CSU Channel Islands
Finance & Administration
Expense Transfer Justification Form
This form is to be used to justify transfers of both payroll and operating expenses when the expenses being transferred are greater than 90-days old.

 FORMCHECKBOX 
  Payroll Expense


 FORMCHECKBOX 
  Paid thru Accounts Payable

1. Date Transaction Posted:  
2. Vendor/Employee Name: 
3. Current Chartfield:  
4. Change Chartfield To:  
5. Amount:   $  
6. Please provide details as to why transaction was posted to the current chartfield and why the transfer is needed:

7. Explain reason why transaction is being moved after 90-day time limit:

8. What steps have been taken to avoid a similar situation?  
	Signature Approvals
	Print Name
	Sign
	Date Approved

	PI Signature
	
	
	

	Chair/Dept Budget
	
	
	

	Dean/Director
	
	
	

	Division VP/Designee
	
	
	


	Budget Review & Approval
	Print Name
	Sign
	Date Approved

	Financial/Budget Analyst
	
	
	

	Manager/Budget & Reporting
	Missy Jarnagin
	
	








