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Instructions for documenting online salary transfers (via MyFinancial Desktop) on the Faculty Effort Certification (FEC) 

Until the data source for FECs is changed from HEPPS to FIN with the release of the electronic FECs, changes resulting from RSTs will NOT be reflected on the FEC. The current manual changes to adjust the FEC will still be required. 

When a Faculty Effort Certification Report (FEC) needs to be adjusted to reflect a salary transfer (RST), departments will need to print the electronic RST and attach it to the FEC. Depending on timing of the salary transfer and FEC, departments may be attaching either a copy of the old paper RST or a screen print from the desktop transactions screen. 

This is an interim solution and will be replaced eventually when the eFECS (electronic Faculty Effort and Cost Share) solution is implemented.  
Note: These instructions only apply:

1. to faculty

2. to sponsored agreements (grants and contracts)

3. between implementation of the online RST process and the completion of the eFECS (online Faculty Effort Certification) project.

Department Administrator: 

1. Confirm that the salary transfer for sponsored agreements (grants and contracts) conforms to the internal departmental approval process for salary transfers documented in GIM 14 “Attachment, ‘Delegation of Signature Authority for Sponsored Projects’” (http://www.washington.edu/research/osp/gim/gim14att.html) 

RST Preparer: 

1. Prepare the salary transfer.                                                                                                                 
NEW: If the begin and end dates of the RST cross the FEC cycle lines, prepare a separate RST for EACH FEC cycle.

a. Quarterly reporting: use the following dates:

i. 12/16/xx to 3/15/xx

ii. 3/16/xx to 6/15/xx

iii. 6/16/xx to 9/15/xx

iv. 9/16/xx to 12/15/xx

b. Semi-annual reporting: use the following dates 

i. 1/1/xx to 6/30/xx

ii. 7/1/xx to 12/31/xx

2. Ensure that the justification(s) provided on the RST conform to the requirements of GIM 15, “Transfer to Expenditures between Budgets.” Management Accounting and Analysis (MAA) will return the FEC and RST to the department if the justification is inadequate or incomplete. If the justification exceeds the number of characters available in the justification text boxes, use the “Notes” section to document the reasons for the transfer and recertification. 

(http://www.washington.edu/research/osp/gim/gim15.html).  

RST Submitter: 

1. Review for accuracy and adherence to compliance requirements (e.g. GIMs 14 and 15)

2. Ensure that the RST does not cross FEC cycle dates. 

3. Submit the RST

4. Make a paper copy of the final POSTED RST and send to the departmental FEC Coordinator.

Departmental FEC Coordinator: 

1. Verify that the RST has been POSTED 

2. Adjust the FEC to reflect the changes to salary made by the RST. 

3. Staple the final POSTED RST to the paper FEC

4. If the salary transfer is for a faculty member with a different home department, send a paper copy of the posted RST to home department administrator or FEC coordinator (if known) so that it can be included as documentation with the faculty member’s FEC.
More information is available on the Payroll Website: http://www.washington.edu/admin/payroll/oset.html
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