
 

 

Expenditure Transfer 
Request (ETR) Examples



Reason for Request: Reclassify travel expenses paid by p-card for Amy Jones from department 10005 
to 10118 
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ETR Section IV (Transfer Information) 

 

 

 

 

 

 

 



Reason for Request: Bill Philanthropic Foundation (CSFPF) $8.86 for FEDEX charges 
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ETR Section IV (Transfer Information) 

  

 

Reminder:  
        Department must request Purchase Order (PO) from Auxiliary Organization before submitting ETR  

    
 

 

 

 

 

Chartfields to use to bill Auxiliary Organizations (billable goods only) 
     ASI: use 660899-THEFD-10021-7xxx 
     ASC: use 660899-THEFD-10297-7xxx 
     CSFPF: use 660899-THEFD-11244-7xxx 

 



Reason for Request: Add program code 5459 to H Huynh’s travel reimbursement 
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ETR Section IV (Transfer Information) 

 

         OR 

 

 



Reason for Request: Add class code 20002 to IFT 23-0037 
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ETR Section IV (Transfer Information) 

 

 

 

 

 

 

 

 

 



Reason for Request: Move prior year expenses from THEFD to SW001 
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ETR Section IV (Transfer Information) 

 

 

 

 

 

 

 



How do we move the debits and credits to be side by side?  Please use a new blank Excel workbook, do not use the actual ETR form. 

1. In Cell J3, type 1 
2. In Cell J4, add formula =J3+2 and copy down until Cell J26 
3. In Cell J15 where the credit starts, type 2 
4. Copy Paste Special Values Column J 
5. Sort Rows 3 to 26 by Column J 

  



RESULT: 

 


