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Preparing a TOE (Voucher Example)

Preparing a TOE (Payroll Example)

Approving a TOE



Purpose of a Transfer of Expenditure
Purpose:  To transfer actual expense from one GL account to a different GL account.

Common reasons for TOEs

 A vendor payment was charged to an incorrect project or department.

 An employee’s salary and benefits were charged to an incorrect project or department.

 An expenditure was charged to multiple GL accounts and the GL distribution is incorrect.



Cost Principles for Federal Programs
Expenditures charged, or transferred, to a federal program must meet all of the following cost 
principles under the OMB Uniform Guidance.

 Be necessary and reasonable for the performance of the Federal award

 Be allocable.  A cost is allocable to a particular Federal award if the goods or services involved 
are chargeable or assignable to that Federal award in accordance with relative benefits received.

 Be accorded consistent treatment

BEST-PRACTICE:  An expenditure cannot be partially charged to a Federal award unless there is 
documented justification for the percentage distribution and the distribution method is 
reasonable. 



Accessing the TOE Form



Accessing the TOE Form

The TOE form is available through Self Service.  Under 
Employment, select “Employee eForms”.



Accessing the TOE Form
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Accessing the TOE Form



Voucher Example



Preparing a TOE Form – Voucher Example



Preparing a TOE Form – Voucher Example



TOE Attachment
Attach GL0210 Report showing the voucher.



Preparing a TOE Form – Voucher Example



Payroll Example



Preparing a TOE Form – Payroll Example
General Rules for All Funds:

 Only transfer payroll expense for 1 employee per TOE form. 

 If transferring payroll expense for more than 15 employees, contact the Accounting Department 
to see if a batch upload is possible.

 When transferring salaries/wages, also include the corresponding statutory fringe benefits and 
health & welfare cost on the TOE form. We cannot transfer salaries only. Refer to Fringe Benefit 
Matrix worksheet. 

 Expense amounts included on the TOE should be actual expenditures (not estimated 
expenditures).  Expense amounts should be taken from a GL00210 report, not a Cost of Position 
Worksheet.

 A single TOE form can include salaries and benefits related to 1 to 3 payroll cycles as long as the 
payroll cycles are in the same quarter.  If payroll expense crosses quarters, please complete 1 
TOE form for each quarter.



Preparing a TOE Form – Payroll Example

The table below shows the payroll cycles and months included in each quarter.

 For example: To transfer Jane Doe’s salaries and benefits for 1B thru 4B, complete a TOE for 1B thru 3B and another TOE for 4B.



Preparing a TOE Form – Payroll Example
General Rules for All Funds:

 Doc Date field should be the last day of the month being transferred.
 For example, if only transferring 7A (1 month) then use 01/31/24 as the Doc Date.
 For example, if transferring 7A-9A (3 months), then use 03/31/24 as the Doc Date.  

 Reason for Transfer field should have the following standardized info and format: Employee 
Type (CE for certificated or CL for classified) then Employee ID Number (1 space) then Payroll 
Cycle(s)(1 space) then Last Name, First Name.
 For example: CL1028371 01B GARCIA, JANE
 For example: CE1028456 01A-03A NGUYEN, PAUL

 Only use 1 Fund Type on a TOE form.  Fund 11, 12, & 13 are the same Fund Type so these Funds 
can be used on the same TOE form if needed.  If transferring expense between different Fund 
Types, submit the TOE in PDF. 



Preparing a TOE Form – Payroll Example
General Rules for All Funds:

 Comments field should clearly state the desired percentage distribution for the salaries and 
benefits, or the number of hours being transferred for hourly employees.

 Required Back-up
 Run the GL0210 report by Employee ID for the desired period, and total and sort the GL0210 report by 

Object Code.  Attach the GL0210 report to the TOE form. 
 If a calculation was prepared to transfer a portion of salaries and benefits, attach the calculation 

worksheet as an Excel file.
 Attach the Status Change Form with all approvals only if: the position is new; employee’s position 

changed; or there was a correction in the pay rate.



Preparing a TOE Form – Payroll Example
Reminders for Federal projects:

 If transferring payroll expense after an Effort Certificate has been completed, the assigned 
Accounting staff can help prepare a Revised Effort Certificate.

 If an employee is charged to multiple projects, the percentage distribution for salaries and 
benefits should be reasonable.

 If revenues are collected on a reimbursement basis (e.g. invoice or drawdown), TOEs should be 
submitted and expenses finalized for the reimbursement period, before the invoice or 
drawdown are finalized.  This reduces the risk of overdrawing funds and non-compliance with 
federal requirements for cash management.

 If transferring expense from one award to another award, make sure you are coordinating with 
the project administrator of the other award.  The current approval process only requires 
approval from the requesting project administrator.



Preparing a TOE Form – Payroll Example





TOE Attachments
Attach GL0210 Report run by Employee ID, totaled and sorted by Object Code.  If employee was charged 
to multiple Funds and Projects.  Total and sort by Fund, Project, then Object Code.



TOE Attachments
Attach calculation in Excel if applicable.  Calculation can be done on the GL0210 Report.



Preparing a TOE Form – Payroll Example



Fringe Benefits Matrix



Fringe Benefits Matrix
Fringe Benefits Matrix is posted on the Fiscal Services webpage.

This matrix shows salary Object Codes, applicable benefits and the benefit rates.

https://rsccd.edu/Departments/Fiscal-Services/Pages/Fiscal-Services-Department-Forms.aspx
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Using the Fringe Benefits Matrix



Approving TOEs



Approving a TOE

Then, select “Workflow”. 

TOE forms are approved through Self Service.  Under Employment, select “Employee eForms”.  Then, 
select “Experience”.



Approving a TOE
On the left, under Fiscal, you will see your approval queues and the fiscal forms pending your approval.



Approving a TOE
• Tips for Reviewer and Approver:

 Ensure for payroll transfers that the corresponding fringe and health & welfare costs are included.
 Ensure GL0210 report showing the expenditure and any other supporting calculations are 

attached.
 If an expenditure is partially charged to a federal project, ensure there is documented 

justification for the percentage distribution and the distribution method is reasonable.
 Ensure sufficient back-up is attached or included in the comments.  If an external auditor reviews 

this transaction, will the auditor have sufficient information to conclude this expenditure is 
accurate and allowable?

• For special projects, the Project Director is responsible for verifying and approving the allowability of 
all expenses, including transfers of expense.



Approving a TOE
When you are ready to approve, click the “Sign” button toward the bottom of the form, then click the 
“Route Forward” button at the top of the form. 



Approving a TOE
• At the District Office, 

o All TOEs in Fund 11, 13 or Auxiliary Funds are normally reviewed by Gina Huegli (Budget Analyst).  
The final Fiscal Approver is Adam O’Connor (AVC Fiscal Services).

o All TOEs in Fund 12, 33, or 74 are normally reviewed by the assigned Resource Development 
Coordinator and the assigned Accounting staff.  The final Fiscal Approver is Jason Bui (Senior 
Accounting Analyst) or Rasel Menendez (Director, Accounting Audit & Advisory Services).

• For payroll transfers of expense affecting Federal Projects, District Accounting staff revise the effort 
certificate if needed and send it to the Project Director for signature.  If applicable, District Accounting 
staff would attach the revised effort certificate to the TOE.

• Once approved by the Fiscal Approver, TOEs are posted overnight.



Questions?
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