
COST TRANSFER DOCUMENTATION FORM 
A cost transfer is the reassignment of an expense after the expense was originally charged to another sponsored 
or University project. For more information follow the link to the Cost Transfer Procedure:  

https://www.kutztown.edu/Departments-Offices/G-L/GrantsSponsoredProjects/Documents/Cost_Transfer.pdf

SECTION 1: IDENTIFICATION OF COST         Check one and attach appropriate documents. 

� Transfer of PERSONNEL COSTS 

� Transfer of NON-PERSONNEL COSTS (attach any backup documentation for original charge)  

Complete the following section in the space provided.  Attach additional pages if necessary. 
SECTION 2: JUSTIFICATION FOR TRANSFER 

Explain why the expense(s) was originally charged to the account from which it is now being transferred 
from, and why the charge needs to be transferred to another account.

Explain why the charge is allowable and allocable for the new account to be charged. 

SECTION 3: 
ACCOUNT INFO 

From 
Original CC#    G/L         Exp. Amount           Transaction Date 

To 
Receiving CC#    G/L         Exp. Amount           Posting Date 

As Principal Investigator, I certify that the above-mentioned cost(s) to be transferred is an appropriate 
expenditure for the project and that the charge(s) is allowable and allocable. 

https://www.kutztown.edu/Departments-Offices/G-L/GrantsSponsoredProjects/Documents/Cost_Transfer.pdf


*Complete SECTION 4 ONLY if you are requesting the transfer of expenses OLDER THAN 90 DAYS.
Attach additional pages if necessary.

SECTION 5: SIGNATURES: 

Approved by: 

_ _ _ 
Requestor (If not the PI)    Date           Principal Investigator  Date 

_     
Grants & Sponsored Projects  Date  

*Grant Accountant to Complete:

JE # Reviewed by: Date of Completion: 

SECTION 4: LATE COST TRANSFER REQUEST 

*Explain why the cost transfer is being initiated more than 90 days after the original charge.
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