UNIVERSITY OF WISCONSIN – MADISON

Accounting Services
21 N. Park Street, Suite 6101
Madison, WI  53715
Delegation of the use JET (Journal Entry Tool)/JRT (Journal-Transfers)
 for Non-Salary (non-grant) Transfers to
____________     ___________

(User Name)
____________     ___________

(Division/Department)
by

University of Wisconsin - Madison Accounting Services Department

(hereafter referred to as "Accounting")

I.   Delegation Authority

The University of Wisconsin – Madison Accounting Services Department delegates to the user designated above the authority to use JET for the entry of corrective non-salary, non-grant (any fund except 133 and 144) transfers.  In order to receive this delegation authority and gain access to the JET/JRT software the user must have completed a training course that provides JET/JRT user certification at the successful completion of the course.  
A non-salary cost transfer is an after-the-fact reallocation of costs.  A non-salary cost transfer is used to transfer funds/move expenditures from one fund, department, project, account, amount, etc. to another to ensure the accuracy of the general ledger and data integrity.  Non-salary costs are supplies, consultants, travel, equipment and other non-payroll expenditures.

Examples of typical circumstances in which cost transfers are allowed:
a) Correction of a clerical error

b) Reallocation of expenses where multiple accounts benefitted

c) Reallocation of shared resource costs

d) Transfer of costs from divisional or discretionary funds to another

This agreement is in effect until superseded by a subsequent agreement signed by both parties or until terminated in writing by the Division or Accounting.  The agreement will be routinely reviewed by both parties to insure continuity and the accuracy of the responsibilities for the respective parties.  

Access to JET/JRT can be removed at any time for any inappropriate use.
II.   Responsibilities

A.
By signing the delegation agreement, the user agrees to the following responsibilities (please check):

 FORMCHECKBOX 
   Keep my login and access to JET/JRT confidential
 FORMCHECKBOX 
   Use only my login for access to JET/JRT
 FORMCHECKBOX 
   Use JET/JRT for only corrective transfers
 FORMCHECKBOX 
   Use JET/JRT for only non-salary transfers
 FORMCHECKBOX 
   Use JET/JRT for only non-grant transfers (any fund except 133 and 144)
 FORMCHECKBOX 
   Create transfers for only the division(s) for which I am responsible 
 FORMCHECKBOX 
   Use appropriate funding for all transfers

 B.  Division agrees to process non-salary cost transfers under this agreement in accordance with State laws and regulations and with DOA, UWS, and UW-Madison accounting policies.  This includes the Wisconsin Statutes and Administrative Code, Financial Policy and Procedure Papers, UWS Pre-Audit Manual, and internal policies and procedures of Accounting Services.

C.
Accounting will periodically perform post-audits and issue an opinion on the Division’s compliance with the terms of this agreement through the use of statistical sampling procedures, and such other auditing techniques as are deemed appropriate.

D.
Accounting will issue manuals, procedures and conduct training for Division personnel.  Accounting will provide policy and procedure updates in a timely manner.  The Division will insure that the proper personnel attend such training and participate in development of policies and procedures.

E.
Accounting will be available to work with the Division in giving solutions for cases requiring special attention due to unique situations or unusual circumstances.

III.
   Approvals
FOR:  Accounting Services
FOR:  Division 

_________________________
______________________________

Kristi Partenheimer
(User)
Financial Management Supervisor,
Accounting Services

Date__________     ____________
Date____________     ______________


______________________________

(Division/Dean’s Office)



Date____________     ______________


10/21/09



