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Standard Operating Procedure for Internal Billing Authorization versus Budget Transfer
Purpose

To establish a standard operating procedure for appropriate use of Internal Billing Authorization forms and Budget Transfer forms. 
Definitions

Product or Service – something provided for the direct benefit of a department in return for funds from that department to the provider


Examples:  printing, catering

Support – funding provided from one cost center to another without expectation of direct benefit (a product or service) in return

Non-Mandatory Transfers

Non-Mandatory Transfer natural account codes are used on transactions that should NOT impact the functional classification of University expenses. Additional information can be found at the following web site:  http://casplus.finance.ohiou.edu/OBJECT/NON_MAND_TRANSFERS.ASP.
Cost Center – any combination of Fund Type, Fund, Organization and Project with any Natural Account codes
Procedure

I.
Internal Billing Authorization Form Use
A.
Providing Services or Products

When services or products are provided by one cost center to another cost center use an Internal Billing Authorization form.  DO NOT use non-mandatory transfer natural account codes.
B.
Revenue Sharing
When one cost center is sharing revenue with another cost center use an Internal Billing Authorization form.  DO use non-mandatory transfer natural account codes


II.
Budget Transfer Form Use

A.
Reallocating
When reallocating budget dollars within a cost center use a Budget Transfer form.
B.
Providing Support
When one cost center is providing support to another cost center use a Budget Transfer form. 

[There are instances when support is being provided, but a Budget Transfer is not possible.  (See Appendix A).  In these instances use an Internal Billing Authorization form utilizing non-mandatory transfer natural account codes.  This includes support directly from a reserve cost center (project UN020XXXX), which is an exception to the rule that no actuals may be posted to a reserve cost center.]


III.
Exceptions

A.
Non-Mandatory Transfer Natural Account Codes

An exception to Basic Rule #1 is applied when services are provided by University Planning & Implementation via Capital Improvement cost centers, which WILL utilize non-mandatory transfer natural account codes.  Please note:  Although a department may describe this activity as “funding” for a capital improvement, the activity is considered “services” for the purpose of this SOP.

IV.
Related SOPs

~Standard Operating Procedure for UPI  Capital Improvement Projects

~Standard Operating Procedure for Carryforward Load and Spending
If there is an activity that isn’t addressed anywhere above, and maybe it should be, then please email a detailed description to mccall@ohio.edu for review.  This SOP is subject to change.
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