OFFICE OF SPONSORED PROJECTS

REQUEST TO TRANSFER EXPENSES ON
SPONSORED PROJECTS
Date:  _________________________
Please transfer the amount of $ ___________________________
From:  Account # _____________________________
Object Code/line item  _____________________

To:      Account # _____________________________
Object Code/line item______________________

Date charge appeared on the Account Statement _______________________________________________

Submit a copy of the FRS expense transaction showing the original expense.

Reference # of original document (Purchase Order (P.O.) , DPA, travel voucher, etc.) _________________
Below, please provide an explanation to support the expense being transferred is an allowable and allocable charge to the project receiving the expenses and why the transfer is necessary.  If the request is over 90 days old explain why it took so long to request the correction and what action or controls are in place to ensure this will not take place in the future.

Originally charged to the wrong account because:
How is the expense related to Account # __________________ ?




      (the account to receive the charge)





If it has been over 90 days, explain why:
If disapproved, charge to NON-sponsored account # ______________________________________









Requested by:















FOR OSP USE ONLY:


________________________ 
___________




Principal Investigator

Date
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□
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Approval:






□
Returned (see attached memo)

□
Approved

□
Disapproved



_______________________________
____________







Office of Sponsored Projects

Date
______________________ 
__________

Department Chair or Dean
Date
Form request to transfer expenses.doc

