     Transfer of Payroll Expense (TOPE) Authorization                    

	Summary: Transfers of Payroll Expense (TOPE) must be authorized by the appropriate administrative official(s).


Responsibility for authorizing expense transfers rests on the following administrative officials:

	Fund Type
	Approver(s) needed

	All Extramural Funds
	Fund Manager/Research Accountant (or equivalent) and Principal Investigator (PI) 

	Start-up funds, gifts and non-sponsored fund sources  (19900, etc)
	Fund Manager/Research Accountant (or equivalent)


Note: A fund manager's responsibilities include reviewing and approving Financial Information System (FIS) transactions to make sure they are prepared accurately, completely, and in compliance with UC policies, federal guidelines, and contract-specific guidelines. 
Documentation: Individual divisions/units serve as the "office of record" for documenting transfers of payroll expense. The originating division/unit must maintain all documentation, justifications, and approvals.

Separation of control: University policy and OMB Circular A-21 require that no one person has complete control over all aspects of a financial transaction.
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