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POLICY:
The Seattle Children's Hospital Research lnstitute is committed to ensuring that all costs charged
to sponsored projects are allowable, allocable, and reasonable. As such, any cost transfer
submitted to correct an employee's labor distribution or adjust a non-salary item must be handled
in accordance with sponsor terms and conditions, as well as Children's policies.

The Federal Government is the largest sponsor of externally funded activity at the Hospital or
Research Institute. The cost principles relating to expenditures on federal awards are contained
in 45 CFR Part74 Appendix E "Uniform Administrative Requirements for Awards and Subawards
for Institutions of Higher Education, Hospitals, and Other Nonprofit Organizations," which can be
found at the following web address:
http://research.seattlechildrens.orq/assets/docs/appendix e to part 74.pdf. In addition,
these cost principles require that any expense charged to a federally sponsored project be
reasonable and necessary, allocable, consistently treated, and conform to any limits or exclusions
set forth in 45 CFR Part74 Appendix E or the terms and conditions of the award. Individual
awards may include specialterms and conditions, which must be considered before allocating
certain costs to the award.

Whv are Cost Transfers Necessarv?

A cost transfer is required to correct any discrepancies identified on a funding source or activity.
This may include clericaland transposition errors, as wellas those that are detected during the
monthly review of expenditure reports(see OSR-17, Award Management Policy), such as labor
charges that have not been updated to reflect an individual's redirected effort or a purchase that
has been charged to an activity different from that which ultimately benefited from the use of the
items purchased. Allerrors should be corrected as soon as they are detected.

Who Needs to Know This Policv?

Any employee who is involved wih the administration of sponsored agreements should be familiar
with this policy. This includes center business managers, center directors, principal investigators
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(Pls), individuals from the Office of Sponsored Research, Research Finance, and other personnel
who are involved with sponsored awards.

Responsibilities of the Principal Investigator and the Genter Business Manager

It is the responsibility of the Principal Investigator and the Center Business Manager to correctly
review, process, and approve expenditures to sponsored awards, including the appropriate
classification by expenditure type, allowability, and to ensure budget amounts are not exceeded.
Based upon this review, if an item is determined not be reasonable or allocable to the particular
research project, it is the responsibility of the Principal Investigator and Center Business Manager
to produce a timely and accurate cost transfer. While the Pl may delegate authority to execute
activity to the CBM, the Pl remains ultimately responsible and accountable for all transactions

PROCEDURE:

1.0 Once the month end fiscal reports close, the CBM and Pl review expenditures and determine if any
adjustments are necessary (see policy OSR-17, Award Management Policy).

1.1 lf no adjustments are required, then a cost transfer will not take place.

1.2 lt an adjustment is required, then the CBM prepares and submits the applicable Payroll Hours
Adjustment or Non-Payroll Cost Transfer Form.

1.2.1 A Payroll Hours Adjustment (PHA) form (Exhibit A) is used solely to transfer salary and
the associated fringe benefit expenditures from one activity to another.

1.2.2 A Non-Payroll Cost Transfer form (Exhibit B) is used to transfer operations, travel, and
capital expenditures from one activity to another.

1.2.3 lf the expense is less than 90 days old, the CBM will forward the cost transfer form
with supporting documentation to ORF.

1.2.4 lf the expense item is more than 90 days old, the CBM must prepare and sign the
Additional Justification Form (Exhibit C) and obtain the Center Director's approval. The
following additional steps must be followed:

1.2.4.1 CBM forwards the Additional Justification Form the appropriate cost
transfer request form and the supporting documentation to the OSR
Director to approve.

1.2.4.2 OSR Director signs the Additional Justification Form and forwards the
documents to the ORF Director to approve.

1.2.4.3 OSR Director also makes copies of all approved cost transfers and
maintains a file, forwarding the copies to the VP, Research Operations
and Logistics on a quarterly basis.

1.2.4.4 ORF Director reviews and approves the AdditionalJustification Form and
fonryards the form and cost transfer to the ORF accountant to process.
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Submitting Office:

Approved byl

Research
Seattle Children's Hospital Research Institute

DEFINITIONS:

Cost Transfer
A Cost transfer is defined as any retroactive expense transfer or reallocation of costs from
one source of funding or activity to another. To be allowable, cost transfers must be
submitted timely, have appropriate justification and documentation, and have appropriate
authorizing signatures. In addition, the items being transferred must be reasonable,
necessary, and allocable to the new funding source or activity.

Galculating the 90 Day Period for Late Gost Transfers
The 90 days begins at the end of the accounting month that the original transaction is
posted in the general ledger. The timer continues to run until the transfer has been
prepared and all required signatures have been obtained from the Center. Processing
time at the ORF or OSR is not included in the determination of whether a transfer has met
the 90 day criteria. For example, if an expense is posted on 9/18, the accounting date
would be 9/30. Transfers completed and signed by 12131would fall within the g0 day
period. Transfers completed and signed after 12131would be considered late cost
transfers and require the Additional Justification Form.
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Exhibit A: Payroll Hours Adjustment (PHA) form

Payroll Hours Adjustment Form
Current F ey Period End Date: 03¡ES,DB

Emplorce  Numher

E mplo!€e Nan e
Subm it to M nil stop
Pe yrol l  S-21 2
Fer 98I-4938

Corrcct ion fur PP endins /

n  rs  þerng  msde In

P ay codes E xem pt - Pey Codes
i€-i-R"ãsüiãi- 11 3 P ToiAnnuet Leave/vec 7õffiquter
120 OT Non FLSA 11 4 FTOiAnnunl Leave/Census 2O?PIO
150OT FLSA 115PTO -Unschedu led  203PTO Unsdredu led

124 Holidey Wodced 204 Sid{

*See Time card for com Flete liding of Pey codes or conlect P apoll
!E trätence

Sick Accrual Adj Sick¡STD Enlance Adj
Merit Adj Seniority Adj
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Exhibit B: Non-Payroll Cost Transfer form

Childrenb t{ON-påtrROLt COST TRAHSFER FORttt

SËE SËLttJlf FOR EXAIT¡|PLES GF l'lãUlf CODIHGl@lrntå,FWdt'læiWs

I A r i r o u N r  I

EããffiTñff- 
--E;ãñ¡G;ã_

lA6'tiúty
I
I

¡-od;fr.ffi-

lffiomffi]

Lc+e¡rt Lhít ,qÊta¡rt QodÈ

EXP[.n]&TIOH

I
I
ffi?îsffiElesr-
I
I

Staefede.äl FlÉauíement ffcr Èarrts,Côrtradsl: lf sErviç r,r cftaræ ismore th¿n €û-Évs old. futtherelolanáiÖn is r!Êûuir€d.

I . AcoDvotpufttiãs ú¡dêr of ¡nvriûe.
2. Aøpyof tlçsnmfi A/P tÊtail Repon.
3. Acopyof Ddailof RÈrÊnueãnd Éçer6er"pm.

Cedíf i|ãtlon tñ EüUlREn]
Tte üllouing Certifation is rrquired ltr ãl cþ*Îr¿nrÊrrëquests ir¡ tder !o sãlistr slt*ë and#r Federal Atdt requifemfnls:
"l ç€rli{rü¡ãf *e fünsfEr r€queled aborn releds ãîrue nd æa¡rate æpesenlãlion 0f ilca|al co$sintüred
byfhe gmjâd ãndtHtÌËsÊ çûsE are prcgerand alfotìraHe áar!Êsto ihê prÐjec rrreivirg'tfiemJ'

FñlHclFåLtr"tüESÍIüATßRå,FRûJEffl'l¡,1,1ÅõËRStÊÐgSTCENTERI'lp,l'.lp,6ERå ITUSTå16l'1.
FrB f LÉgfRtÌ¡rc RESUE$TS. Etlrp.fL lrlJsf ÉÉ FR0f¡1 BTTHAUTH0RiZERS {Vr4 ÊtLfflNß PRoCË$S}.

,qúttrized s¡gßütrÞ - TrårËIer "To' A(lrtrr¿ed SrgrstrrÈ - lf¡fislEr "¡'fËrñ

Prirt ¡hnÈ Pmitior{fÍtle Print l'åme Pøitiqtl[rtle

D€rlnert Dala [ÞBrtmênl

FOF NüH"RÊâEARCH tûST TRÅN5FERs PLEÅgE RETURH f  O Fl l lÀNtE l t4.Al l  STOF /S-?{Ê

FCIRRESEAÉCHCO$TTR,ANSFËRgFLEASERËTURHTÛRESEARCHFINÅNCEMAIL  å ' f  TFMPW+1

SuFporting Docu mentalion [R EQUIÊ Ëf: I
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Exhibit C: Additional Justification Form

çtúWrr#lfs *.i[#ffi::¡##P,ø
tL:i¿¿ t {!iaîr)Ì l.t.:t i ":. 1f

Additional Justification Form for Cg¡l lrangfeË

Msving chargps to {debit activlly number}:

Moving charges from (credit activity number):

D es c ri g-li o n of exn e ns e{s) h e in q tra nsfg ned.:
G{- crrppliG,-dietãÚ dìãrget. paliert c¿rc cosl, gt¿¡tu¿te students¡l¡ry. *tc.)

Hnr¡r does thís exnense benefïtthç activäv beins chsmed ldebit activitvP

Whatlis.the reaoon for Íhe lâtp lovçr 90 davcfuqçtlfqn$fer? H$rywas fris erÐr Clqcovqfgdl

l¡ïhat steps ate beins taken ù0 neventthis from occurúnq aoain?

Will this transfer result in the revision of a Í¡nal invoice or f¡nal Í¡nancial renßrt?

Weæñlfyto tfie åestof ovrknçuytrsge andüeJÞftñese e{oensesüelwg çn lÞe newarf¡vrV
nwrþerand aæ fot apprpfiite purposee atß ln acærdance wlth the agtæntenf 8#f fo¡fñ m fflË
appjr'alian arú award dacL#rgnl

Preparer
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