Late Cost Transfer Exception

Web Form Guide

“The secret of getting ahead is getting started.”
-Mark Twain

The Office of Research Administration (ORA) offers a Late Cost Transfer Exception Request Form
online. This form is accessible by clicking the Request approval of a late cost transfer button
under the Late Cost Transfers section of the following ORA website:
https://research.iu.edu/awards-agreements/award-management/cost-transfer.html

A guide of the entire web form is provided below by section. Please note that all fields with
(*required) on this request form are required for successful submission.

Top Section: ORA Late Cost Transfer Exception Form

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.

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

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

Are on cost reimbursable awards

Include only costs being transferred beyond the three month Llimit

Have at least $500 of late costs being transferred

Include only one project on the From side and one project on the To side
Include ONLY late transfers related to the late cost transfer exception request

Office of Research Administration

*Powered by FireForm

Home / ORA Late Cost Transfer Exception Request Form

By completing and submitting the information below, you are requesting that the Office for Research Administration (ORA) Cost
Transfer Exception Committee review the costs being transferred onto a federal or federal-pass-through sponsored program
account beyond the three maonth limit as described in the Cost Transfer Policy SPA-11-003. 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 movedtoa
non-grant account.

Costs included on the document (GEC or ST) being reviewed by the committee shall be limited to late costs; please process a
separate document for costs being transferred within the three month limit. The document 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. Except where
noted below, all fields in the form are required prior to submission to the Office for Research Administration.



https://research.iu.edu/awards-agreements/award-management/cost-transfer.html

Contact Information Section

There are two portions of contact information. The contact information for the individual
completing the form is first. 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: (* required)

Name: Chupp, Meredith
User Name: merchupp
Email Address: merchupp@iu.edu

Initiator Phone #: (* required)

et eeer e
‘ HEH-HHH-HHHH ‘

Initiator Chart: (* required)

‘ Choose an option... v ‘

Initiator Organization Code: (* required)

Next is Contact Information for the Principal Investigator and Fiscal Officer. In this 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 of the Principal Investigator and Fiscal Officer.

~ Contact Information for the Principal Investigator and Fiscal Officer:

[ ] Initiator Certification (*required)
By completing this form, | certify that the Fiscal Officer and Principal Investigator listed below are aware of and approve the submission of this
request for exception:

Principal Investigator: (* required)

‘ Search using U username or full name ‘

Fiscal Officer: (* required)

‘ Search using U username or full name ‘




Transaction and Account Information

The next section requests details regarding the transaction, including the cost transfer document
number (i.e. the General Account Adjustment (GEC), Distribution of Income and Expense (DI) or
Salary Expense Transfer (ST) document number) and the account(s) impacted by the cost
transfer document . Please note that the KFS Document Number of Original Transaction is the
“document number” under the original general ledger entry for that expense.

~ Transaction and Account Information:

Employee Name:

{For Payroll Cost Transfers Only)

Search using |U username or full name |

GEC or 5T Document Number: (* required)

Total Amount of Transfer (USD): (* required)

s |

Expense Category: (* required)

‘ Choose an option... W |

KFS Document Number of Original Transaction: (* required)

Designated "From” Account - Date of Original Expenditure: (*
required)

‘ MMADD Y Y'Y |

Designated "From” Account - Account Number: (* required)

Designated "From” Account - Account Expiration Date: (*
required)

‘ MMADD/YY Y'Y |

Designated "To" Account - Account Mumber: (* required)

Designated "To" Account - Account Effective Date: (* required)

‘ MMADD Y Y |

Designated "To" Account - Account Expiration Date: (* required)

‘ MMADD/YY Y'Y |




Explanation and Justification

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? (* required)

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. (* required)

Why is this cost transfer being requested over three months from the date of its origin? (* required)

What is being done to prevent future late cost transfers? (* required)




Submitting the Form

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. If needed, there is also an option to save the
draft and return later to complete.
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If the request form was successfully submitted, the individual completing the form should be
redirected to the following web page:

Submission Successful
Form Entry ID : 3032258

Your Late Cost Transfer Exception Request Form has been successfully submitted. Our office will review the submitted appeal and contact you
should there be any questions and once a final decision has been rendered. If you have any questions regarding this process, please contact the
ORA Grant Consultant for the account(s) affected by the appeal.

Go to home page Submit new form
B

Additionally, the individual completing the form should receive a confirmation email message
upon successful completion. This email will also include a copy of the submitted request form as
an attachment:

Thank you for submitting the Cost Transfer Exception Form
Lt i Ll . N
e IU Student Notification (OnBase) @ | O Reply D Reply All | —> Forward | | K

To @ Chupp, Meredith Tue 7/22/2025 10:52 AM
[ Ao) 5cc30756-0164-4c01-b160-bfdbebcBedd2.pdf

P ) 30KB

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 questions regarding this process, please contact the ORA Grant Consultant for the account(s) affected
by the reguest form.

Sincerely,
Office of Research Administration

hiu.edu/

https://resea

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.

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.
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