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I. Policy  

The Office of Research Services - Post Award Financial Services (PAFS) is responsible for reviewing and approving all cost transfers, payroll or non-payroll, involving main campus sponsored programs before they can be processed into the accounting records. Diligent review of financial records between principal investigators and departmental administrators should prevent the necessity for transfers; however, under certain circumstances transfers may be appropriate if processed in a timely fashion.

OMB Circular-A21 states that expenses “may not be shifted to other sponsored agreements in order to meet deficiencies caused by overruns or other fund considerations, to avoid restrictions imposed by law or by terms of the sponsored agreement or for other reasons of convenience”.   

The cost being transferred must be reasonable, allowable, allocable and consistently treated.
II. Applicability


The policy applies to all sponsored programs, federal, state and private, and all cost categories including payroll costs.  This policy does not apply to cost distributions, internal service operations, departmental billings, object code corrections, keying errors made when entering documents into the University Financial system or internal entries prepared by PAFS personnel to transfer unallowable expenses off a sponsored agreement.  
III. Definitions 
A cost transfer is an after-the-fact adjustment or transfer of expenditure to/from departments. 
A.  Types of Allowable Cost Transfers  
1. Error Correction - Correction of errors provided that the correction is made within the applicable time limits and the correction is fully explained.

2. Pre-Award Cost - In some cases it may be necessary for costs to be incurred before an award document has been received.  In such cases, departments should request the Office of Research Services to issue an Authorization to Proceed (ATP) to set up a department number in the University Financial System.  
An alternative, but less satisfactory, method of handling pre-award costs is to charge the costs initially to an E & G Operating Department.  Costs may be transferred from this departmental number to the new sponsored project department number provided:

• The award has begun.

• The transfer is made within ninety (90) days after receipt of the award.

3.  Closely-Related - When a particular charge benefits more than one agreement because of the interrelationship of the work involved, that charge may be transferred to the other agreement provided that: 

a. The initial charge could appropriately have been made to the other agreement, 

b. The transfer explanation is clear as to why the particular charge is appropriate to either of the agreements, and 

c. The transfer is processed within 90 days of the original transaction.

Examples of Closely-Related departments are cost sharing departments where a separate 1X5 number is set up to accumulate cost sharing or parent-child departments where a sponsored project is separated into multiple 1X5 numbers to track separate tasks.

IV.  
Procedure 
A.  Non-Labor Cost Transfers 

1.  Within 90 Calendar Days
Transfers must be processed prior to the last working day of the third month after the item was posted to the accounting statement (Example: The deadline for transferring a non-labor cost that appears on the July accounting statement is the last working day in October.)

2.  More Than 90 Calendar Days

Transfers submitted after the last working day of the third month after the item was posted on an accounting statement must include additional justification (PAFS-1, item7) and are subject to the approval of the Assistant Director for PAFS or the Associate Vice President for Research.

3.  Documentation Required
· Journal Voucher/Transfer form. 

· Cost Transfer Request (PAFS-1). 

· Copy of the original invoice(s)
· Copy of the appropriate University financial report where the original charge(s) was recorded.


4.  All non-labor cost transfers will be identified by the journal voucher number followed by the letters CT, e.g. RSP176CT.  






B.  Labor Cost Transfers

1.  Transfers must be processed no later than the last working day of the third month following the pay period for which the salary was originally recorded in the University payroll system.  Previously confirmed labor charges will require additional justification and are subject to the approval of the Assistant Director for PAFS or the Associate Vice President for Research.
2.  Transfers from one sponsored agreement to another sponsored agreement or an E & G department to a sponsored agreement or vice versa can cross fiscal years if they meet the test in Section III A. 2 or Section IV B. 1.
3.  Documentation Required
· Cost Transfer Request Form (PAFS-1).  

· Payroll Expense Transfer Request Form.
· Copy of appropriate documentation of the original charge.   

3. All labor cost transfers will be identified by the Payroll Expense Transfer number assigned by the financial system, e.g. PET0012345.

4.  When necessary, PAFS coordinators may prepare and enter payroll transfer documents with written approval from the account sponsor.  Approval on the form by a Dean/Director is at the department’s discretion and is not required by ORS. 
C.  The following cost transfers will not be approved:

1.  Costs transferred from a fixed price department number in an overrun status to a cost reimbursable department number in an under run status after one or both project periods have ended.
2.  Inadequately justified transfers.
3.  Transfer requests without proper documentation.  
IV.  Roles and Responsibilities
It is the responsibility of each department manager to ensure compliance with the University Cost Transfer Policy.  It is the responsibility of Post Award Financial Services to review and approve sponsored program cost transfers and to ensure that all documentation is optically imaged.  
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