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Expense Transfer Review

Purpose:  

Grants Administration will conduct a quarterly review of BMC and PHC Expense Transfers, including SAP Upload Entries.  The purpose of this review is to ensure that expense transfers are documented correctly and are done in a timely manner.

Activity Selection:  

The Projects Assistant will run the Expense Transfer Review Reports in Crystal for all active grants for both companies.  

Review:

The Project Manager will select 10 expense transfers per month for the previous quarter, using the Expense Transfer Review Reports.  The selections should meet one or more of the following criteria:

· Large sums
· Transfer occurs after budget end date
· Subcontract or Consultant Expense

· SAP Upload 

· Travel or Food Expense

· Employee Reimbursement

Project Manager will submit a copy of the Expense Transfer Review Report to Associate Director detailing how each expense transfer was selected.

The Projects Assistant will look for correctness and completeness of documentation provided with each cost transfer including one or all of the following:

· Cost Transfer Request form OR email requesting or approving cost transfer
· Documentation of expense being transferred
· Documentation of reason for expense transfer
· Signature of Administrator and/or PI
· Signature of Associate Director, Post Award for all transfers over 90 days
Any incomplete or incorrect transfers found will be given to the Grant Accountant of the grant for completion/correction of journal entry.  A copy of the journal entry or an explanation of why there is no journal entry necessary will be given to the Projects Assistant after Supervisor approval, for tracking purposes.  
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