HRS REALLOCATION TRANSACTIONS

General Information

· The primary method of transferring labor and benefit costs between accounts is the HRS Recast Transaction method.  However, in certain, more complex situations, use of the HRS Reallocation Transaction method may still be necessary.  For example, reallocations are still commonly used to move cell phone expenses, overtime expenses, and insurance premiums for LTD recipients on Corp 002, and reallocations must be used to adjust payroll ID’s from previous fiscal years.
· The reallocation method works with dollar amounts not labor percentages.  Therefore, it is only necessary to include entries for the dollar amounts of labor and benefits that need to be transferred to new accounts and/or subcodes.  It is not necessary to include 100% of the labor distribution for a payroll ID.
· HRS Reallocation Transactions can be likened to debit/credit entries with the Move to Account representing the debit and the Move from Account representing the credit.  A sample form follows the instructions shown below.
· HRS Reallocation Transactions will be accumulated and input once a week up until Payroll month-end.  To ensure the entries are posted within the desired month, entries should be submitted prior to the 15th of each month.  Individuals preparing the Reallocation Transactions should review reports and prepare adjusting entries in a timely manner.  Entries not received prior to the Payroll month-end will be held until the next processing cycle.  HRS Reallocation forms should be received within 90 days of the original payroll charge.  Ninety days is defined as the last working day of the third month following the month the charge originally occurred.  
· The correctness of the information for a reallocation adjustment is the responsibility of the originating department.  Entries will be posted as received when possible.
Instructions for Completing the HRS Reallocation transaction Form

· Employee Name:

Enter the employee’s name (last name first, followed by first name and middle initial).

· Social Security No.:

Enter the employee’s social security number.

· Pay ID:

Enter the payroll ID number.  A separate entry must be written for each payroll ID number.

· L or B:

Enter L for labor and B for benefits.  Labor and benefits must be reallocated using two separate entries, one for labor and one for benefits.

· Move to Position No.:

Enter the position number you wish to move the expenses to.  If there is no change in position number, enter the same position as in Move from Position No.
· Move to Account:

Enter the account(s) you wish to move the expenses to.  Labor subcodes (2000-2489) should be used on labor entries (L) and benefit subcodes (2700) should be entered on benefit entries (B).  It is not necessary to enter 100% of the labor distribution for the payroll ID.
· Amount:

Enter the actual dollar amount of labor to be moved for each L entry and the actual dollar amount of benefits to be moved for each B entry.
· Hours:

Enter the number of hours related to the labor you are moving.  If you are moving labor from one account to two or more accounts, the hours must be prorated between accounts.  Hours are not required on benefit entries.
· Move from Position No.:

Enter the position number that the employee was paid on for the payroll id.
· Move from Account:  
Enter the account the employee was paid from for the payroll id.
· Reason:

Write a brief but specific reason for the change in funding.

· Authorized By:
Obtain signatures of the appropriate departmental personnel and/or department heads authorizing the changes.  If either side of this transaction impacts a grant, contract, or cost share account, then the Principal Investigator and a representative from GCFA must sign the form. 
· This Form Prepared By (or Document ID on old form):  
Enter the name and phone number of the person preparing the form and the date it was prepared.

· Attachments:  
The HRS Reallocation Transaction form and attachments should be assembled in the following order:  Recast form on top, followed by copy(s) of the HRS 419’s showing the original labor and benefit expenses for the accounts shown in the Move from Accounts column.  A print out of HRS screen LDT may be substituted for an HRS 419 if the HRS 419 is not yet available.

· Routing of Forms:   
The HRS Reallocation Transaction form will originate in university departments and be submitted to Payroll Service, 409 Whitehurst for data entry.  Between the originating department and final destination (Payroll Services) the form must receive all required signatures.  Specific routing within colleges or administrative units may be different.  Fiscal officers should have specific instructions for their respective divisions.  Forms that impact grant accounts must be routed through GCFA for the appropriate signatures prior to data entry.  

Any questions regarding the preparation of the HRS Reallocation Transaction form should be addressed to Sherry Warden at 744-6574.

[image: image1.emf]Employee Name:

Social Pay L* Move to Move to Account Move from Move from Account

Security No. I.D. B Position No. CC-L-XXXXX-SUBCODE Amount Hours Position No. CC-L-XXXXX-SUBCODE

444-22-5555 1R12 L* 750412 AA-1-56100-2440 488.44               36.60             750412 AA-1-36047-2440

444-22-5555 1R12 L* 750412 AC-1-13105-2440 457.79               34.31             750412 AA-1-36047-2440

444-22-5555 1R12 B 750412 AA-1-56100-2700 13.29                  750412 AA-1-36047-2700

444-22-5555 1R12 B 750412 AC-1-13105-2700 12.45                  750412 AA-1-36047-2700

* L=Labor Charges, B=Benefit Charges

TOTAL      971.97

Reason:Correct labor distribution for May salary paid in June on the 1R12 per Patricia.

Does either side of this transaction impact a grant, contract, or cost share account? AUTHORIZED BY:

If yes, the following certification must be completed:

I certify the change on the Grant/Contract is correct, the costs are allowable, funds

Sherry Warden 8/19/2005

are available, and the grant benefited directly from the respective charges. Department Date             

Principal Investigator Date GCFA Date             

This Form Prepared By: Ext: Date:

Sherry Warden 4-6574 8/19/05
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		HRS REALLOCATION TRANSACTIONS

		Employee Name:		Duck, Daisy A.

				(Last name, First name, M.I.)

		Social		Pay		L*		Move to		Move to Account						Move from		Move from Account

		Security No.		I.D.		B		Position No.		CC-L-XXXXX-SUBCODE		Amount		Hours		Position No.		CC-L-XXXXX-SUBCODE

		444-22-5555		1R12		L*		750412		AA-1-56100-2440		488.44		36.60		750412		AA-1-36047-2440

		444-22-5555		1R12		L*		750412		AC-1-13105-2440		457.79		34.31		750412		AA-1-36047-2440

		444-22-5555		1R12		B		750412		AA-1-56100-2700		13.29				750412		AA-1-36047-2700

		444-22-5555		1R12		B		750412		AC-1-13105-2700		12.45				750412		AA-1-36047-2700

		* L=Labor Charges, B=Benefit Charges								TOTAL		971.97

		Reason:		Correct labor distribution for May salary paid in June on the 1R12 per Patricia.

		Does either side of this transaction impact a grant, contract, or cost share account?												AUTHORIZED BY:

		If yes, the following certification must be completed:

		I certify the change on the Grant/Contract is correct, the costs are allowable, funds												Sherry Warden				8/19/05

		are available, and the grant benefited directly from the respective charges.												Department				Date

		Principal Investigator						Date						GCFA				Date

		This Form Prepared By:				Ext:		Date:

		Sherry Warden				4-6574		8/19/05






