Examples of routine cost transfer explanations to be used in 
Section B of the Jefferson Cost Transfer Request Form.

Removing a minor (under $5,000) deficit to a various sponsor account:

1 The expenses were used in direct support of the grant account but are being removed to eliminate a deficit.

2 The debit account is a departmental Various Sponsor Account, an appropriate account to absorb the deficit.

3 N/A

Removing a large (over $5,000) deficit to a non-grant source:

1 The expenses were used in direct support of the grant account but are being removed to eliminate the deficit.

2 The department has agreed to absorb the deficit by transferring it to a special purpose account. There are sufficient funds in the College account to cover the deficit.

3 The PI had received a verbal ok from his sponsor that a carryover request would be granted and purchased a centrifuge in anticipation of the approval. The carryover request was subsequently rejected, leaving the account overspent. The PI now understands that all requests requiring prior approval should be made in writing, approvals need to be received in writing and that expense incurred without the necessary written approvals are incurred at the departments risk.

Transferring lab expenses to a subaward that was established 4 months late:

1 The expenses were charged to a departmental account pending establishment of Dr. Jefferson’s subaward. It was not possible to obtain an advance account due to lack of confirming documentation from the sponsor.

2 The expenses were used in direct support of the subaward; supporting documentation is attached.

3 N/A

Cost transfer followed by PAF (multiple transactions for one employee)

1 Dr. Jefferson’s salary was charged to a College account pending receipt of 2 new grants with start dates a month apart. Grant A starts April 1 and Grant B starts May 1. Both grants have been established and salary can now be moved onto the accounts.

2 This transaction will charge grant A for Dr. Jefferson’s salary to match his effort (10%) for the month of April.

3 A PAF has been processed to correct the salary distribution to include both new grants going forward, effective May 1.

Correcting a keying error:

1 A Report of Travel Expense form was processed last month charging grant F12345, but was keyed incorrectly to F21345.

2 The expense is related to Dr. Jefferson’s AHA project. See attached RTE form for confirmation.

3 I’ve contacted the supervisor in Accounts Payable regarding the error.

Examples of routine cost transfer explanations to be used in 
Section B of the Jefferson Cost Transfer Request Form.

Correcting a salary cap error:

1 Dr. Jefferson received a 3% increase on July 1 causing his salary to exceed the NIH salary cap for Calendar Year 2005. Because the increase was processed on the MIL form, it did not cross the grants administrators’ desk for approval.

2 The debit account is a College special purpose account and it will cost share the salary/fringe associated with the salary cap.

3 The timekeeper will inform the grants administrator of future increases for research faculty that exceed the salary cap. In addition, the grants administrator has reviewed all other research faculty salaries to ensure that no one else exceeds the federal rate.

Section C. The error was not noted in a timely fashion due to the nature of the increase. While the transaction is late, the expense must be removed in the interest of appropriateness.

Moving an expense to a non-grant source as a result of an unapproved transaction:

1 Sandy Smith is a graduate student who started working on Dr. Jefferson’s new grant 5 months ago. At that time, a PAF was processed to correct her stipend source, but the monthly charge for her health insurance continued to hit her old grant source. When the error was discovered, a cost transfer was processed. The cost transfer was modified by ORA to allow only the expenses that hit within 90 days to hit the new grant source.

2 This expense is being transferred to a non-grant source to be cost shared.

3 Human Resources has been notified of the correct funding source for future charges.

Section C. Check off “Late account establishment” and attach a copy of the establishment letter.
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