RETRO REQUEST FORM

A retro cost transfer approval is required for any cost transfer that is 90 days past its transfer date (the date when the expense hits the books) or if the award/project is closed.  For all retro cost transfers, you have to receive an approval (via email) from OSP before you enter the cost transfer transaction into Oracle.  If you do not have a retro approval number, your entry will be rejected.  

This sheet has been designed to be used by all areas when requesting a retro cost transfer.  Complete this sheet and email it to osp-retro-request@virginia.edu.  OSP will then review your request and get back to you with an approval or disapproval of the request.  Requests that are incomplete (i.e., lack the necessary information for review) are subject to delay.  It is important to provide OSP with as much detail about the cost transfer request as possible to minimize delays.  Please enter your answers in all upper case (capital letters).

I.  Transfer Information 
	Expenditure Item Type - Do not use AMEX, P-card type, or ISP
	Amount
	Expenditure Item Date - EID-Date expense was incurred
	Transfer Date - Date expense hit the books
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II. Transferring expenses:

FROM (PTAO to be credited):  ________________

TO (PTAO to be debited):         ________________

III. Please respond to the following 5 questions:
1.      Why does this charge belong on the grant you're moving it to? Why is it allocable? This means that the cost being transferred should have been a direct cost on the receiving award, thus that it was allocable to that award. Another way to rephrase allocability is that the project that pays the expense must directly benefit from it.

2.      Why was the charge put on the wrong account?

3.      How do you prevent this from happening in the future?

4.      Why is this cost transfer request over 90 days old?  Why did it take so long to discover the error?

5.      If the cost transfer involves Labor Distribution (LD), has an Effort Report been filed?

Once you have answered all the questions above, that information needs to be shared with OSP.  It is vital that we understand the issues and what happened before we can

approve the request.

The following procedures are specifically for RETRO actions and can be found at:

http://www.virginia.edu/%7Epolproc/proc/8-21.html,

http://www.virginia.edu/%7Epolproc/proc/8-22.html.

It may also be helpful to review our Costing Policy, it can be found at:

http://www.virginia.edu/%7Epolproc/pol/viiia8.html
and our Cost transfer policy at:

url: http://www.virginia.edu/%7Epolproc/pol/viiic1.html#cost
Remember that you cannot do cost transfers if it will put the receiving grant in deficit and you cannot make cost transfers from one federal award to another to cover

deficits.   Also remember for labor transactions, if an effort report has been certified, you need to let OSP know and this may have an impact on whether or not your request

gets approved.   Lastly, departments who process these cost transfers are responsible for maintaining and producing if asked, the supporting documentation for all cost transfer activity.
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