Cost Transfer Guidelines
All cost transfers, including salary, should be completed within 60 days of their original transaction date or within 15 days of
the grant end date whichever date is sooner. Cost transfers that will cross fiscal years are not allowed after July 15. All expense
transfers must be accompanied by a completed Interdepartmental Expense Transfer Form and a Cost Transfer Justification
Form and forwarded to the appropriate Grant Accountant in the Controller's Office for review and approval. Such approval or
denial will be considered the final institutional decision. The initiating department should be mindful of their responsibilities
for covering the costs in the event a transfer request is not approved.
Completing the Cost Transfer Justification Form:
If the cost transfer is within 60 calendar days of the original transaction, complete questions 1-3 and obtain the
signature of the Project Director and the Grant Accountant.
If the cost transfer exceeds 60 days after the original transaction, complete questions 1-5 and obtain signatures of the
Project Director, Supervisor, Grant Accountant, and the Controller.
NOTE: By signing the form, requestors certify that the cost to be transferred is an appropriate and allocable expense
for the grant or contract charged and that the expense complies with the terms and restrictions governing that grant or
contract.
Question #1: If yes is indicated (transfer involves salaries)
a. Provide the name of the employee whose salary is affected.
b. State if the Project Director has certified effort for the period in which the transfer occurs
If Yes, answer questions 2-5.
If the Project Director has not yet certified, verify that the certification reflects the result of the cost transfer.
Question #2: Provide an explanation of why this expense was originally charged to the index from which it is now being
transferred. Examples of incomplete explanations are "to correct an error" or "to correct coding".
Question #3: Explain why this charge should be transferred to the proposed receiving index. Examples of incomplete
explanations are "to correct an error" or "to correct coding".
Question #4: Explain why the cost transfer is being requested more than 60 calendar days after the original transaction or after
certification by the Project Director. Attach supporting documentation if necessary.
Question #5: Explain what account management plans will be implemented to eliminate the need for future cost transfers of
this type. Is this action being taken?
Other information required: When preparing a cost transfer for non-salary expenses the following supporting documentation
should be attached to the Cost Transfer Justification Form: Transaction numbers, dates, and copies of the budget statements
from BANNER INB or Self Service. An Interdepartmental Expense Transfer Form and a Cost Transfer Justification Form must be
completed for each transaction that needs to be completed. For labor redistributions, attach a report of the actual time spent
on various activities including grant and non-grant.
Further Information: Questions or concerns regarding cost transfers should be directed to the appropriate Grant Accountant in
Accounting Services. In cases, where the cost transfer request is disapproved, the department must give an unrestricted or
designated index in which to place the expense. Any incomplete Interdepartmental Expense Transfer Form and/or Cost
Transfer Justification Form will be returned to the originator.
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COST TRANSFER JUSTIFICATION FORM
Prepared By:

Date:

Original Transaction Date:

Grant End Date:
Amount:

Transfer Expense From:
Index:

Transfer Expense To:

Account:

Index:

Account:

If transfer is made within 60 days of original transaction date, answer questions 1, 2, and 3; if over 60 days, answer all 5 questions.
1. Salary transfer? Y/N

If yes, answer a. & b.

a. For whom? Name:
b. Has the Project Director certified effort in which the transfer occurs? Y/N
If 1b is yes, answer questions 2-5.
2. Why was this expense originally charged to the index or grant number from which it is now being transferred?

3. Why should this charge be transferred to the proposed receiving index or grant number?

4. Why is this cost transfer being requested more than 60 days after the occurrence of the date of expense?
(attach any necessary supporting documentation)

5. What step will be taken by you to eliminate future need for cost transfers of this type? Is this action being taken?

Project Director Signature

Date:

Printed Name and Title
If question 4 is applicable, the following approvals are required:
Supervisor Signature

Date:

Printed Name
Controller's Signature

Date:

Printed Name
Note: By signing above, requestors certify that the cost to be transferred is an appropriate and allocable expenditure for the sponsored
project charges and that the expenditure complies with the terms and restrictions governing that sponsored project.
Grant Accountant Approval
Date:
Printed Name
Request not granted
Check:

Date:
Printed Name
Unrestricted index number for disapproved request:
FCD: 6/14/2012

FRD: 3/26/2015

