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Agenda

• Reporting responsibilities
• Journal entries (JEs & PETs)

– Effective journal entries
– Attachments
– Cost Transfer Form
– PET certification

Presenter Notes
Presentation Notes
Original agenda included SPAN travel award recipient discussing the fall NCURA regional meeting. 



Reporting



Types of Reports

– Closeout release/subcontract closeout request
– Financial
– Invention
– Patent/DD882
– Property
– Technical
– Other reports as required by sponsor

• Occasionally a combination of information (ex: technical 
report with financials)
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Presenter Notes
Presentation Notes
Patent and invention report sometimes get used interchangeably; award docs or sponsor should confirm the exact form which is necessary



Who is Responsible?

– Closeout release: SPA
– Financial: SPA
– Invention: OSPRI
– Patent: OSPRI
– Property



Who is Responsible?

– Closeout release: SPA
– Financial: SPA
– Invention: OSPRI
– Patent: OSPRI
– Property: SPA



Who is Responsible?

– Closeout release: SPA
– Financial: SPA
– Invention: OSPRI
– Patent: OSPRI
– Property: SPA
– Technical



Who is Responsible?
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– Invention: OSPRI
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Presenter Notes
Presentation Notes
Content/template varies based on the sponsor – basically the PI describing the results of the award
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Who is Responsible?

– Closeout release: SPA
– Financial: SPA
– Invention: OSPRI
– Patent: OSPRI
– Property: SPA
– Technical: PI
– Other reports as required by sponsor: It depends!

• If there is financial information: SPA must be involved



So… What do Department Admins do?

Department administrators are not typically directly responsible for 
preparing/submitting any reports. Instead, they contribute by:

– Reviewing financial information with PIs
– Ensuring any corrections are processed in a timely manner
– Providing PI with guidance regarding reporting requirements
– Varies based on the college/department!

• May assist PI with keeping track of deadlines or preparing 
reports



Report Timing

Depends on the type of report; typically 30 to 90 days after the 
end of the reporting period

– Closeout
– Annual
– Quarterly
– Monthly
– As requested by sponsor

Exact reporting requirements/timelines should be in the award 
documentation. If in doubt, please reach out!

Presenter Notes
Presentation Notes
Note: longer periods typically have more time (annual vs monthly)



Why Does This Matter?
Accurate and timely reporting is required by 2 CFR 200, along 
with many of our awards’ specific terms and conditions.

If we do not remain in compliance, sponsors may even:

– Temporarily withhold funds
– Delay future awards
– Impose additional terms/conditions
– Revoke patent rights 
– Suspend/terminate the award or delay any mods
– Stop funding any awards at UCCS

Presenter Notes
Presentation Notes
Delay future awards – PI’s pending proposals or UCCS’s pending proposals
Patent rights – Per the NIH Grants Policy Statement, failure to comply with invention reporting requirements may result in the loss of patent rights
(https://grants.nih.gov/grants/policy/nihgps/html5/section_8/8.4.1_reporting.htm#:~:text=A%20recipient's%20failure%20to%20comply,Part%20III%20for%20contact%20information.)
Stop funding any awards – Sponsor may choose to stop funding any new awards to UCCS; can also seek early termination on active awards/stop funding them



Journal Entries (JEs & PETs)



What is a Journal Entry (JE)?

A cost transfer (journal entry) is an after-the-fact 
reallocation of an expense, either salary or non-salary 
costs, associated with a sponsored project after the 
expense was initially charged to another sponsored 
project or non-sponsored project.

Basically, a JE is when you are moving an expense from 
one place to another. 



Timeliness

• As soon as possible after the original transaction has 
occurred

• Right after the error has been noticed
– Don’t “sit on” JEs due to having plenty of time 

before 90 days
• No later than 90 days after the original transaction 

posted
– Transfers greater than 90 days are considered the 

exception and not the rule



What Makes an Effective Journal Entry?
• A clear and detailed description

– How does this expense benefit the project?
– An auditor or outside party should not have any 

questions
– Reference a previous JE if applicable; attach a copy

• Attach a word document if the description is longer 
than 254 characters

Presenter Notes
Presentation Notes
Moving mileage from year 6 to year 7 of project.  Year 6 ended in June and the mileage is for July.



What Makes an Effective Journal Entry?

• Use the original journal line description in the new 
entry 
– Should be able to identify the specific expense 

from the description
– Abbreviate to fit the 30-character limit
– Do not enter “from ST410XXXX”

Presenter Notes
Presentation Notes
Use the most relevant description information from the original transaction in journal line description.  The journal line description needs to align with the journal purpose





What Makes an Effective Journal Entry?

• Separate each line item - no grouping expenses
• Use the correct signs
• AN Type (Analysis Type)

– Only used on sponsored projects JEs
– Department users should only be using GLE

(General Ledger Expense)

Presenter Notes
Presentation Notes
Separate line items example: don’t group together a bunch of supplies for a code change JE



JE Attachments – under 90 days

• Financial detail PDF showing where the expense is 
currently
– Must include the date the expense originally 

posted

Presenter Notes
Presentation Notes
Important to have the date of the transaction so the approver knows if the transaction is over 90 days and requires a CTF and additional approvals. 

Helpful to highlight the relevant line; also recommend limiting the date range/accounts when you run the financial detail report, in order to ensure you have a simpler attachment. 

If the expense has previously been moved, be sure the financial detail report shows where the expense is now.



JE Attachments – under 90 days

• Financial detail PDF showing where the expense is 
currently
– Must include the date the expense originally 

posted
• Operating summary PDF for where the expense is 

going

Presenter Notes
Presentation Notes
Operating summary shows that there is budget for the expense on the receiving ST. 





JE Attachments – under 90 days

• Financial detail PDF showing where the expense is 
currently
– Must include the date the expense originally 

posted
• Operating summary PDF for where the expense is 

going
• Any other supporting documentation

Note: be sure to attach PDF reports, rather than Excel

Presenter Notes
Presentation Notes
Other supporting documentation: emails, receipts, previous JE, additional justification, relevant mods/budgets

Emails especially if: Normally unallowed/special circumstance and received sponsor approval, PI direction/confirmation for move

Receipts especially if: Original description doesn’t match actual nature of expense; breaking out a summary line from an invoice with multiple items

Mods/budgets: If your description/cert (PETs) refers to an amendment or modified budget, it may be helpful to attach the mod to the JE/PET. This makes it more convenient and can reduce the processing time/questions.



Additional JE Attachment – over 90 days

• Cost Transfer Form (CTF)
– Important for PI awareness and certification
– Ensure the CTF tells the whole story

• An auditor should be able to understand what 
happened/why the JE is needed without asking 
questions

– SPA should review the CTF before the PI signs it
– Must be attached to any JE or PET transferring 

expenses posted over 90 days ago. 
• Exception: account code changes on the same ST

Presenter Notes
Presentation Notes
Must still have other attachments!!!




Cost Transfer Form (CTF) Questions

Example: Supplies are being transferred to a sponsored 
project from a departmental ST over 90 days after they 
posted.



Cost Transfer Form (CTF) Questions 
1) Description of the expense(s) being transferred, 
including why and when the original charge(s) 
occurred.

Insufficient answer: Supply purchased in May being 
moved to sponsored project.

Sufficient answer: Materials and tools purchased in 
May 2024 to build custom battery cells in line with 
sponsored project goals.

Presenter Notes
Presentation Notes
Description of the expense and why/when the original charge occurred



Cost Transfer Form (CTF) Questions 
2) Why was the receiving project not originally 
charged? If charges are being removed, why was this 
project originally charged?

Insufficient answer: Expense posted to departmental 
fund.

Sufficient answer: Incorrect ST was input due to 
human error, causing the expense to post on a 
departmental fund.

Presenter Notes
Presentation Notes
Explanation of how the error occurred



Cost Transfer Form (CTF) Questions 

3) Why is it appropriate to charge/remove the charge 
now?

Insufficient answer: The expenses belong on the 
sponsored project.

Sufficient answer: These supplies were purchased to 
further the goals of the sponsored project. Moving 
them to the project will ensure the expenses are 
properly allocated.

Presenter Notes
Presentation Notes
Reference appropriate/budgeted effort, allowability

Overrun? Example: “The expense is allowable for the project but needs to be removed due to avoid exceeding the budget limit.”



Cost Transfer Form (CTF) Questions 

4) Justification for lateness (over 90 days)

Insufficient answer: Error wasn’t noticed.

Sufficient answer: Error recently came to the 
department’s attention during a review with the PI. 
Reviews have been delayed/irregular due to employee 
turnover. JE process began immediately after the error 
was found.

Presenter Notes
Presentation Notes
Reference frequency the project is reviewed, allowability, extenuating circumstances that caused delay, late contract, late communications, etc.



Cost Transfer Form (CTF) Questions 

5) How the error was discovered

Insufficient answer: Supplies weren’t on project.

Sufficient answer: During a review of the project’s 
expenditures with the PI, it was noted that these 
supplies had not posted.

Presenter Notes
Presentation Notes
Discovered in regular review of financials? Closeout processes? Suspense notification?



Cost Transfer Form (CTF) Questions 
6) What is being done to prevent this from occurring in 
the future on this and other projects?

Insufficient answer: It was a one-time mistake.

Sufficient answer: Dept will institute a policy of double 
checking the ST on every expense report. Sponsored 
projects will be reviewed on a monthly basis to ensure 
expenses are posted correctly. 

Presenter Notes
Presentation Notes
Increased frequency of review? Proposed new process? Proposed new communications?

Should address the lateness of the correction and how it will be prevented in the future



PET Certification Questions

What is their purpose?
– Ensure:

• Effort is accurate
• Transactions are allowable 
• We are being good stewards of sponsored 

funds

Presenter Notes
Presentation Notes
Good stewards: We are thoughtfully and compliantly monitoring their funds.



Answering the PET Certification Questions

• Clearly state what the error is and how the PET 
corrects the error
– If not due to error, specify the reason for the PET

• How the PET reflects the actual effort of the 
employee

• Certifying the payroll is allowable, allocable, and 
benefits the project

Presenter Notes
Presentation Notes
Make sure you are getting/giving correct information and completely/accurately relaying it to the person processing the PET (such as Student Employment)

Example: Employee worked in PI’s lab performing experiments related to project goals. Transferring pay based on actual expended effort. 



Presenter Notes
Presentation Notes
Error/reason: time fluctuates

How reflects actual effort: 40-5-3% on the projects based on his time worked



Presenter Notes
Presentation Notes
Error/reason: start date in September, project not set up until December, allocating November salary.

How reflects actual effort: “match her actual efforts”

Neither of these examples were errors perse (where it was realized after the fact that the payroll belonged elsewhere). In those cases, prepare to provide an even clearer certification which specifically addresses why the payroll was originally allocated elsewhere (ex: admin wasn’t aware that effort had changed) and how that error will be prevented in the future (correspond w/ PI on a monthly basis to check in on correct effort distribution).



The Dos and Don’ts to Answering the 
Certification Questions

Dos:
• The ST/Project were set up 

after the award start date. 
This PET moves Sally’s effort 
to the correct ST.

• Joe’s effort continues at 
50% on this project, funding 
not updated timely due to…

Don’t:
• This is where they were 

supposed to be paid
• Funding was just updated
• Because funding is now 

available
• To clear a deficit



Presenter Notes
Presentation Notes
Explains how Lauren’s effort moved from one project to another.  Amanda’s effort was on the same project, however her effort needs to be charged to the cost share ST prior to the project ST.  

PI did not relay funding information timely, advised how to do so in the future.



PET Certification Questions Over 90 Days

• Be very clear why the transfer is occurring 
• Do you still need a CTF?

Presenter Notes
Presentation Notes
As said previously - highly scrutinized and some universities will not allow.



PET Certification Questions Over 90 Days

• Be very clear why the transfer is occurring 
• Do you still need a CTF?

– YES



Mistakes Happen

• Best to catch errors early
• Monthly reviews are so important!
• Ideally want to catch any errors prior to the 90-day 

mark
• Important to have expenses in the correct place
• SPA is here to answer your questions

Presenter Notes
Presentation Notes
Please reach out to your SPA for any questions regarding your sponsored projects!





Additional Trainings 
• Processing Journal Entries – multiple trainings!
• Approving Journal Entries
• Spreadsheet Journal Entries
• Journal Blackbox
• Administering Workflow for Journals

https://www.cu.edu/controller/training/finance-
system/finance-system-learning-resources-journals

https://www.cu.edu/controller/training/finance-system/finance-system-learning-resources-journals
https://www.cu.edu/controller/training/finance-system/finance-system-learning-resources-journals
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