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Session Objectives

Review the key changes to the Cost Transfer policy and procedure.

Demonstrate the revised questionnaire, walkthrough the change reasons 
/reason codes, usage scenarios, and other enhancements.

Answer your questions about Cost Transfers.



Poll Question:

What is your role in the Cost Transfer process?

A. Preparer/Initiator

B. Approver

C. Both

D. Neither



OneFinance Mission

NORTH STAR
To enable Yale’s mission, simplify and standardize financial services in order to 
make life easier where everyone has a role in building a strong culture of 
financial integrity, insight, and stewardship of Yale resources.



About the Project

• Less confusion with the new simplified/standardized process. Easier to 
understand and get right. 

• More clarification and better guidance on documentation standards 
from a procedural standpoint.

• Reduce audit findings for Cost Transfers.

• Increased compliance and internal controls with more consistency in 
processes/procedures.

• Eliminate rework and enhance partnerships/collaboration with SPFA.

Why 
Change?



About the Project
Update to 1305 Cost Transfer Policy, Procedures, Workday system, and forms:

• New Cost Transfer Definition

What’s 
Changing?

• A Cost Transfer is the reassignment of an expense to or from a Sponsored 
Projects Financial Administration (“SPFA”)-Managed Sponsored Award after 
the initial charging of the expense in the University’s accounting system. 

• Cost Transfers include reassignments of salary, wages, and other direct costs.  
Cost Transfers do not include reclassification transactions within the same 
Workday sponsored award so long as no funding or other restrictions exist that 
would disallow the reclassified transfer.

• In addition, because salary allocations are initially made based on estimated 
effort over an extended period, Cost Transfers do not include modifications to 
the original effort from costing allocations when the actual effort is determined 
to be different prior to, or due to, effort certification by the 
Principal Investigator (“PI”). Reassignment of salary charges, made in error or 
from a suspense account, are considered Cost Transfers.

https://your.yale.edu/policies-procedures/policies/1305-cost-transfers-involving-sponsored-projects


About the Project

Update to 1305 Cost Transfer Policy, Procedures, Workday system, and forms:

• Reallocation of Effort

•  Changed to Modification of Estimated Effort

• Reclassification and Modification of Estimated Effort 

• Will require the same level of supporting documentation and approvals as 
any other transaction that is a Cost Transfer

• Increased volumes of Cost Transfers will qualify for Central/SPFA Approval

• SPFA hired 2 FTE to focus on this review and approval

• SPFA will use the send back function instead of denying transactions

What’s 
Changing?
(continued)

https://your.yale.edu/policies-procedures/policies/1305-cost-transfers-involving-sponsored-projects


About the Project

• New and Revised Help Text

• New Tools

• Late Calculator

• Documentation Matrix

• Reason Usage Matrix

• Change Reasons/Reason Codes

• Revised for better data analytics and will be consistent across transactions

• Questionnaire & Branching Logic

• Newly revised questions and resultant branching logic

• Will no longer be bypassed based on change reason selection

• Will be required on all PAAs and AAs involving FD02 and FD28

What’s 
Changing?
(continued)



About the Project

• Reclassification and Reallocation of Effort (i.e. Modification of Estimated 
Effort) are still exceptions from the definition of a Cost Transfer.

• Processing a transaction will remain the same.  

• The need to adequately support any transaction impacting an SPFA-managed 
award.  

• The questionnaire results and any other responses that are completed will 
populate on the reports as they do today.

What’s 
Not 
Changing?



What’s Changing?



New Policy 1305 Cost Transfer Suite 

Yale

• Policy 1305 Cost Transfers Involving Sponsored Projects - Updated 

• Procedure 1305 PR.02 Cost Transfers Involving Sponsored Projects - Updated 

• Form 1305 FR.01 Late Cost Transfer Calculator – New

• Form 1305 FR.02 Manual Journal – Cost Transfer Justification - Updated - formerly FR.15 

• Form 1305 FR.03 Cost Transfer Documentation Matrix – New

• Form 1305 FR.04 Cost Transfer Change Reason and Code Usage - New

Updates to the following will be effective January 24, 2024

https://your.yale.edu/node/26426
https://your.yale.edu/node/26826
https://your.yale.edu/node/60406
https://your.yale.edu/node/45806
https://your.yale.edu/node/60407
https://your.yale.edu/node/60408


Help Text Example

Yale

Adjustments with FD02 and FD28 Grant Worktag(s)

• Ensure the most appropriate change reason is selected. See the usage matrix for guidance on selecting 
the appropriate change reason (Form 1305.04)

• Ensure that all required supporting documentation is attached. See the documentation matrix for 
guidance regarding required attachments (Form 1305.03)

• Determine if the Proposed Adjustment contains a Grant issued from DHHS or subaward primed by 
DHHS; with the exception of NIH, all DHHS Grant transfers that are over 90 days from the original 
accounting date of the expense being moved require prior approval by the GMO. Make sure prior 
approval is attached as supporting documentation.

• Note: Use the Late Cost Transfer Calculator to determine if the Cost Transfer is "late" (Form 1305.01)

• A reclassification is defined as the movement of a transaction within one Workday Award.  If this 
adjustment involves more than one Workday Award, select a different change reason.



Payroll Accounting Adjustments (PAA) – Change Reasons

• Updated Change Reason codes:

• The code prefix identifies the point 
during the Grant Adjustment 
process the Cost Transfer need is 
identified(e.g. AHR/FRC/PI)

• Additional prefixes are Audit, 
FSR, SPFA

• The second part of the change 
reason code is what you are 
correcting.



Procedure 1305 PR.02 Cost Transfers Involving Sponsored Projects

Yale



Accounting Adjustment – Change Reasons

• Updated Change Reason 
codes are available across all 
transactions. 

• Note: Change Reasons related to Effort 
Reporting or Payroll specific will not be 
shown as they are not applicable in  
Accounting Adjustments.



Accounting Journals – Reason Codes



Form 1305 
FR.04 Cost 
Transfer 
Change Reason 
and Code 
Usage - New



Dates – Budget vs Accounting 

Yale

Budget Date
• This date is signifying the 

budget period that the 
expense belongs to.

• Payroll = pay period end date
• Supplier Invoice = Invoice 

date on the invoice received
• Expense Report = Expense 

date on the expense line  

Accounting Date
• This date is signifying the 

date the transaction posts in 
the general ledger

• This is found on the Detailed 
Transaction – Yale report 

• This date would start the 
“late” clock

*** You are unable to do a cost transfer until it posts in the general ledger ***



Example

Yale

An Expense Report for Dr. Doctor to attend the Northeast Regional Medical 
Conference in Boston on 8/5/23 was created in Workday on 8/12/23.  The airfare 
was purchased on 6/30/23.  The Expense Report was fully approved in Workday 
on 9/15/23.  The expense report was mistakenly charged to the wrong account.  

The PI has asked that the expense report be split between the two grants supporting 
this research as findings from both grants were presented at the conference.  

Budget Date = 6/30 Accounting Date = 9/15



Dates – Manual Journal

Yale

Accounting Date: 
should be today’s 
date unless you 
are posting during 
the month end 
close process in 
which case you 
can back date it to 
the last day of the 
open month

Budget Date:
should be the 
accounting date of 
the original 
transaction per 
the Detail 
Transaction Report 
OR the last day of 
the grant if the 
grant has ended.  



Form 1305 FR.01 Late Cost Transfer Calculator - New

Yale



Form 1305 FR.03 Cost Transfer Documentation Matrix - New

Yale



Form 1305 FR.02 
Manual Journal – 

Cost Transfer 
Justification 
(Updated - 

formerly FR.15) 



Sample questionnaire with branching logic 



Error and Alert Messaging

Late Alert
• PAA/AA – only initiator will see the alert
• JE – Initiator and approvers will see alert
• You will need to press submit again once the Alert message displays 



Routing

Yale

Adjustment Type Grant 
Manager

Central Grant Cost 
Transfer Approver 

(SPFA)

Effort Cert 
Manager

Controller -
SPFA

Manual Journals X X

Accounting 
Adjustments (AA)

= or < 95 Days X

> 95 Days and < 365 Days X X

> 365 Days X X X

Payroll Accounting 
Adjustments (PAA)

= or < 95 Days X

> 95 Days and < 365 Days X X

> 365 Days X X X

w/ Previously Certified Effort X X X X



Effort Certification Process Changes

Yale

• Fall 2023 Effort Certification Period begins 1/29/24. 

• The updated reason codes will be available within the effort certification business process.  

• When making changes to an Effort Certification Statement, the selection of change reason 
will now include the enhanced list.  

• The PAA resulting from changes to effort will include the change reason selected within the 
certification. 



Effort Certification Process Changes

Yale

• Updated Change Reason codes:

• The code prefix identifies the point during the 
Grant Adjustment process the Cost Transfer 
need is identified(e.g. AHR/FRC/PI)

• Additional prefixes are FSR, SPFA

• The second part of the change reason code is 
what you are correcting.

 



Effort Certification Process Changes

Yale

• Note: Even though you are in 
the Effort Certification 
Process, the Effort Cycle 
reason codes may not be when 
the need for the cost transfer 
was identified.  You can use 
other prefixes within the 
Effort Certification Process



Updates since go-live:
• Copy journal – update cost transfer reason code work tag and 

save a new version.
• You do not need a Manual Cost Transfer Justification form 

1305 FR.02 when doing PAA or AA transactions.
• Need more robust "late" statement.  We are seeing a lot of 

responses that don't address the "how this won't happen 
again".

• Benefit statements are still too vague.
• Tell the story – start with "during the ….. process" to help 

the reviewer and approver ensure the correct code was 
selected.

• Reclass transactions need supporting documentation.
• If you are adjusting pay periods via effort reporting that are 

“late” per policy, you must address the late question on the 
questionnaire – even if they are Modifications to originally 
estimated effort.



Q&A



Reports & Resources

• Existing reports associated with the questionnaire will be available as of Go-Live.

• The following Workday@Yale Trainings will be updated prior to Go-Live:
• Accounting Adjustments (TG7004)

• Create Manual Journal Entry (TG7012)
 

• Payroll Accounting Adjustments (TG7036)

• Additional Workday training materials will be updated during 
      3Q & 4Q 2024. 

• Cost Transfer Principles training has been updated and is currently 
available in Workday Learning.

https://workday.training.yale.edu/training-materials/accounting-adjustments
http://workday.preview.yale.edu/WD/TG7012/#/
https://workday.training.yale.edu/training-materials/payroll-accounting-adjustments


Questions?

Cost Transfer Policy or related procedure and forms: 

• Submit your questions through the SPFA Intake Portal

Technical questions related to Workday functionality:

• Contact the Finance Support Center (FSC) at askfinance@yale.edu

https://yaleuniversity.tfaforms.net/f/spfa
mailto:askfinance@yale.edu


Survey

Please complete a short survey to provide 
your feedback.

https://yalesurvey.ca1.qualtrics.com/jfe/form/SV_8vUtZMOtdOggBEi
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