EXAMPLE: An expense of $579.67 was incorrectly charged to project/grant NSF123 and should have been charged to DeptID D123456.  The following entry adds (+) the expense to DeptID D123456 (the DeptID is debited) and subtracts (-) the expense from project/grant NSF123 (the project/grant is credited).  Note: credits can be expressed in parenthesis or by a negative sign.

	Line #
	Ledger
	Business Unit
	Account
	DeptID
	Project/Grant
	Fund
	Class
	Amount

 (+ or -)
	Journal Line Description
	
	Expl. Code

	1
	ACTUALS
	TUFTS
	5425
	D123456
	
	
	
	+579.67
	DELL COMPUTERS
	D

	2
	ACTUALS
	TUFTS
	5425
	D123001
	NSF123
	
	
	-579.67
	DELL COMPUTERS
	D


Reminders:

· Sponsored Programs Accounting may request additional clarification if needed.
· This form is NEVER used to request the transfer of salary and/or benefits (this includes all account codes between 5002 – 5055).
· Transaction Detail Reports must accompany all grant expense transfer requests as back up.
· An explanation and additional documentation (including copies of receipts/invoices, travel reports and/or a signed memo for transfers more than 90 days old, when applicable) is required for all transfers sent to SPA. 
 Explanation Code Descriptions:
A) Transfer to continuation project – When an item is charged to a grant that is no longer in use and should be applied to a new grant number that was set up for a non-competitive continuation.  The charges to be moved must be within the dates of the continuation grant.  Example: $100 in materials was charged to HS0001, but HS0002 should be charged since that is the new grant number set up for the non-competing continuation of work started on HS0001.  
B) Transposition error - When the digits of an account, grant or DeptID number were transposed during processing.  Example: PV1234 was charged for an item that was supposed to be applied to PV1324.    

C) Allocation of expenses between DeptIDs or Project/Grant (method must be attached) - When an expense is shared between two grants, DeptIDs (or a combination there of) for any reason other than fulfilling part of a cost sharing agreement.  The “method” used to split the expense is important so that anyone reviewing the transfer will understand why the expense is being divided. 

D) Transfer to DeptID – Moving expenses to a hard money account. 
E) P-card Allocation (missed P-card online system timeframe) – There is a 21-day window of time to move P-card charges to grants and DeptIDs (other than the default account online). When that window of opportunity is missed online, but expenses still need to be allocated properly this code should be used.  The reason the allocation was not done within the given 21 days should be noted.

F) Other – When none of the above reasons accurately explain the need for an expense transfer, select this code and write the reason in the space provided as accurately and briefly as possible. 

