CREIGHTON UNIVERSITY PRIVATE 


TRANSFER DETAIL SUMMARY (SCHEDULE D)


Completion Instructions
This schedule must be completed for any organization and fund with budgeted transfers "in" or "out" in the transfer section of the Budget Input Form, Sch G.

1.
Fill in Fiscal Year, School or Vice President area name, department name, fund number, and organization number. 

2.
Enter the following information for every transfer in or out included in your budget into the appropriate section of the form: 


a.
Account number (same account number can be used more than once).


b.
Account name.


c.
Amount budgeted (transfers in should be in brackets).


d.
Brief explanation of the purpose of the transfer


e.
Enter the fund and organization number of the transfer sources (where it came from) or the transfer destination (where it is going), as applicable.

3.
Subtotal any "transfers in."  Subtotal any "transfers out."  Then add the two subtotals.  (If "transfers in" exceeds "transfers out," the bottom line should be bracketed.)

4.
The total for each transfer account and the "total net transfers" should agree with the transfer section of your Budget Input Form G.

5.
Other Comments:  


• Refer to the Chart of Accounts on the Controller’s Office web site for a description of all of the transfer accounts.


• Coordinate the transfer amount with any other organization that is a source or destination of a transfer.  Minority Faculty and Jesuit transfers must agree with the amounts established by the President’s Office.

• Most areas will use very few transfer accounts.  The most commonly used transfer accounts are:



8630 Intrafund Transfers In (brackets)



8631 Intrafund Transfers Out




These two accounts are used for transfers within the same fund type.  (e.g., Between organizations in GCF, between organizations in UDF [Medical Clinics only], between funds in UDF [Medical Clinics only])



8660 Other Non-mandatory Transfers In (brackets)



8661 Other Non-mandatory transfers Out 




These two accounts are used to make transfers from one fund type to another (e.g., GCF to a UDF, suspense, or donation fund).  These accounts should not be used for transfers within the same fund type.
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