DRAFT


University of Georgia
Research Administration Policies

Policy Title:
Cost Transfers (to/from Sponsored Projects)
Summary

Cost transfers to or from sponsored projects may be made only if the cost is allowable per sponsor and University policies, justified, and made within 90 days of discovery.
Responsibility:
Senior Vice-President for Finance and Administration



Contracts and Grants

Audience:
University faculty and staff who have responsibility for charging or reviewing expenses to sponsored project accounts
Purpose
The purpose of this policy is to ensure that the University of Georgia (UGA) and the University of Georgia Research Foundation (UGARF) comply with federal standards regarding transfers of costs to or from sponsored project accounts.  
Definitions

Cost Transfer – movement of expense between two different university of accounts
Note that cost transfers related to changes made on Personnel Activity Reports (PARs) are not considered cost transfers under this policy.  However, a change to a previously certified PAR is subject to this policy.

Sponsored projects – grants, contracts and cooperative agreements with any Federal agency, State agency, or non-governmental organization that supports research, training and public service activities.

Policy Detail
Cost transfers between sponsored projects may be made under the following conditions:
1. The cost is proper and allowable by sponsor and University policies.

2. Justification for the transfer is provided on the journal voucher form.

3. Transfers are made within 90 days of discovery.  The Principal Investigator must personally sign all cost transfer documents submitted more than 90 days after the charge’s original posting date.
4. No charge may be transferred to or between a restricted account in excess of one year from the original date of posting, except in approved extraordinary circumstances.  However, there is no time limit for the removal of inappropriate expenses from restricted accounts.
Under this policy, justification requirements for current year changes are satisfied and supported by the completion and approval of the Employee Personnel Report and Budget Amendment forms.  
Cost transfers are exceptional activities and should not occur frequently.  Cost transfer to or from sponsored accounts should represent corrections and must be made promptly after the error is discovered.  Costs may not be shifted between accounts or from one budget period to the next solely to cover cost overruns.  

The department and/or Principal Investigator must submit an adequate written explanation to withstand audit scrutiny.  This will include the reason for the error and a certification as to the correctness of the new charge.  An explanation that merely states that the transfer was made “to correct error” or “to transfer to correct project” is not sufficient.  Appropriate justifications will include:
1. when the error was discovered;

2. what the charge was for;

3. why the charge was incorrectly made; and 

4. how it specifically relates to the restricted account to which it will be transferred

Documentation for cost transfers must be retained for the period stipulated in the University System of Georgia Board of Regents record retention schedule and be available for verification during the course of an audit or other review.


Sample types of transfers or corrections

a) Corrections of errors – Correction of clerical errors must be made promptly after the errors are discovered.  The transfer must be supported by written text explaining how the error occurred (e.g., typographical error).

b) Unallowable costs – If the cost is not appropriate on the grant/contract and is to be paid from state funds or discretionary funds, this may simply be stated.  Note that once a transfer is made, further transfers of the same cost to another (i.e., a third) account are not allowable.

c) Closely-related work – When closely-related work is supported by more than one funding source, a cost transfer may be made between those accounts, provided it is a proper charge, the transfer is supported by a written explanation, and the method for apportioning the cost in proportion that can be approximated through the use of reasonable methods.

The intentional “parking” of charges on a restricted grant/contract account pending transfer to another grant/contract account upon its funding is unallowable.  In the event of late award documents, the department should request an account to be established in advance (Pending Award) of the award’s receipt by completing an Administrative Action Request Form and submitting it to the Office for Sponsored Programs.  A Pending Award request may be established for a period of up to 90 days and up to 25% of the total proposed budget.
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