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Cost Transfers on Sponsored Projects Policy 
 

Purpose: 

Every effort must be made to correctly record expenditures to the appropriate sponsored projects 
when the original entry is made in the accounting system.  However, there may be instances where 
it is necessary to transfer a cost to another project or fund code to correct posting errors, or to 
transfer a cost to a closely related sponsored project, or to remove cost overruns.  The university 
is required to maintain records supporting expenditures to all sponsored projects in accordance 
with the applicable Federal regulations and in accordance with the terms and conditions of the 
sponsored agreement.  The Principal Investigators, with assistance of their budget manager, are 
responsible for conducting ongoing reviews of the projects they manage to ensure the accuracy 
and appropriateness of all expenditures posted to those projects.  All reviews must be timely 
enough to comply with the deadlines of the university, agency, or the award agreement.  Timely 
cost transfers for salaries and wages are important to ensure that effort may be certified 
appropriately. 

 

Policy: 

All expenditure (cost) transfers to or from a sponsored project must be recorded in the receiving 
fund within ninety (90) days after the initial charge was recorded, or prior to the submission of the 
final expenditure report to the sponsor, or the final request for reimbursement from the sponsor, 
whichever occurs first. 

In unusual circumstances, a transfer may be appropriate even though the ninety (90) day deadline 
is not met or if effort has already been certified.  These transfers will be reviewed with additional 
scrutiny and the Grants Administration Office (GAO) will require further justification and 
additional approvals.  For example, sometimes award negotiations are delayed, but the sponsoring 
agency authorizes work to begin on the project before negotiations are complete.  Under such 
circumstances, transfer TO a sponsored project will be considered timely when the university 
receives the fully execute contractual agreement after the project’s begin date and the cost transfer 
is submitted within sixty (60) days of the establishment of the grant fund code in the university’s 
accounting system. 

No time limit exists for REMOVING expenditures from a sponsored project.  If inappropriate 
expenditures or cost overruns are discovered, they must be removed without regard to time limits 
and transferred to a non-sponsored fund (departmental operating budget). 

The Principal Investigator of the project which a cost is being transferred TO is responsible to 
ensure the following: 

- The costs are an appropriate and allowable use of such funds and have a direct benefit to 
the project 

- The cost transfer has adequate documentation and justification 
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- The cost transfers are approved by a designated approver 
- The cost transfer is made on a timely basis, i.e., within ninety (90) days, after the initial 

charge was recorded or prior to the submission of the final expenditure report to the 
sponsor, or the final request for reimbursement from the sponsor, whichever occurs first 

The Grants Administration Office is responsible for reviewing and approving all cost transfers on 
sponsored project funds. 

Responsible staff are strongly encouraged to make all salary cost transfers within 45 days of the 
end of each semester to ensure salaries are properly aligned with effort performed for faculty and 
staff before effort reports are created for that semester. 

 

Procedure: 

Cost transfers can be separated into two general categories: “Salary/Wage” Expenses (salaries and 
benefit charges for faculty, staff, etc.) and “Operating” expenses (lab supplies, travel, contractual 
services, etc.).  Transfers for these two categories are processed in different ways as shown below: 

Transfer of costs for salary/wage expenses: 

- All requests for payroll cost transfers must be requested on the Payroll Cost Transfer 
Request form.  Supporting documentation must be attached.  Once complete, send the form 
to the Grants Administration Office (GAO) for review and processing.  Any cost transfer 
completed after 45 days of the initial charge will require additional approvals. 

Transfer of costs for operating expenses: 

- All requests for operating cost transfers must be requested on the Grant Expenditures 
Reclassification Request (Reclass Form).  Supporting documentation must be attached.  
Once complete, send the form to the GAO for review and processing.  Any cost transfer 
completed after 90 days will have the charges removed from the project and will be charged 
against the departments operating budget. 

The supporting documentation should indicate why the transfer is necessary and appropriate to 
charge to the project.  A detailed explanation is required.  An explanation merely stating that the 
transfer was made “to correct error” or “to transfer to correct project” is not sufficient.  The transfer 
will be returned, and the expense may be moved to the departmental operating budget. 

If the transfer is more than sixty (60) days since the original posting date, the following additional 
written documentation is required: 

- Why the transfer was not submitted in a more timely fashion 
- How does the charge directly benefit the project and is the expense allocable and allowable 

cost for the project 
- Documentation that changes have been discussed with and authorized by Dean 
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If the transfer request is received more than ninety (90) days since the original posting or if effort 
has already been certified as being correct, additional written documentation is required as 
indicated below: 

- Specific written documentation related to the late receipt of funding including evidence of 
the date the sponsor authorized work to begin on the project and the date the fund was 
created. 

- Specific explanation as to why effort was certified incorrectly and how this will be 
prevented in the future, and 

- Specific written documentation of the other unusual circumstances that might justify an 
exception to the normal ninety (90) day limitation 

When the costs for a sponsored project exceed its approved budget, and the principal investigator 
cannot justify transferring the costs to another closely related sponsored project, the amount of the 
cost overrun must be transferred to another fund. 

In the vast majority of circumstances, cost overruns may ONLY be transferred to a departmental 
operating budget.  Only in cases where multiple sponsors are funding the same project/deliverables 
in an overlapping project period will the transfer of cost overruns to other sponsored projects be 
considered. 

 


