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 A PET is an after-the-fact cost transfer to reallocate payroll 
transactions from their original account recorded in the 
general ledger to a new source. 

 PETs are financial transactions entered within the Human 
Capital Management (HCM) system which require a detailed 
review prior to approval. 

 All cost transfers are subject to meeting audit requirements. 
o CU uses the Grant Certification process within PETs to 

meet these requirements



 Update funding by the 10th of each month when 
possible to avoid PETs

 Coordinate with faculty, grant managers and/or 
other funding coordinators before processing any 
PETs

 Submit only one PET per paycheck
 Process PETs as soon as possible after 

payroll runs, or within 90 days

 Document PET with ample details and back-up



 Award or Account (ST) was received late. 
o This PET should only move payroll out of a department fund to a 

sponsored project for the time period of the award.

 Funding sources do not have enough resources to cover earnings.
o This PET should move payroll off of a sponsored project to a 

department fund.

 Correction due to clerical errors

 Change in effort based upon award amendment/modification 
o This should only move payroll out of a department fund to a 

sponsored project for the time period of the award.



“ The recipient should have systems in place to detect such errors 
within a reasonable time frame; untimely discovery of errors could be 
an indication of poor internal controls. 

Frequent errors in recording costs may indicate the need for 
accounting system improvements, enhanced internal controls, or 
both. If such errors occur, recipients are encouraged to evaluate 
the need for improvements and to make whatever improvements 
are deemed necessary to prevent reoccurrence.

NIH also may require a recipient to take corrective action by 
imposing additional terms and conditions on an award(s).”

NIH Grants Policy Statement found at: 
https://grants.nih.gov/grants/policy/nihgps/html5/section_7/7.5_cost_t
ransfers__overruns__and_accelerated_and_delayed_expenditures.htm



 Please consider the following questions prior 
to submitting any PET actions. 
o Is effort moving from one sponsored project to another? 

o Is the effort/expense allowable on the new project I am moving it 
to? 

o Is the effort allocated properly to the project(s)? Does this match 
the sponsor approved budget? 

o Is the requested PET for effort greater than 90 days old? Does 
the change impact effort previously certified on the project 
which would cause the PI to recertify their ePER? 



 Provide a detailed description explaining the need for the PET 
o Who   - Include the employee name and EIN or POS number
o What  – Provide speedtypes explaining where the funds are coming 

from and going to. 
o Why   – Reason the transfer is being requested, why was this an error?
o When – Provide the paycheck dates or months being corrected
o How Much - Percent of effort or total dollars being transferred 

between speedtypes

 Is this for effort more than 90 days old? 
o The reason the request was not submitted within 90 days of 

the transaction date
o How requests greater than 90 days old will be prevented in 

the future







PET SMIT001234-20180205-002
Correcting salary for December 2017 through January 2018 for employee, Jane Smith, 
Employee ID 123456. Upon review of the speedtype, Grants Manager found that due to 
administrative oversight, her salary was allocated incorrectly. Salary is currently charging 10% 
to 63001234 and 90% to 63405678 and should be charged per the below:

December 2017
63405678 – CU Gift Fund – 95%
63001234 – CU Grant Fund – 5%
January 2018
63405678 – CU Gift Fund – 100%

Over 90 days:
The department of CU had turnover and this award was not reconciled since October 
2017. New staff was hired December 2017 to manage this award. The correction was 
found in review and reconciliation with PI. 



Required attachments

 Salary Spreadsheet or Timesheet if 
employee is paid from more than 
one source.

 E-mail communication if transferring 
payroll between departments. 

 E-mail communication if PET 
requestor is different than the 
creator

Optional attachments

 M-FIN Payroll Transaction report or 
Financial Detail highlighting the 
months of payroll being moved. 
(Highly encouraged when you are 
completing a PET with more than 
one employee)

 Additional documentation that may 
assist in review or audit.



Attachment Examples



Attachment Examples

Salary Spreadsheet



 Justification Statement in the Certification Tab 
must contain all the required elements for 
approval.

 The Attachments are backup to support the 
Justification Statement. They are not a 
replacement or alternative to putting the 
information into the justification statement. 



 OGC Post award is responsible for review and 
approvals for all PETS to funds 30/31. 

 Office of Grants and Contracts uses the denial as a 
tool to make corrections to the transaction. 
◦ Based on HCM functionality, the PET must be in denied 

status for the field to reopen for any adjustments or 
corrections.

◦ Post award will communicate with the person who has 
entered the PET in these instances.

 If it is determined a PET containing future funding will 
need to be denied it will require re-entry. 



*University of Colorado Cost Transfer on Sponsored Projects Policy:
http://www.ucdenver.edu/faculty_staff/employees/policies/Policies%20Library/GrantsCon
tracts/CostTransfersSponsored%20Projects-FP4-12.pdf

*Direct Charge Policy 
http://www.ucdenver.edu/faculty_staff/employees/policies/Policies%20Library/GrantsCon
tracts/fp4-07.pdf

PET Calculator 
http://www.ucdenver.edu/about/departments/finance/Pages/Tools_PETCalcs.aspx

Employee Salary Template – Coming to OGC website Soon with PET Reference Guide and 
Checklist

HCM Community
https://www.cu.edu/hcm-community

*These policies are currently under review with our new trainer, and will be updated in the future with new guidance as part of 
our training initiative. 




