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Georgia State University
Cost Transfer Procedures on Sponsored Projects
Background
While cost transfers may seem to be inherent in sponsored award activity, EVERY EFFORT SHOULD BE MADE TO REDUCE THE INSTANCES THAT WOULD MAKE COST TRANSFERS NECESSARY.  Occasionally circumstances may be such that transfers are unavoidable such as pre-award costs, effort adjustments, cost overruns, grant termination, shared cost between two or more projects, or a simple error. 
 Cost transfers fall into two general categories: Personnel and Non-personnel.
Personnel
 Any change to personnel costs or distributions after completing a certified Personnel Effort Report (PER) is considered a cost transfer. In cases where the transfer is necessary, the requestor/initiator must notify the Time and Effort Coordinator in Research Financial Services (RFS) of the change and request a corrected Personnel Effort Report for certification. The requestor/initiator must forward a written justification approved by the Principal Investigator to the assigned Research Financial Officer in RFS.  Once the Research Financial Officer approves the transfer, the corrected PAF, a certified corrected PER, written justification and RFS approval will be routed to the College Administrative Officer for approval and update in the Human Resources System.  

Non-Personnel
The appropriate college administrator or department business manager should be contacted by the individual desiring a non-personnel cost transfer.  Each individual college or school determines who has the authority to affect cost transfers. All cost transfers must include appropriate justification in the description field of the journal voucher.  The journal voucher will be routed through the designed departmental or project workflow as established in the financial accounting system. Please refer to the Cost Transfer Policy for guidance on appropriate justifications.

If the transfer is over 90 days from the original posting date, a request for approval must be submitted to the RFS officer.  It should contain original voucher information and accompany a written justification signed by the Principal Investigator.  Once the RFS officer approves the transfer, the signed justification and the RFS approval will be routed to the college administrative officer or designated departmental business manager for approval and update in the financial accounting system.
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