Truman State University

Cost Transfer Form
This form should be completed for any cost transfers that move expenditures to/from sponsored projects/external grants (i.e. fund number starts with a 2).  A cost transfer is a transfer of any expenditure, regardless of amount, from one funding source to another.   For example, if an expense was charged to a University fund but should have been charged to a grant fund, and vice versa, a cost transfer form would be required.  This form is not necessary for cost transfers that are only correcting an organization, account, or program number (i.e. no change to fund/grant number).  The completed and signed form should be submitted to MC106 to be entered in the financial system by the Grants Accountant or Supervisor.  

If transfer is made within 90 days of the activity date of the original entry, answer questions 1 and 2 only; if over 90 days, answer all four questions.  Transfers need to be made in a timely basis which is typically defined as within 90 days.
1. Why was this expense originally charged to the fund from which it is now being transferred?  

2. Why should this charge be transferred to the proposed fund? **see note on second page   

3. Why is this cost transfer being requested more than 90 days after the original transaction?

4. How will you prevent this type of error from happening in the future?

Cost Transfer Approved by (approval of PI(s) over grant fund):

Printed name: __________________


Printed name: __________________

Title: _________________________


Title: _________________________

Phone Number: _________________

Phone Number: _________________

Signature: ​​​​​​​​​​​​​​​​​​_____________________


Signature: ​​​​​​​​​​​​​​​​​​_____________________

Date: _________________________


Date: _________________________

Note: The Cost Transfer Explanation and Justification form should be approved by the Principle Investigator (PI) or their delegate.  By signing above, the PI or their delegate certifies that the cost transferred is an appropriate expenditure for the sponsored project account charged and that the expenditure complies with the terms and restrictions governing that sponsored project account.  

	Transaction Reference Information: 

	Original transaction
	Transferred to

	Fund: 
	Fund:

	Orgn: 
	Orgn:

	Expense Account: 
	Expense Account:

	Activity Date:  
	Activity Date:

	Dollar Amount:
	Dollar Amount:

	Document/Reference# and Vendor Name:

	Notes:




__________________________________________
Business Office Review and Signature-Controller
Additional Information & Notes on Cost Transfers

	Cost Transfers-Responsibilities
	Principal Investigator
	Business Office

	Monthly review of financial transactions within grant fund


	X
	 

	Prepare documentation/justification for cost transfers on Cost Transfer form
	X
	

	Review and approve cost transfer requests
	 
	X

	Enter cost transfer requests in financial system
	 
	X


Recipients of federal grant funds are required to comply with several regulations established by both the federal government and sponsoring agencies.  Circular A-21, created by the Office of Management and Budget, “establishes principles for determining costs applicable to grants, contracts, and other agreements with educational institutions.”  Documentation of cost transfers is required to ensure compliance with OMB Circular A-21.  Also, most sponsoring agencies have policies that require documentation of cost transfers.
OMB Circular A-21 states, “Any costs allocable to a particular sponsored agreement under the standards provided in this Circular 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.”  

Reference:  http://www.whitehouse.gov/omb/circulars_a021_2004/
**Notes to Question 2:

Cost transfer documentation must be sufficient to verify the transaction is allowable, allocable, reasonable, and treated consistently.  This information is needed to adequately support the validity of this cost on the project and may be reviewed by auditors.  
Costs must be ALLOWABLE as defined by OMB Circular A-21, Section J and/or the terms and conditions of the particular award.
Costs must be ALLOCABLE -- the cost must have a demonstrable and specific benefit to the sponsored project to which it is charged.
Costs must be REASONABLE, that is, the cost must reflect what a “prudent person” would pay.
Costs must be treated CONSISTENTLY across the University, that is, costs must be treated in the same manner (as either direct or indirect) when used in like circumstances.
A justification needs to sufficiently explain why the cost is being transferred.  If the cost is being moved onto a sponsored account, this explanation is particularly important for accountability to sponsors.  The justification cannot merely state that the transfer was made "to correct error" or "to transfer to correct project."  How and why the error occurred should also be stated.  The following statement may be used as part of your justification:  “This cost was justified in the proposal, is allowable per University and Sponsor policies, and is allowable per OMB A-21.”
