COST TRANSFER REQUEST FORM

Submitted by:       






Date:       
This sheet has been designed to be used by all areas when requesting a cost transfer.  Complete this sheet and email it to Diane.Watson@bhsu.edu or Karen.Williamson@bhsu.edu.  The Office of Sponsored Programs (OSP) will then review your request and get back to you with an approval or disapproval of the request.  Requests that are incomplete (i.e., lack the necessary information for review) are subject to delay.  It is important to provide OSP with as much detail about the cost transfer request as possible to minimize delays. 
I.      Transfer Information
	Description of Expenditure
	Amount
	Document #
	Transaction Date – Date Expense Posted to FOAP
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II.      Transferring Expenses:

FROM (FOAP to be credited):         (reduces the expense to this fund)
TO (FOAP to be debited):         (increases expense to this fund)

Financial Manager of debited FOAP       
Additional info if necessary:

     
III.     Please Respond to the Following Five 5 Questions:
1.      Why does this charge belong on the fund or grant you're moving it to? Why is it allocable?  This means that the cost being transferred should have been a direct cost on the receiving award, thus that it was allocable to that award.  Another way to rephrase allocability is that the project that pays the expense must directly benefit from it.


     


2.      Why was the charge placed on the wrong fund?


     


3.      How do you prevent this from occurring in the future?


     

4.      If the cost transfer involves Labor Distribution (LD), has an Effort Report been reviewed / certified?  (Has a PHAREDs--payroll correction--been submitted?  Has an ePAF been initiated?)
     
5.      Is this cost transfer request over 60 days from the end of the month in which it originally posted?  Why did it take so long to discover the error?


     


Once you have answered all the questions above, that information needs to be shared with OSP.  It is vital that we understand the issues and what happened before we can approve the request.

NOTE:  Remember that you cannot do cost transfers if it will put the receiving grant in deficit and you cannot make cost transfers from one federal award to another to cover deficits.   Also remember for labor transactions, if an effort report has been certified, you need to let OSP know and this may have an impact on whether or not your request gets approved.   Lastly, departments that process these cost transfers are responsible for maintaining and producing the supporting documentation for all cost transfer activity, if it is requested.
_______________________________________


____________________

                               Signature





                 Date
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                                Printed
_______________________________________


____________________

                           Approval Signature
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