      Ways to Avoid Transfers of Payroll Expense (TOPE)               


	Summary: Want to become a more efficient financial administrator? Learn how to avoid Transfers of Payroll Expense (TOPE) and make your job easier with the following tips.


	What to do
	How to do it

	1a
	Plan ahead for Contracts and Grant Funds
	· Extramural Funds

	2
	Strengthen financial management control procedures
	· Enhance division/unit review procedures to make sure that payroll transactions are properly authorized, completed, and documented.

· Reconcile and review the Distribution of Payroll Expense (DOPE) Report and ledgers promptly to ensure that charges are accurate, complete, and applicable.

· Monitor budgets and compare them to actual DOPEs and ledger charges and pending and projected expenses.

	3
	Attend additional trainings
	· Policy, procedures, and best practices:

· Business Officers Institute (BOI)
· Financial Management Workshops
· Financial Systems and Tools:

· Financial Information System (FIS)
· UCSC Data Warehouse: Business Objects/Infoview

· Financial Managers Workbench

	4
	Know the guidelines
	Keep current with UC, UCSC, and governmental financial guidelines:
· All funds: Business & Finance Bulletin A-47
· Extramural Funds/Sponsored Projects:
· UCSC Cost Budget Transfer Desk Manual for Extramural Funds (EMF)
· UCSC EMF Division and Departmental Costing Guidelines
· OMB Circular A-110
· OMB Circular A-21
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