Your transfer request has been returned to you because one of the following criteria has not been met.


Transfers Form – Checklist

	

	Expense Transfer Forms

	
	Must reimburse existing transaction

· Distribution string for requested expense credit must correspond to, and may not exceed the amount of an existing expense transaction(s) posted to PeopleSoft reports.

	Revenue Transfer Forms

	
	Must reimburse existing transaction

· Distribution string for requested revenue debit must correspond to, and may not exceed the amount of an existing revenue transaction(s) posted to PeopleSoft reports.

	
	Does not debit/credit cash gifts (5152) in a Gift fund (46xxx)

· All transfers of cash gifts in/out of restricted gift funds should be coordinated with the Development Office

	Cash Transfer Forms

	
	Must transfer between two different funds, and not represent expenses or revenue previously incurred.

	
	 Must not debit CUF

· The Budget Director (Dennis Roberts) must approve all Cash transfers out of the current unrestricted fund (11001).  

No Exceptions!

	
	Does not debit a Gift, Endowed, or other restricted fund.

· Cash transfers must be in accordance with the fund restrictions.  Restricted monies cannot be moved to unrestricted funds.

	
	Must not be a payment from an Agency fund (9xxxx)

· Agency funds making payments to the University may not use cash transfers to complete the transaction.  Please contact Jean Chen for more information.

	Budget Transfer Forms

	
	Must not transfer costs from an existing expense.

	
	Must have sufficient cash to cover increase.  

· Verify funds available, less existing budget for budget increases.

	
	Must be balanced by Fund number

· Budget transfers must use the same fund number for both the increases and decrease.

	
	Valid Business need for transfer.  

· Transfers between Prime Accounts (that do not affect the discretionary balance) are not necessary.  Departments may make adjustments between Prime Accounts at the beginning of each fiscal year.
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