ORED - COST TRANSFER – TRANSFER OF NON PAYROLL CHARGES FORM – INSTRUCTIONS--------- SHOULD NOT BE USED FOR PCARD EXPENSE TRANSFERS
DEPT/PROJECT WHERE CHARGE APPEARS
· Department or Project ID number where the original payroll was charged 
· Can be found in the Payroll Detail Report top left portion titled “Project” or “Department”
VOUCHER NUMBER (Mandatory for non travel related charges)
· Voucher number of the non payroll charge
· Can be found in PantherSoft Trandata query

JOURNAL NUMBER (Mandatory for all charges)
· Journal number of the non payroll charge

· Can be found in PantherSoft Trandata query 
EXPENSE REPORT ID# (Mandatory for travel related charges)
· Expense report number for the non payroll charge

· Can be found in PantherSoft Trandata query
DATE OF CHARGE
· Transaction date of the charge to be transferred
· Can be found in PantherSoft Trandata query

ACCOUNT CODE
· Expense account code for the charge to be transferred
· Can be found in PantherSoft Trandata query

AMOUNT
· Amount of charge to be transferred
DEPT / PROJECT TO BE CHARGED
· Department or Project ID to where the charge should be transferred.
ACCOUNT CODE
· Expense account code for the charge being transferred
· Can be found in PantherSoft Trandata query
REASON FOR THE TRANSFER OF CHARGES (Attach extra sheets if necessary):
HOW AND WHY DID THE ERROR OCCUR? (Explain in detail why. Attach additional sheets when necessary)

· Give detail explanation of what occurred.  The explanation should not include acronyms or abbreviations.  TRANSFERS OF TRANSFERS SHOULD ONLY BE REQUESTED IN RARE INSTANCES.  Refer to the Policy: Cost and Payroll Transfers on Sponsored Projects found in the Compliance Website at  http://policies.fiu.edu/files/266.pdf 

· Review your project ledgers on a monthly basis to discover errors and immediately initiate a non-payroll transfer.
IF OVER 90 DAYS, WHY WAS THE TRANSFER NOT REQUESTED EARLIER?  (Explain in detail why.  Attach additional sheets when necessary)
· If the date of the charge to be transferred is less than 90 days from when the transfer is initiated, no explanation is necessary
· If the date of the charge to be transferred is over 90 days from when the transfer is initiated, explain in detail why the error was not discovered sooner.  The explanation should not include acronyms or abbreviations.  

· A strong justification is required for this type of transfer.  TRANSFERS OF TRANSFERS WILL REQUIRE ADDITIONAL JUSTIFICATION AND WILL ONLY BE APPROVED IN RARE CIRCUMSTANCES.
· Review your project ledgers on a monthly basis in order to prevent this from happening.

· Additional approvals by the Office of Research and Economic Development is required for these types of transfers 

WHAT STEPS WILL BE TAKEN TO PREVENT THESE ERRORS FROM REOCCURRING?  (Explain in detail why.  Attach additional sheets when necessary)
· Give detail explanation of what action will be taken by the department to prevent this from reoccurring.
CERTIFICATION:

FORM PREPARED BY (Print, and Initial) 
· Name of the person who prepared the transfer and who certifies the transfers are accurate and true, are supported by proper documentation kept in the department, affirms the Time & Effort will correlate to the transfer of charges and that none of the transfers are in violation of the Uniform Guidance 2 CFR 200
· Initials of the person who prepared the transfer

PHONE EXT

· FIU phone extension where the preparer can be reached

DATE

· Date the preparer completed the transfer

SIGNATURE OF PI OR AUTHORIZED OFFICIAL ACCEPTING CHARGE

· PI’s signature or someone authorized to sign on the department or project ACCEPTING THE CHARGE and who certifies the transfers are accurate and true, are supported by proper documentation kept in the department, affirms the Time & Effort will correlate to the transfer of charges and that none of the transfers are in violation of the Uniform Guidance 2 CFR 200
· Example:  If you are transferring from a Project to a Department ID, the person who has authority to sign on the Department ID signs accepting the charge being transferred.  IF you are transferring to a Project ID, the PI or person who has authority to sign on the Project ID signs accepting the charge being transferred.
DATE

· Date the PI or Authorized Official signed accepting the charge
SIGNATURE OF DOR POST AWARD APPROVAL
· Signed by Post Award Representative
· Transfer is reviewed for sufficient budget, and project dates
· If the transfer does not affect a Project, ORED Post Award Representative does not have to approve the transfer
DATE

· Date Post Award Representative approves transfer

POST AWARD CONTACT INFORMATION (Name & Phone Extension)

· Post Award Representative’s name and phone extension

DIRECTOR OF POST AWARD SIGNATURE

· Signed by the Director of Post Award
· Approval is needed when the transfer requested is over 90 days 
· Transfers not fully justified will be returned for further documentation or denied completely.

AFTER THE NON PAYROLL TRANSFER IS APPROVED, THE FORM IS GENERALLY SENT TO ACCOUNTS PAYABLE TO PROCESS. 
PLEASE CHECK YOUR PROJECT’S LEDGER TO CONFIRM THE TRANSFER WAS DONE PROPERLY.  IF YOU HAVE QUESTIONS CONTACT YOUR POST AWARD REPRESENTATIVE.
