existing account that acted as a clearing account until the administrator received instructions from the PI as to how to allocate the cost.
(
Original transaction was posted to a “clearing” account because the activity that benefited from the expense was not know at the time the expense was incurred.
(
Administrator was unable to change an account distribution on a payroll form, P.O, or recharge center requisition order in a timely manner because of a heavy workload or simple oversight.
(
Administrator misunderstood PIs instructions as to how to allocate the cost.
(
Administrator incorrectly assumed how cost was to be allocated.
(
Administrator/data entry personnel committed a data entry error.
(
Keypunch personnel committed a data entry error.
(
Payroll forms were not processed timely because the program’s activity and financial plans were being reviewed.
(
Individual was transferred from one project to another, but payroll forms could not be processed before payroll deadlines.
(
Individual was transferred from one project to another for a short time (less than three months).  Rather than changing account distribution changes by revising payroll appointment forms, they are being made by salary transfers.
(
Transfer vacation and personal holiday accruals.  Employee transferred from one department to another.
(
Recharge center failed to enter account distribution change requested.
(
Original charges had to be placed against an alternate account because an authorized signer for the award account was unavailable.
(
Account distribution error was caused by the untimely receipt of information by the University.  (Describe below in the “other” category the information that was received untimely.)
(
Award account was created late because awarding agency was late in issuing the award instrument.
(
Charge account was not created until sometime after the account distribution had to be entered into the payroll or procurement systems.
(
Preaward expenses, i.e., expenses incurred within an allowed period of time prior to the beginning of an award period.
(
Transfer moves expenses between accounts that are for the same award but for different budget years.  Transfer places expenses in the correct budget year account.
(
Move expenses between accounts/sub-accounts used for the same budget year of an award.
(
Move expenses to a non-sponsored account.
(
Other.  Provide written explanation below or on a separate attachment.
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