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FINANCIAL APPROVAL

4350

Date:

LABOR TRANSFER

 CONTAINS PRIVACY ACT INFORMATION - FOR OFFICIAL USE ONLY (FOUO) 
The information contained in this article is subject to the protections of the Privacy Act of 1974. It is intended only for the user of the individual or entity named herein. Please ensure this information is properly safeguarded and that any release is authorized. 
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INSTRUCTIONS

TRANSFER TYPE: Select whether the transfer is for labor or non-labor. Labor transfers cannot be 
used to transfer labor costs because funding ran out on the job order. 
  
FISCAL YEAR: Fiscal year of the original charge 
  
ORIGINATING COMPETENCY: Employees' competency  
  
ORIGINATOR: Name of the person preparing the transfer 
  
TELEPHONE NUMBER: Telephone number of the originator  
  
DATE: Week ending date of the original charge in MIS 
  
NAME: Employee's name 
  
CURRENTLY CHARGED 
NETWORK: Original network charged 
  
ACTIVITY: Original activity charged 
  
SUB-OPERATIONS (SOP): Original sub-operation charged (Not commonly used)  
  
TO BE CHARGED - Verify that this job order was open/available for this period, there are 
sufficient funds, and the network and activity is not in a status "F". 
  
NETWORK: Network to which cost will be transferred 
  
ACTIVITY: Activity to which cost will be transferred 
  
SUB-OPERATIONS (SOP): Sub-operation to which cost will be transferred (Not commonly used) 
  
LABOR CODE: DCPS labor code. Do not use a direct cite network and activity (one that has an 
"X" in position 6) 
  
HOURS: Labor hours to be transferred; smallest increment is tenths (i.e., 3.9 hours) 
  
JUSTIFICATION: Explanation/reason for transfer (i.e., original charge was in error due to...). 
"Erroneously charged" is not an acceptable justification.  
  
FINANCIAL APPROVAL:  
  
IF REJECTED, PROVIDE REASON: 
  
TIER 3: Name of person approving transfer. Must be Tier 3 or higher.  
  
DATE: Date of Tier 3 signature 
  
SIGNATURE: Signature of person approving transfer 
 

COMPTROLLER: Name of Comptroller 
  
DATE: Date of Comptroller signature 
  
SIGNATURE: Signature of Comptroller
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INSTRUCTIONS
TRANSFER TYPE: Select whether the transfer is for labor or non-labor. Labor transfers cannot be used to transfer labor costs because funding ran out on the job order.
 
FISCAL YEAR: Fiscal year of the original charge
 
ORIGINATING COMPETENCY: Employees' competency 
 
ORIGINATOR: Name of the person preparing the transfer
 
TELEPHONE NUMBER: Telephone number of the originator 
 
DATE: Week ending date of the original charge in MIS
 
NAME: Employee's name
 
CURRENTLY CHARGED
NETWORK: Original network charged
 
ACTIVITY: Original activity charged
 
SUB-OPERATIONS (SOP): Original sub-operation charged (Not commonly used) 
 
TO BE CHARGED - Verify that this job order was open/available for this period, there are sufficient funds, and the network and activity is not in a status "F".
 
NETWORK: Network to which cost will be transferred
 
ACTIVITY: Activity to which cost will be transferred
 
SUB-OPERATIONS (SOP): Sub-operation to which cost will be transferred (Not commonly used)
 
LABOR CODE: DCPS labor code. Do not use a direct cite network and activity (one that has an "X" in position 6)
 
HOURS: Labor hours to be transferred; smallest increment is tenths (i.e., 3.9 hours)
 
JUSTIFICATION: Explanation/reason for transfer (i.e., original charge was in error due to...). "Erroneously charged" is not an acceptable justification. 
 
FINANCIAL APPROVAL: 
 
IF REJECTED, PROVIDE REASON:
 
TIER 3: Name of person approving transfer. Must be Tier 3 or higher. 
 
DATE: Date of Tier 3 signature
 
SIGNATURE: Signature of person approving transfer
 
COMPTROLLER: Name of Comptroller
 
DATE: Date of Comptroller signature
 
SIGNATURE: Signature of Comptroller
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