LATE COST TRANSFER EXCEPTION REQUEST
WEB FORM GUIDE

e The Office of Research Administration (ORA) has updated their Late Cost Transfer Exception
Request Form to a web form. This web form is accessible under the “Financial Management”
section of the following ORA website: https://research.iu.edu/forms/research-administration.html

[}

An overview of the entire web form is provided below. Please note that all fields on this request
form are required for successful submission.

Non—Salary Late Cost Transfer Exception Request Form

By completing and submitting the information below, you are reguesting that the Cost Transler 'an.wmn Cumnuu e mwemlhe costs helrlg translerred an o off a Federal or lederal-pass—through sponsored program account beyond
the three menth limil & deseribed in the Codt Transler Palicy SPA-11-003 ihitp:/ /policies.iu.edu/ pal

FOr AT S - 1/Coul_Tranilers_on_Codt Reimbursable_Grants_and_Contracts. shimll
Cost Transfers under $500.00 will not be considered by the Cost Exception Committee. If the cous shuulﬂ bee maved aff the current aceount, the coss must be moved 16 3 nan- grant account.

Costs included on the GEC being reviewed by the committee shall be limited 12 late costs; please process a separate GEC for costs being transferred within the three month limit, The GEC translerring late costs shall be limited 1o one
project on the “From™ side and one project on the “To® side. 1T multiple accounts are involved in the project, please indude those accaunt details in the lirst question under the Explanation and Justification” section,

In order for the Cost Transfer Exception Committes to consider this request, please provide the information below. All fields in the form are required prior to submission to the Office of Research Administration.

Contact information for Individual Completing the Form:-

LCT Form Initiator Nama * Initiator Phona #*

| | | | [— e

GEC Documant Numbar* KFS Documant Numbar of Original Transaction *

Total Amount of Transfar*

| |
i “To" Account - fem Data: *
| |
To" Account - jiration Diata:*

Dwsignated “From™ Account - Data of Original

Expansa Catagary* Dasignatad “From” Account - Account Numbar: *

Dasignated “From™ Account - Account Expiration Data: *

Wy was tha Expansa Originally Charged to tha Account From Which it is Baing Transfarred?*

How Doas This Expansa Banafit or Relata to tha Scopa of Work of the Racsiving Account? Dascribe in Datail the Expansa and its Ralationship to tha Project. *

Why is this Cost Transfor Being Requastad Ovar 90 Days From the Dats of its Origin?*

What Will ba Dona to Pravent Future Cost Transfars Ovar 50 days From the Data of Origin? *



https://research.iu.edu/forms/research-administration.html

e The top section of the form provides additional information regarding the circumstances under
which a Late Cost Transfer Exception Request Form should be completed. It also provides
guidance on how the GEC including late costs should be processed.

e Please note: This form should only be filled out for cost transfers that:

o Are on federal or federal-pass-through sponsored program accounts

o Include only costs being transferred beyond the three month limit

o Have at least $500 of late costs being transferred

o Include only one project on the “From” side and one project on the “To” side

Non-Salary Late Cost Transfer Exception Request Form

By completing and submitting the information below, you are requesting that the Cost Transfer Exception Committee
review the costs being transferred on or off a federal or federal-pass-through sponsored program account beyond the
three month limit as described in the Cost Transfer Policy SPA-11-003 (http://policies.iu.edu/policies/categories/
research/Sponsored-Programs-Administration/Cost_Transfers_on_Cost_Reimbursable_Grants_and_Contracts.shtml).
Cost Transfers under $500.00 will not be considered by the Cost Exception Committee. If the costs should be moved
off the current account, the costs must be moved to a non-grant account.

Costs included on the GEC being reviewed by the committee shall be limited to late costs; please process a separate
GEC for costs being transferred within the three month limit. The GEC transferring late costs shall be limited to one
project on the “From” side and one project on the “To" side. If multiple accounts are involved in the project, please
include those account details in the first question under the “Explanation and Justification” section.

In order for the Cost Transfer Exception Committee to consider this request, please provide the information below.
All fields in the form are required prior to submission to the Office of Research Administration.

e The next section of the form requests contact information for the individual completing the
request form. The individual completing the form should provide their name, phone number,
email address, and their chart and organization code.

Contact Information for Individual Completing the Form:

LCT Form Initiator Name * Initiator Chart *
Initiator Phone #* Initiator Organization Code *

| | | |
Initiator Email *

e Inthe next section, the individual completing the form certifies that the fiscal officer and
principal investigator of the grant account(s) associated with the request are aware of and
approve of the request. The individual should provide the names and email addresses of the
Principal Investigator and Fiscal Officer. The individual should also provide the email address of
the ORA contact (the ORA Grant Consultant) for the account(s).

By Completing This Form I Certify that the Fiscal Officer and Principal Investigator Listed Below are Aware of and

Approve the Submission of this Request for Exception.

Principal Investigator Name * Principal Investigator Email * Fiscal Officer Name *

Fiscal Officer Email * ORA Contact Email *




The next section requests details regarding the transaction and the account(s) impacted by the
GEC. Please note that the “GEC Document Number” is the KFS document number for the GEC
under review.

Transaction and Account Information

GEC Document Mumber * KFS Document Number of Designated “To” Account -
| | Original Transaction * Account Number: *

Total Amount of Transfer*

| | Designated “From”™ Account - Designated “To" Account -
Date of Original Expenditure: * Account Effective Date: *

Expense Category* | | | |
Designated “From”™ Account — Designated “To” Account -
Account Number: * Account Expiration Darte: *

Designated “From”™ Account —
Account Expiration Date: *

The final section of the request form requests additional information regarding the
circumstances that led to the late cost transfer. Please provide thorough responses to these
questions.

Note: If there are multiple accounts involved in the cost transfer under review, please include
any account details not listed in the above Transaction and Account Information section as part
of the response to the first question in this Explanation and Justification section.

Explanation And Justification:

Why was the Expense Originally Charged to the Account From Which it is Being Transferred? =

How Does This Expense Benefit or Relate to the Scope of Work of the Receiving Account? Describe in Detail the Expense and its
Relationship to the Project. *

Why is this Cost Transfer Being Requested Over 90 Days From the Date of its Origin?*

What Will be Done to Prevent Future Cost Transfers Over 90 days From the Date of Origin?*




e Once all fields on the request form have been completed, press the Submit button at the
bottom of the web form to route the request form to ORA:

e |[f the request form was successfully submitted, the individual completing the form should be
redirected to the following web page:

m INDIANA UNIVERSITY Q This site @ 1U  Google™ Cu

Your form was submitted successfully
For security reasons you should close your browser!

FULFILLING e PROMISE

e Additionally, the individual completing the form should receive the following email message
upon successful completion:

(5 Reply €2 Reply All (£ Forward G5 IM
Thu 8/11/2016 4:43 PM

NoReply@iu.edu

Thank you for submitting the Cost
Transfer Exception Form

To Homenda, Caitlin 5 -~

Message aE44Effbc-f1f5—‘1826-be6-61'36115?(539.htm| 69 KB)

Thank you for submitting the Cost Transfer Exception
Request Form. Our office will review the submitted
request form and contact the form initiator should there
be any questions. The form initiator will be contacted once
a final decision has been rendered. If you have any
guestions regarding this process, please contact the ORA
Grant Consultant for the account(s) affected by the
request form.




e This email will also include a copy of the submitted request form as an attachment:

Non-Salary Late Cost Transfer Exception Request Form

By completing and submitting the information below, you are requesting that the Cost Transfer Exception Committes review the costs being transferred on or off a lederal or lederal-pass-through sponsored program account beyond the
three manth limit as described in the Cost Transler Policy SPA-11-003 (htpe/ [policies.iu.edu/palicies fcategories/ research/ 5 4-Programs-Administration/Cost_Transfers_on_Cost_Reimbursable_Grants_and_Contracts.shimi). Cost
Transfers under $500.00 will not be considered by the Cost Exception Committee. If the costs should be moved off the current account, the costs must be moved 1 a non-grant account.

Costs included on the GEC being reviewed by the committee shall be limited to late costs; please process a separate GEC for costs being translerred within the three month limit, The GEC translerring late costs shall be limited 1o one
project on the “From® side and one project on the “To™ side. If multiple accounts are involved in the project, please include those account details in the first question under the *Explanation and Justification” section.

In order lor the Codt Transler Exception Commitlee 1o consider this request, pleate provide the information below. All liehds in the form are reguired prior 1o submission 1o the Office of Ressarch Administration.

Contact Information for Individual Completing the Form-

LCT Form Initiator Name * Initiator Phona #* Initiator Chart*
[ianEDoE | F35-555-5sss | =
Initiator Email Initiator Organization Cada *
[coovaswEoy | [rscs |

By Completing This Form | Certify that the Fiscal Officer and Principal Investigator Listed Eelow are Aware of and Approve the Submission of this Request for Exception.

Data Principal Invastigator Nama * Principal Imvastigator Email * Fiscal Officar Nama * Fiscal Officar Email * ORA Contact Email *
[os20/2018 | [romn Doe | [Earnr e eou | frotm s | [EMasz@iuEDU | [Emaizeiu.eou ]

Transaction and Account Information

GEC Documant Numbar* KFS Documant Numbar of Original Transaction * i “Ta" Account - 1
12245678 E7654221 [r854221 |
Total Amount of Transfar* Dusignatsd “From” Account — Date of Original Exp - i “To" Account - Account iva Data:*
53.000.00 01/01/2016 [ori01 12018 |

Expanza Category® Dasignatsd “From” Account — Account Numbsar: * i “Ta" Account - iration Diate: *

e r—- e ]

P

nated “From™ Account — Account Expiration Data: *

Explanation And Justification:

Why was tha Expansa Originally Chargad to tha Account From Which it is Baing

[Thiz is whers 2 justification would be entered axplaining why the axpanse was originally charged ta tha accaunt from which it is being transfarred.

How Doss This Expanse Banefit or Relata to the Scops of Work of the Receivi Dascriba in Dutail the Expanse and its Relationship to the Project. *
[Thiz is whars 2 justification would be sntered axplaining how the sxpanse undar reviaw Bansfits or ralates ta the scops af work on the account the axpansa is baing mavad to.

Why iz thiz Cost Transfar Baing Requastad Ovar 90 Days From tha Date of its Origin?*
[This iz whars 2 justification would bs antsred axplaining why the cost is baing transferrad mors than 50 days after the original data of sxpanditurs.

What Will ba Dona to Pravent Futurs Cost Transfars Ovar 50 days From tha Date of Origin? *
This is whars a justification would b antersd axplaining what o tha dep is implamanting in ordar to pravant costs from being transfarrad ovar 50 days from tha original data of

lexpanditura in tha futurs.

e The Principal Investigator and Fiscal Officer will also be notified via email when a request form
has been successfully submitted. This email will include a copy of the submitted request form as
an attachment and provide them an opportunity to contact the ORA Grant Consultant should
they have any questions or concerns regarding the submitted request form.

e Please note: The initiator of the web form will be contacted via email should any additional
information be needed. Additionally, the form initiator will be contacted via email once the ORA
Cost Transfer Exception Committee has reviewed the request and rendered a decision. Should
you have any questions regarding this process or a pending request form, please contact the
ORA Grant Consultant for the account(s) affected by the request.

(6]
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