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DATE:
July 10, 2000

TO: 
Executive Committee, Chairs, Directors, Departments Heads, and Administrators

FROM:
Anthony A. Ferrara 
Vice President for Administration
and Business Affairs 

ABA Bulletin No. 05 – FY 2000

Subject:


Retroactive Payroll Transfers

In an effort to improve the timeliness of salary expenditure posting of all sources of funds as well as to comply with policies and procedures for grant and contract accounts, the following policy is being instituted.  Effective September 1, 2000, Payroll Services will not process retroactive salary transfer requests which are over 60 days from the date the original cost was incurred unless the transfer is justified in writing and is approved by the Office of Grants Management (K accounts) or the Office of Accounting (all other accounts).  

Grant and Contract Accounts (K Accounts)
The guide, “Policies and Procedures for Research and Other Sponsored Activities” as published by the Office of Grants Management (Chapter 6, Paragraph 5, and page 44), requires that retroactive payroll transfers be processed no later than sixty days after the cost is incurred: “…if errors are made, they should be corrected immediately, but in no case not later than (60) days’ after the cost is incurred.”  Requests for any retroactive salary transfer older than sixty days must be made in writing to the Office of Grants Management prior to submitting the Lynx document to Payroll Services.  The written request should outline the circumstances justifying the transfer and must be approved and signed by the appropriate department chair and dean.  Payroll charges to any K account, but in particular those made to Federal accounts, cannot exceed the effort expended on that particular project account.

Non-Grant and Contract Accounts (E, F, G, P, R, S, T, or Y Accounts)

Requests for any retroactive salary transfer older than sixty days other than grants and contracts must be submitted in writing to the Director of Accounting for approval prior to submitting the LYNX document to Payroll Services.  The written request should outline the circumstances justifying the transfer and must be approved and signed by the appropriate department chair and dean. 

Effective September 1, 2000, the Payroll Services office will no longer process retroactive salary transfers older than 60 days without approval as outlined above.

If you have any questions, please contact Jane Youngers at 7-2333 or Jim Dreyer or Hector Perez at 7-6255.  

Copy to:
Assistant to Deans 


James Dreyer, Assistant Director, Payroll Services 


Hector Perez, Accounting Group Supervisor, Payroll Services

