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Partners in Campus Business Operations
Approval Required for All Financial Transactions Involving

Sponsored Projects

Subscribe to the PCBO Mailing List

PCBO Communications Archive

Sent on Behalf of:  The Office of Sponsored Projects (OSP)

Hello Campus Community,

As a reminder, all financial transactions involving sponsored projects require review and approval by 
the Office of Sponsored Projects. This includes Financial Transfer Requests and Inter-Unit Billing 
Transfers. The Office of Sponsored Projects reviews requests for grant allowability per the sponsor's 
terms and conditions and ensures adequate funding is available.

Inter-Unit Billing Transfers and Financial Transfer Requests can be sent directly to the Principal 
Investigator's assigned Sponsored Projects Analyst or to sponsoredprojects@csusm.edu for review 
and approval. These forms are available on the Fiscal Services Website and are also attached to this 
email.

If you have any questions regarding this process, please contact our office.

Thank you.

The Office of Sponsored Projects
California State University San Marcos Corporation
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FTR Form New

		CALIFORNIA STATE UNIVERSITY SAN MARCOS

		FISCAL SERVICES

		FINANCIAL TRANSFER REQUEST FORM



				CSUSM				ASI				CSUSM Corporation				               THE FOUNDATION



		CSUSM EMAIL to: accounting@csusm.edu										ASI, CSUSM Corporation, & The Foundation EMAIL to: auxaccounting@csusm.edu

								Yellow Shaded Cells = Required Fields       * Project field is only required for UARSC & Foundation




		Actg Office Use Only						Journal ID or Voucher ID		Journal Date		Total Debits =		0.00

IITS: Total Debits: Please do not input data into this field**  This field has a formula to calculate "Total Debits" or positive figures entered into the "Amount" column below.		Total Credits =		0.00

IITS: Total Credits: Please do not input data into this field**  This field has a formula to calculate "Total Credits" or negative figures entered into the "Amount" column below.						NET=		0.00

IITS: NET - Please do not enter data into this field.  
This field calculates that the total debits and total credits agree to each other - therefore confirming that this transaction will be a balanced entry (very important).

		User Request Criteria										Orig Dept:

IITS: Originating Department: Please enter the name of the department from which the adjustment is being requested.								CC:

IITS: CC = "carbon copy" - similar to how cc is used with email messaging.  Please enter the name(s) of people who should receive confirmation that the request has been processed.

		Date

IITS: Date:  Please enter the original date of the transactoin you are requesting to adjust.		Vendor
Name

IITS: Vendor Name: This field is for AP Voucher Only - please enter the vendor name of the payment you wish to adjust.		Voucher
ID

IITS: Voucher ID: This field is for AP Vouchers Only - Please enter the Voucher Number to be adjusted.		Original
Journal ID

IITS: Original Journal ID:
This field only applies to adjustments of GL Journals Only - please enter the original Journal Number that this request will be adjusting.						

IITS: Total Debits: Please do not input data into this field**  This field has a formula to calculate "Total Debits" or positive figures entered into the "Amount" column below.		

IITS: Originating Department: Please enter the name of the department from which the adjustment is being requested.		Source

IITS: Source: This field only applies to adjustments of GL Journals Only - please enter the original Journal Source of the GL journal that this request will be adjusting.		Authorizing Person:

IITS: Authorizing Person: Please enter the name of the person(s) who are authorizing this transaction.  

Please note:
When moving Expenses: if the financial transfer below is moving expenses, this request & relating authorization should come from the department receiving the expense.

When moving Revenue (auxiliary only): if the financial transfer below is moving revenue, this request & relating authorization should come from the department releasing/giving-up the revenue.						

IITS: Total Credits: Please do not input data into this field**  This field has a formula to calculate "Total Credits" or negative figures entered into the "Amount" column below.		Via:

IITS: Via: This is an optional field to be utilized at the discretion of the department.						Ref:

IITS: Ref: - This is an optional field to be used for internal tracking purposes by the relating department.

												Description:

IITS: Description :  Please enter a description of the purpose for this overall adjustment.  This field has a long number of characters (approx 230), so please feel free to tell the long journey that got us here. :)

																				

IITS: CC = "carbon copy" - similar to how cc is used with email messaging.  Please enter the name(s) of people who should receive confirmation that the request has been processed.		

IITS: Via: This is an optional field to be utilized at the discretion of the department.								

IITS: NET - Please do not enter data into this field.  
This field calculates that the total debits and total credits agree to each other - therefore confirming that this transaction will be a balanced entry (very important).		

IITS: Ref: - This is an optional field to be used for internal tracking purposes by the relating department.		Account		Fund		Dept		Program		Class		Project *		Scenario		Line Description		Stat Code		Stat Amt				Line Ref		Amount















































































Instructions

		INSTRUCTIONS ON HOW TO COMPLETE THE PEOPLESOFT FINANCIAL TRANSFER REQUEST FORM

		BEFORE SUBMITTING THIS FINANCIAL TRANSFER REQUEST - PLEASE BE ADVISED THAT IN ORDER TO TRANSFER FROM ONE REVENUE OR EXPENSE ACCOUNT TO ANOTHER, THE ITEM MUST BE IDENTIFIABLE IN THE  REVENUE OR EXPENSE ACCOUNT THAT IS BEING ADJUSTED.  ADDITIONALLY, IN ORDER TO TRANSFER CASH FROM ONE FUND/PROJECT TO ANOTHER, THE TRANSFERRING FUND/PROJECT MUST HAVE AN ADEQUATE BALANCE IN SHORT TERM INVESTMENTS TO COVER THE PROPOSED TRANSFER OUT (IN OTHER WORDS, THE TRANSFER CAN NOT CREATE NEGATIVE CASH).

		Email the completed form and backup documentation to accounting@csusm.edu for CSUSM

		Email the completed form and backup documentation to auxaccounting@csusm.edu for UARSC, The Foundation, UCORP & ASI

				If backup documentation cannot be e-mailed, send it and a copy of the financial transfer request to Fiscal Services

				Backup documentation is not required if the Voucher ID/Vendor Name/Date or Journal ID/Date/Source is provided on the request form.

				Please include any questions in your email.

		NOTE:		Financial transfer request must be submitted by the department absorbing the expense or projects transferring the originating revenue.  If the form is being used as a journal entry template, the person submitting the form must have fiscal authority for fund, project, and/or department.

		HEADER

		Acctg Office Use Only				This section is for the Accounting Office Use Only.

		Journal ID Voucher ID				This section is for the Accounting Office Use Only.

		Journal Date				This section is for the Accounting Office Use Only.

		Total Debits = 				Do not type into the cells containing "DR =", "CR=", or "Net section. Formulas have been created to make sure the "Net" equals zero.

		Total Credits =

		NET = 

		Orig Dept				Enter the name of the department from which the adjustment is being requested. (authorized signer only)

		CC				Enter the name(s) of people who should receive confirmation that the request has been processed.

		Authorizing person				Enter the name of the person(s) who are authorizing the adjustments.

		Via (Optional)				This field is to be utilized at the discretion of the department

		Ref (Optional)				This field is used for internal tracking system purposes by the department.

		Description (Required)				Enter a description of the purpose for the adjustment.

		REQUEST CRITERIA

		Date				This is the original date of the transaction you want to adjust.

		Vendor Name				Enter the Vendor Name for the payment to be adjusted (AP Vouchers Only)

		Voucher ID				Enter the Voucher Number to be adjusted (AP Vouchers Only)

		Original Journal ID				Enter the Journal ID to be adjusted  (GL Journals Only)

		Source				Enter the Journal Source from/for the General Ledger Journal (GL Journals Only)

		BODY

		Account (Required)				Enter the Account Chartfield number into this column.

		Fund (Required)				Enter the Fund Chartfield number into this column.

		Dept (Required)				Enter the Department Chartfield number into this column.

		Program (Optional)				Enter the Program Chartfield number into this column.

		Class (Optional)				Enter the Class Chartfield number into this column.

		Project (Required form UARSC and Foundation)				Enter the Project Chartfield number into this column.

		Scenario (Budget Only)				Enter Scenario for Budget Transfer Requests Only

		Line Description (Required)				Enter a brief explanation to describe the adjustment (30 characters)

		Amount (Required)				Enter the dollar amount of the adjustment. Positive amounts are interpreted as a Debit, a minus sign (-) is interpreted as a Credit. Departments can ensure that debits = credits by checking the "Net =" balance amount in the Header (net should be 0).

		OTHER IMPORTANT DETAILS

		It is critical that the formatting of this form be left intact and that the form be filled out correctly.

		1		No blank rows - please note there cannot be blank rows between transfer lines in the body of the form.

		2		No changes to column order - The script software used to upload the data is "Comma Space" delimited. Therefore, the order of each column and row must not be changed.

		3		The form provides NO EDITS for General Ledger Requests. All data contained on the form will be uploaded "as is"; invalid Funds, Accounts, Deptid/Combinations of Chartfields will cause error messages upon Edit Check of the uploaded journal. Accuracy assurance should include:

				a.		Correct/Valid Fund, Account, Deptid values have been used.

				b.		Debits = Credits

				c.		Maintenance of balance within fund.

		4		Transferring revenue (amounts work in opposite of expense transfers) - please remember that moving revenue has the opposite flow of moving an expense.  Expense is expressed as a positive number in the system - so when moving expense, you post a negative number (credit) to eliminate expense in original fund/project and post an offsetting positive number (debit) to increase expense in the destination fund/project.   Because revenues are expressed as negative values (credits) in the system, moving revenue will work in opposit way - you'll need to post a positive number to remove revenue in the original project/fund and post an offsetting negative amount (credit) to increase revenue in the destination fund/project.










Journal IU

																																																						work area for data validation

				Cal State San Marcos																																																		bu		Ledger Grp		Reversal Cd		source

				CFS Inter Unit Journal Entry Upload																																																		SMCMP						INT

				Email to:		accounting@mailhost1.csusm.edu																																																SMFND				B		X??

				Date Prepared				07/01/2020																																														SMURS				D		X???

				File:		CSUSM IU Journal Upload template_021921.xls																						Rev.2/19/21		Version 1.0																												N

				Business Unit						SMCMP				Source						INT

				Journal ID						NEXT				Reversal Code																Journal Reference

				Journal Date						07/01/2020				Reversal Date																CSUSM IU

				Ledger						ACTUALS				Journal Description

																																																						angel

																								Control Total		0.00

				Line		Bus Unit		Acct		Fund		Dept		Prgm		Project / Grant		Class		Scenario		Stat Code		Stat Amt		Monetary Amount		Reference		Line Description
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Must be 3 characters alpha. "FTE" is used for salary transfers between funds.

Enter in numeric format.  Used for salary transfers between funds.

Cannot exceed 30 characters.

Auto computed per detail lines.  No manual input. A zero indicates a balanced JE. All Journal Entries must be balanced except for Budgets.

A sequential line number is assigned automatically. No manual entry.

SMCMP
SMFND
SMURS

Account number must be between 100000 and 999999.

Fund code must be 5 characters, numeric only.

Dept must be 4 characters, numeric only

Program Code may be 3 or 
5 characters, numeric.

AUX Project is 5 characters. 
PDC Project is 6 characters.
Numeric only.

Cannot exceed 10 characters.

Class is 5 characters, numeric

accounting@mailhost1.csusm.edu



Add 100 Rows






Add 100 Rows




Add 20 Rows






Add 20 Rows




Generate Upload File






Generate Upload File





_______________________________________________

Pcbodist mailing list -- pcbodist@csusm.edu

To unsubscribe send an email to pcbodist-leave@csusm.edu






