
Steps for Filling Out Intercampus Cost Transfer Form When Transferring Cost to Campus 

1. Enter your UCOP financial unit name/department name. 
2. Provide a brief explanation about the purpose of the intercampus cost transfer. 
3. Enter the COAs. 

            A) For UCOP’s line use your UCOP Entity, Fund and Financial Unit followed by a 7XXXXX expense account and function code. Refer to the current QRG for commonly used 
     7XXXXX expense accounts. 

        B) For the Campus line always use entity 20400, followed by your UCOP fund and UCOP financial unit and the campus financial control account (102XXX). Function should be 000. 
             *If the recharge amount exceeds $100k, use account 102110, regardless of the campus. You are required to enter the E-Journal number for this transaction. 
4. Enter a brief description of the cost transfer. Include the receiving campus identifier code on the UCOP line (e.g., 190A*). 
5. Enter the debits and credits. These must always balance. If UCOP is recharging a campus (i.e., campus transfer of funds to UCOP), credit the UCOP line and debit the campus line. 
6. Enter the campus contact information and campus chartstring/COA exactly as provided by the campus. Do not convert or add additional segments. 
7. Enter the names of both the preparer and approver. The cost transfer cannot be processed without these names. 
8. Open a ServiceNow ticket following the path: Service Catalog>Request Service>Business Resource Center>Compliance, Accounting, Audit and Policy (CAAP)>Cost Transfer 

UCOP Cost Transfers – Intercampus 




