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I.
Introduction

A cost transfer is a transaction that moves expenses from one account to another for the purpose of correcting an error or making an adjustment.  

It is important to recognize that cost transfers are an institutional compliance issue and have been the focus of recent federal audits.  Cost transfers must meet the cost principle standards of being allowable, allocable and reasonable.  Frequent, tardy or unexplained cost transfers raise serious questions about our stewardship of funds, as well as our processes and internal controls.   

The cost transfer request form and procedures are located on the Office of Research Administration (ORA) website at www.jefferson.edu/ora/.
For more information, see the TJU policy # 103.25 “Costing Guidelines for Sponsored Projects”.  TJU/TJUH policies can be accessed through the Pulse portal.    For additional information on how to complete a cost transfer, consult the appropriate policy guidelines or contact your ORA postaward representative.  

II.
When to use the TJU & TJUH Cost Transfer Request Form


The TJU & TJUH Cost Transfer Request form must be completed if:

· A non-salary expense is being moved to or from a grant account

· A salary expense is being moved to or from a grant account for a fixed period of time

Note that a PAF and PAF certification form should be used to change an employee’s salary distribution going forward.

If the effective date required on the PAF would have the unintended effect of shifting salary expenses that should not be moved (timesheet overrides, bonus payments or previous adjustments, for example), the transaction should be processed in two steps:

1. Complete the PAF with an effective date which will not override the current account distribution

2. Complete the TJU & TJUH Cost Transfer Request form for the affected period prior to the PAF effective date


For example, if Dr. Jefferson received a bonus payment in Pay Period 3 and you need to add a salary 
source retroactively to Pay Period 2, process the PAF with an effective date coinciding with PP 4 and 
correct Pays 2 
and 3 via cost transfer so that the bonus does not get moved.

III.
Completing the Form

Section A
Transaction Detail

1.
Insert the “Date initiated” and “From account” (credit account) and the “To account” (debit account) information.  Account information should include the four digit natural account for non-salary transfers. Note that any transaction where the credit and debit accounts are both grants will require the strongest possible justification.

2.
For transfers from a grant to a non-grant source or a various sponsor account, answer the question “Are the expenses research related” by checking YES or NO.  This information is required to track cost sharing for research grants only.  It is not necessary to answer this question for service or training grants.  It is important to note that a YES answer to a non-grant source will result in the transaction being keyed as a Journal Entry.  See section IV.J for more information on Journal Entries.

3. If the transaction is for personnel costs, include 

· Employee name and exempt (E) or non-exempt (N) designation 

· Employee number 

· Time frame of transfer in dates, not pay periods (see section IV.S for more information)

· Salary amount and fringe amount  

Attach a Labor Distribution or a Journal Entry query (see section IV.J for more information) if the labor does not reflect the expense to be transferred.  

4. If the transaction is for costs initially incurred through the Accounts Payable system, include  

· Vendor name

· Voucher number

· Invoice date 

· Invoice amount  

Attach an Accounts Payable report.   If you are transferring multiple vouchers, you may choose to write “See attached” with a subtotal for each natural account and highlight the vouchers to be moved on the A/P report.
5. If the transaction is for costs initially incurred through the Inventory system, include 

· Item description

· Transaction date

· Amount

Attach a Monthly Inventory Usage by Department report or a general ledger journal entry query.  Note that upon processing, the cost transfer will be reflected on the general ledger but will not change the Inventory report.

6. If the transaction is for costs initially incurred through the Telephone system, include 

· Item description

· Transaction date

· Amount

Attach a Monthly Telephone report or a general ledger journal entry query.  Note that upon processing, the cost transfer will be reflected on the general ledger but will not change the telephone report.


Section B
Explanation and Justification

Transfers that do not include sufficient explanations will be returned to the department.  Explanations stating merely “to correct error” or “to transfer to correct account” are considered insufficient, according to federal guidelines.  Answering the following questions will provide an appropriate explanation.

1.
Question 1.
Explain the circumstances that prevented this expense from being charged to the correct account in the first place.  Are you correcting an error?  How and why did the error occur?  If you are not correcting an error, explain why the expense is being moved. 

2.
Question 2.
Demonstrate that the expense is appropriate to the receiving account.  Any supporting documentation should be attached.  For example, if your explanation is that a PAF had the unintended result of moving an “other money” payment, attach a copy of the PAF that resulted in the error and a copy of the timesheet proving where the “other money” payment should have been charged.

3.
Question 3.
Complete this section only if the transaction is correcting an error.  The explanation should address what steps have been taken to eliminate the need for this type of transfer in the future.  If you are correcting an error that was not your own (a keying error, for example) you might simply write “I’ve contacted the supervisor”.  If the transaction is not correcting an error you may answer “N/A” to indicate that this question does not apply to your transfer.

4.
Examples of routine cost transfer explanations which may be used in Section B of the form can be found on the ORA website at www.jefferson.edu/ora/.

Section C
Authorization for Late Transfers

1.
Approval for any cost transfer beyond the 90 day threshold will be granted only in extenuating circumstances and may require the signature of the Department Chair and the Vice President for Research.     

2. To be considered on time:

(a)  Cost transfers correcting an error must be submitted to ORA within 90 days from the date that the financial statement reflecting the original transaction becomes available.  For example, an invoice that is posted for March books is available for review on April 15th; therefore, the completed transaction must be received in ORA no later than July 15th.    

(b) Cost transfers for salary adjustments must be received in ORA within 90 days of the      effective date of the adjustment. 

(c) Final cost transfers (such as to remove a deficit) must be received in ORA within 90 days of the termination date.  Please refer to federal and institutional policies related to deficit spending.   Note that the expenses being removed must still fall within 90 days of being reflected on the financial reports.



See section IV.G “Final Cost Transfers for Reportable Grants” for additional information.

3.   
Examples of acceptable extenuating circumstances that do not require the signatures of the Chair and Vice President for Research are listed in a checkbox on the form and include:

(a) Late account establishment due to late receipt of the Notice of Award (NoA) or a delay in executing a subaward agreement.  Attach a copy of the establishment letter. Page 2 of the transfer form must be completed if the transfer is not received in ORA within 30 days of the establishment letter.  This explanation is not valid in cases where an advance account is in place or if the reason for the late establishment is due to inaction on the part of the department.   This extenuating circumstance does not require the additional signatures of the Department Chair and the Vice President for Research.

(b) Effort certification process indicated that an adjustment was needed. Note that the adjustment must be completed within 30 days of the effort deadline.  This explanation is valid only for a credit adjustment to a funding source already being charged.  This extenuating circumstance does not require the additional signatures of the Department Chair and the Vice President for Research.  See section IV.E for additional information.

(c) A delayed retroactive salary increase (or shift in TJU/JUP bases) created the need for an adjustment.  Attach supporting documentation such as the letter that indicates the amount and effective date of increase.   This extenuating circumstance does not require the additional signatures of the Department Chair and the Vice President for Research.  See section IV.D for more information.

(d) Natural account reclass.    Late transfers between natural accounts will be approved only if the transaction will have an impact on the F&A calculation or when the adjustment is necessary to file an accurate financial report. This extenuating circumstance does not require the additional signatures of the Department Chair and the Vice President for Research.
4.  
All other explanations for extenuating circumstances require the following:

(a)  Page 2 of the cost transfer form must be completed and must include a complete and detailed explanation of the circumstances that prevented the transaction from being processed on time.  

(b)  Attach supporting documentation as appropriate, such as e-mail correspondence.

(c)  The signatures of the department Chair and the Vice President for Research.

Page 2 of the form will not be required for late transfers between a Various Sponsor Account (VSA) and a non-grant source.  See Section IV.Z for more information.
5.
If it is determined that the extenuating circumstances are not compelling enough to allow a transfer to a grant, the transfer will be marked “not approved” and will be considered as cost sharing towards that grant account.   It is possible that ORA will need to amend the transfer to allow for only a portion of the transfer to be processed. In that case, ORA will initial each change and notify all signatories. 

6.
Late cost transfers removing inappropriate expenses from a grant account must always be processed as soon as the error is discovered, regardless of when it is discovered.  Page 2 of the cost transfer form must still be completed with the additional signatures. 

7.
As a recipient of federal funds, TJU/TJUH are required to ensure adequate oversight of grant accounts, therefore the absence of an administrator or lack of staffing is not an acceptable extenuating circumstance.  Other unacceptable explanations include “I didn’t see it” or “The PI didn’t tell me.”

Section D   Signatures

1.
The Principal Investigator and administrator must sign and date the cost transfer form to indicate approval of the transaction.  If the transfer involves more than one PI, each PI must sign and date the form. If the transfer crosses departmental lines, administrators for each department must sign and date the form.

2.
The person preparing the transaction must sign and date the form and include his/her phone extension in case additional information is required.

3.  
After all departmental signatures are obtained, forward the form to ORA on the second floor of the Sheridan Building.  For late transactions requiring the signature of the Vice President for Research, ORA will present the cost transfer to the VP; the preparer should obtain the Chair’s signature.

4.
Approval from Finance (JMC and TJUH) is required only if the transaction exceeds $5,000 and debits a non-grant account (operating, special purpose, endowment, gift, etc.).  The form should be submitted to ORA first and ORA will forward the form to Finance after review and approval if necessary.

5.
Once the form has been approved in the Office of Research Administration, it will not be returned to the department.  It will be forwarded to either Finance or Sponsored Programs Accounting Office via courier.  In cases of imminent month-end deadlines, ORA will make every attempt to have the transfer delivered in time for the deadline.  If it is imperative that the transaction be processed for the current deadline, notify your ORA postaward representative.  Note that impending deadlines will not influence ORA’s review and approval.

IV.
General Information

A.
Cash Transfers

A cash transfer is not a cost transfer and may not be used to move expenses.  A separate form is available to transfer cash from one account to another.  Cash transfers are permitted only in cases where it can be proved that the initial cash deposit was incorrect, usually in cases of clinical trial payments or foundation awards.  Supporting documentation is required, such as attaching a copy of the check stub to show that the protocol number matches the grant project.  The form is located on the ORA website at www.jefferson.edu/ora/.
B.
Deadlines

The Controller’s Office deadlines for processing cost transfers into the labor system are:

· Salary cost transfers – the last payroll run each month, which is the last day of the last pay in each month.  For example, the last pay period in April was PP 9/10.  The last day of PP 9/10 was 4/23/10, which was the deadline.

· Non-salary cost transfers—the last Friday of the month.

In addition:

· PAF’s must be received in Human Resources (HR) by noon on Wednesday of the off-cycle week to be included in that pay period

Note that these are deadlines for system entry only; transactions that require ORA or other approvals must be submitted prior to these deadlines.  

C. Deficits over $5,000 
Deficit write-offs exceeding $5,000 will require a corrective action.  Question #3 of the cost transfer form must be completed.
D. Delayed Retroactive Salary Increases

It is understood that a delayed retroactive salary increase may create the need for a transfer between funding sources, either via PAF or a subsequent cost transfer.

There are generally two reasons for a delayed increase: 

1. Circumstances out of the department’s control.  (Delayed approval of the increase from TJU/TJUH Administration, HR approval or the faculty promotion process, for example).  Transfers resulting from these delays are allowable and page 2 of the cost transfer form is not required as long as the department can provide supporting documentation.

2.  Departmental oversight prevented a timely increase in accordance with institutional    

policy.   The allowability of these transactions onto a grant account, as well as any resulting cost transfers, will be determined on a case-by-case basis.  Please contact your ORA postaward representative. 



Be aware that late increases have the potential to “override” previous transactions.
E. 
Effort Reports   

It is important to consult effort reports when processing a cost transfer for salary that crosses into a previously certified effort reporting period.  Cost transfers that do not match certified effort reports will not be approved.

Effort reports that are submitted with a significant (i.e. 5% or more) variance between salary charged and certified effort must have a variance type selected from the drop down box on the electronic form.  In cases where there is an adjustment being processed that will reconcile the salary to match effort, the appropriate variance explanation would be “transaction in progress”.  In these cases, it is critical that the transactions are completed without delay.  ORA postaward staff review the summary of all electronic effort reports submitted with “transactions in progress” and will pursue the adjustment in order to ensure that the corrections are received.   

If the effort certification process (for exempt staff) indicated a need for an adjustment that will result in a late transaction, you may only reduce or remove salary from a grant account for the late period.   You may not increase salary charged to a grant in the late period; it will be reflected as cost sharing, You may, however, use the “Effort certification process indicated that an adjustment is needed” explanation on the cost transfer form, which does not require signatures from the Chair and Vice President for Research if the transfer is submitted within 30 days of the effort deadline.

F.
Failure of Another Department to Act

In cases where research activity crosses departmental lines, grants administrative staff will need to rely on their counterparts in the other department to provide grant related information.  If a delay in receiving information will result in a late transaction that may be denied, ORA recommends that you “escalate” the issue by taking the following documented steps:

1. Contact the departmental administrator

2. Contact the Department Chair

3. Contact ORA

G.
Final Cost Transfers for Reportable Grants
TJU policy #103.25 (Costing Guidelines for Sponsored Projects) states “In order to allow for the timely close-out of sponsored agreements and/or preparation of financial reports to the sponsoring agency, all cost transfers must be processed at least three weeks prior to the due date for submission of the final reports to the sponsor.”
Therefore, in cases where a financial report or final invoice is due, final cost transfers must be received in ORA no later than 21 calendar days prior to the reporting deadline.  In the absence of extenuating circumstances, ORA will not approve a cost transfer to debit a grant account if the transaction is not received in ORA prior to the 21 day threshold. 

In cases where the transfer is not received within 21 days of the reporting deadline page 2 of the cost transfer form is not required, unless the transaction is “late” as defined by section C.2.

Cost transfers to remove invoices that have hit after the grant has been reported or to correct keying errors must be completed promptly.  Refer to the color-coded closeout checklist for grants for assistance.
H.
Follow Up
It is important for the department to verify that the cost transfer was completed correctly using Vista Plus, Labor Distribution and/or a Journal Entry query.  If the transaction was not completed as anticipated, contact the appropriate personnel in Sponsored Programs.
I.
Interdepartmental Charge (IDC) Form

The IDC form is used to charge a grant for services provided by approved service centers or JUP.  It is also used to charge certain (non-effort related) fees from the Hospital.  It cannot be used in lieu of a cost transfer form; cost transfer regulations do not apply.
IDC’s must be processed after the service is performed and must be accompanied by an invoice detailing the service provided, dates of service and rate(s) of pay.  IDC’s charging grant accounts should be processed within 30 days from when the service was provided but must be processed within one month of the grant termination or by the end of the fiscal year in which the service was performed (whichever comes first).  
ORA must approve ALL TJUH & JUP payments charged to grants, regardless of the dollar amount.  In addition, ORA must approve all IDC’s exceeding $5,000.  
Refer to the ORA manual (section 4.05) for additional information.

J.
Journal Entries

A journal entry (JE) is an accounting adjustment recorded in the general ledger that does not appear on reports generated from the Accounts Payable, Inventory, Telephone or labor distribution systems. JE’s are reflected in the monthly grant financial statements 

Telephone and inventory cost transfers, as well as “research transfers” (a transfer which results in cost sharing as noted by a YES response in Section A of the cost transfer form) are always recorded as JE’s. 

You must perform a query in Peoplesoft in order to view a journal entry.  If you are unable to run a Peoplesoft query, contact SPAO to request the query.  If the item that you wish to transfer was recorded as a JE you must attach the JE query to the transfer as supporting documentation.

K.
Keying Errors
A keying error can occur when information is being entered into the system and it is the department’s responsibility to identify them during follow up.  In the event that you detect a keying error, please notify the department responsible (Human Resources, SPAO, Accounts Payable) in writing and request the correction.  Note that SPAO will initiate a cost transfer if a salary adjustment is incorrectly keyed by SPAO (not Human Resources) and the department identifies the error within 90 days from the date that the financial statement reflecting the error becomes available.  In the event that the keying error is not discovered within 90 days, the department must complete the cost transfer.  Remember that after 90 days, only a non-grant source may be used for the debit (transfer to) account.
L.
Multiple Transactions in the Same Time Frame   

Exercise caution when processing a cost transfer in a time frame that has already had a previous adjustment.   Multiple transactions in the same pay period can result in errors that require additional adjustments.

M.
ORA Transaction Log

ORA postaward staff maintains a transaction log that includes information such as the date the transfer was received in ORA and when/where it was forwarded.   To inquire about the status of a cost transfer, you may contact your ORA postaward representative.

N.
Other Money Payments 

When employees receive “other money” payments, a retroactive PAF adjustment will have the unintended result of re-distributing that payment according to the new PAF salary source distribution.  If possible, utilize a cost transfer (in tandem with a PAF going forward) to correct the distribution for these employees.

O.
PAF Certification Form

Any retroactive adjustment processed via a Personnel Action Form (PAF) is considered to be a cost transfer.  The PAF certification form provides the required cost transfer justification and signatures and must be attached to ALL PAF’s that affect a grant account, with the exception of termination PAF’s.

Note that the pre-approved extenuating circumstances on the ‘p-cert” mirror those on the cost transfer form, with the exception of “PAF was unavailable while it was in process for a previous transaction”.   This explanation may be used only if the PAF has been received in ORA within 30 days of the PAF print date.  You may not request a primed PAF solely to meet this deadline; the PAF print date must reflect an adjustment to the system.
The PAF certification form is located on the ORA website at www.jefferson.edu/ora/.
P.      “Parking” Expenses

It is not appropriate to “park” expenses on grant accounts.  Parking occurs when expenses are temporarily placed or left on a grant while waiting for another funding source to become available.  

For example, grant A terminates on June 30th.   Salaries hitting on that account belong on grant B which has a start date of July1, but the establishment for grant B has been delayed.  If you have left the salaries on grant A until account B is finally established on November 15th, you will only be permitted to move salaries onto grant B for 90 days, or from August 15th.  Salary from July 1 to August 14th must be cost shared by a non-grant source because they were inappropriately parked on grant A.
Various Sponsor Accounts are considered institutional funds and it is completely appropriate to charge expenses to a VSA temporarily while awaiting award establishment.
Q.
Procurement Cards

When transferring an expense that was purchased with the procurement card, the correct vendor name to be used on the transfer detail is the vendor name that appears on the Accounts Payable distribution (for example, J. P. Morgan Chase instead of Sigma).


R.
Retroactive PAF’s 

PAF’s that include a retroactive transfer are processed in 2 separate and distinct steps.  The first 

step occurs in Human Resources (HR) where the correction is keyed for the upcoming pay period.  HR then forwards a copy of the PAF to Payroll.   The second step of the process occurs when SPAO receives the PAF from Payroll for all transactions affecting the 080 and 081 business units and enters the retroactive piece of the transfer.  It is possible that both steps will not take place in the same pay period.

In addition, if a copy of the PAF does not reach SPAO, the retroactive piece will not take place.  Therefore, it is necessary to verify that both transactions are enacted and keyed correctly.

S.
Time Frame of Transfers

When processing salary cost transfers encompassing multiple pay periods, the system will evenly divide the dollar amount to be transferred into the number of pay periods in the time frame indicated (see scenario 1 below).   In addition, when transferring expenses in one pay period, the system counts days (see scenario 2 below). 

· Scenario 1   

Assume that a portion of salary for Dr. Jefferson was charged to one of his grants as follows: 




PP 5
2/13/10 – 2/26/10     $250. 




PP 6
2/27/10 – 3/12/10     $750.




PP 7
3/13/10 – 3/26/10     $250.






      $1,250.

If you are trying to move the salary off of the grant via cost transfer, you cannot simply indicate a time frame of 2/13/10 through 3/26/10, because the system will evenly divide the total of $1,250 into 3 pay periods of $416.67 each, which is a problem because the expenses are not there to be moved.  In this case you would need to identify each pay period individually (as listed above) for SPAO to key.

:
· Scenario 2
Assume that Dr. Jefferson is paid $2,000 each pay period on grant A.    Effective 5/1/10, Grant A ends and 100% of his salary shifts to Grant B via PAF.  Because Pay Period 10 runs from 4/24/10 through 5/7/10, that transaction will charge each account $1,000.

In the event that you need to remove that $1,000 from either one of those grants, the correct time frame to enter will be “4/24/10 through 5/7/10”.  The entire pay period should be indicated with a notation in the justification that the transfer will move just 5 days.  The reason behind this is that the system counts days in a period, so if you are asking it to move 5 days (half of the pay), it will move only half of the salary in that account.


T.
Timesheet Overrides

When an employee’s salary distribution is based on timesheet overrides, a retroactive PAF adjustment will have the unintended result of re-distributing the salary according to the new PAF source distribution.  If possible, utilize a cost transfer (in tandem with a PAF going forward) to correct the distribution for these employees.

U. Training grant Statement of Appointment



Late cost transfers debiting federal training grants will be approved when they are necessary to 


match the Statement of Appointment.   Every attempt should be made to avoid this situation and 


page 2 of the cost transfer form will be required.
V. Transfers to a continuation



Costs may not be transferred from one budget period to another solely to cover cost overruns.

Cost transfers to move expenses to a continuation are permitted when the expense is date appropriate to the continuation (according to invoice date or date of receipt of goods) or if there is a non-personnel “pre-award” rationale.

As part of the grant closeout process and the financial reporting of the project, SPAO will identify expenses to be moved to the continuation on the grant projection.  SPAO will process one non-salary cost transfer to move these expenses prior to 90 days after the budget end date, provided approval of the final projection/financial report by the department is received by then.  Failure to approve the final projection/financial report will require the department to process any cost transfers to the continuation year. Note that late transactions may not be approved.  

Similarly, SPAO will process one salary “mass transfer” to the continuation when the continuation award is established.  Note that SPAO will not “mass” salaries on federal training grants (product numbers beginning with a “T”); PAF’s are required in those cases.
Cost transfers to move expenses caused by a delayed invoice from the vendor to a continuation are permitted if there was a carryover into the next year, even if the date of the expense was appropriate to the prior year.  The transfer is not appropriate if there was no carryover.

W.
Use of White Out

The use of white out on the cost transfer request form is prohibited.  Information may be crossed off and replaced as long as all approvers initial the correction.

X.      Unallowable costs

In cases where it has been determined that a cost is unallowable, ORA will request a cost transfer to remove the expense, along with a deadline so that the expense can be removed for month-end.  If the cost transfer is not received in ORA by deadline, ORA may process the cost transfer—without PI or departmental approval—and charge the department’s operating account.

Note that it remains the department’s responsibility to prevent unallowable expenses from being charged to grant accounts or to discover them promptly during monthly review processes. 

Y.
UPAS – University Prior Approval System

In the event of a delayed award, particularly in the case of subawards from other institutions, ORA recommends a UPAS request for an advance account.  The advance account will permit you to charge expenses directly to the grant prior to the receipt of a formal award notice, thereby eliminating the need for cost transfers.  Additional advantages include the ability to segregate your grant costs, certify effort accurately, and clear your departmental operating account.

In cases where a subaward continuation is anticipated and a new account number will be assigned, an advance account will allow for the timely closeout of the original account because salaries and expenses will be charged appropriately to the new year.  (See “parking”.)   In cases where the account number will remain the same, advance account spending authorization is necessary to allow salaries to continue hitting after the current termination date.  

Note that you may not claim the ‘Late Account Establishment” extenuating circumstance for a late cost transfer when you have been provided with an advance account.  
Z.
Various Sponsor Accounts

Various Sponsor Accounts (VSAs) are generally funded with the allowable residual balances of completed, industrially sponsored projects and may be used for any research related expenses.  They are institutional funds and are not subject to federal regulations.  They are, however, subject to institutional policies.   It is completely appropriate to utilize VSA funds to write off grant deficits, cost share and charge expenses pending award establishment.

The second page of the cost transfer form is not required for a late transfer between a VSA and a non-grant source.
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