Benefit Cost Transfer (BCT) DOM Fund Manager’'s Manual

BENEFIT COST TRANSFER (BCT)

Revised July 13, 2022

RESOURCE LINK
UCLA Central Resource Unit BCT
BCT Processed for C&G Fund by EFM

OVERVIEW

In general, benefits should be charged to the same FAU as the salary. BCTs are only required in
instances where the Sponsor or Donor does not allow for certain benefits to be charged on the contract
and grant (C&G) or private gift and endowment (G&E) fund. A BCT is the mechanism used to move
the unallowable benefit expenses, while leaving the salary expenses on the original FAU charged.

Examples of unallowable benefits scenarios:
e Sponsor, such as AHA, does not allow General & Employment Liability (GAEL) insurance
charges.
e Training grants, such as NIH T32, do not allow certain types of benefit charges which equate to
a % of the total Composite Benefit Rate (annual unallowable % listed under CBR table).

Note: Technology Infrastructure Fee (TIF) is sometimes also disallowed by Sponsors/Donors, but TIF
can be moved via the NPEAR system. Do not include TIF on the BCT template.

TIMELINE

The BCT should be the final transfer! Salary Cost Transfers (SCT) aka Direct Retros (DR) should not
be processed after the BCT because it will cause the benefit expense to be out of sync. Therefore, it
is a best practice to process the BCT at the end of each budget period, for the entire budget period,
when payroll is finalized and no additional changes will be made. If you choose to process the BCTs
at end of the fund’s budget period, run the QDB reports based on the fund’s budget period.

BCTs typically take a few days to process by CRU or EFM.

EFM vs. CRU
Extramural Fund Management (EFM) is responsible for processing all BCTs off contract & grant (C&G)
funds. Central Resource Unit (CRU) is responsible for processing all BCTs off all non-C&G funds.

INSTRUCTIONS FOR C&G/EFM BCTs
1. Follow the instructions found in the EFM BCT Template, generate the required backup
documentation, and complete the template.
2. Email your EFM Accountant: 1) Template Form and 2) required backup document in a single
Excel worksheet and 3) any required approvals, i.e. Grad Division.
3. Reconcile the BCT transaction to confirm accuracy against payroll (for unallowable benefits)
and/or general ledgers (for GAEL)!

INSTRUCTIONS FOR NON-C&G/CRU BCTs
Follow below instructions and upload into the CRU BCT submission website.

TOOLS NEEDED ____ SDB/FPM
1. DGSOM QDB Excel Add-ins — BRSINM RATMNTS - T A
’ General Ledger Custom Reporis Payroll Expense Distribution
2 . U CPath Fs Most Recent 202009 PP QDB 202009 - UCPath BW 20201031 MO 202010
3. BCT Template Report Summary By Sub et Sy & Beneats by Montn

Non-Salary Expense Projection by Month (all fund types) UCPath Salary & Percentage by Month
Expense by Month UCPath Employee Sum
UCPath Admin Salary

Sales & Service Summary UCPath Payroll After Fund End Date

Detail - Closed UCPath ERS Detail Report (11/12 Academic and Non Academics)
Detail - Open UCPath ERS Detail Report (9/12 Academics)



https://www.centralresourceunit.ucla.edu/s/article/Benefit-Cost-Transfer-Process
https://efm.research.ucla.edu/efm-announcement/benefit-cost-transfer-transition-to-efm/
https://www.finance.ucla.edu/general-and-employment-liability-gael-assessment-rates
https://medschool.ucla.edu/workfiles/Site-ORA/referencematerials/Composite-Benefit-Rates.pdf
https://medschool.ucla.edu/workfiles/Site-ORA/postawardmanual/NPEARs.pdf
https://medschool.ucla.edu/workfiles/Site-ORA/postawardmanual/UCPath-Benefit-Cost-Transfer-EFM-Financial-Journal.xlsx
https://ucpath.universityofcalifornia.edu/
https://cdw.qdb.ucla.edu/ibmcognos/bi/?perspective=classicviewer&id=i47048C1B559C45B7BBDE26E8353535E8&objRef=i47048C1B559C45B7BBDE26E8353535E8&action=run&format=HTML&cmProperties%5Bid%5D=i47048C1B559C45B7BBDE26E8353535E8&cmProperties%5Btype%5D=report&cmProperties%5BdefaultName%5D=Benefit%20Cost%20Template%20Report&cmProperties%5Bpermissions%5D%5B%5D=execute&cmProperties%5Bpermissions%5D%5B%5D=read&cmProperties%5Bpermissions%5D%5B%5D=traverse
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4. BCT Request Form Template
5. BCT Submission Website

PROCESS OVERVIEW
1. Determine which benefit expenses need to be removed by running QDB Summary by Sub
Object
o Summary by Sub Object — Run report “ITD” to pinpoint @ [TD {ie Canrac & Graris) |  TD
i. Expenses categories that need to be removed Asof | sepember <[ | 2020 |
ii. Amount that needs to be removed

EXPENDITURES: SUB-OBJECT SUMMARY & ] AS OF AUGUST 2020 (ITD) Date: 10/08/2020
Encumbrance and 1

Sub  CC Fund Account Object Sub-Object Title ITD Approp. ITD Financial Memo Lien Balance

03 1 0000 SUPPLIES & EXPENSE-UNDESIGNATED BALANCES 26.000.00 0.00 0.00 26.000.00
[ 03 F " 3380 INSURANCE 0.00 178.54 0.00 (178.54) If unallowable, remove via BCT.
I 03 % - 3385 INSURANCE/GENERAL AND AUTO 0.00 6922 0.00 (59.22) If unallowable, remove via BCT.
f 03 [T I 3390 INSURANCE/EMPLOYMENT PRACTICES 0.00 147.49 0.00 (147.49) If unallowable, remove via BCT.
f 03 i 3425 MEMBERSHIPS, BUSINESS AMD PROFESSIONAL 0.00 20.00 0.00 (20.00)
[ 03 .—. . g 4007 TECHNOLOGY INFRASTRUCTURE FEE 0.00 390.94 0.00 (390 94) If unallowable, remove via Npear.
f 03 ; i 4630 LAB/SHOP INSTRUMENTS AND SUPPLIES 0.00 34 64 26.06 (60.90)
I 03 = i 4771 PROJECT SPECIFIC OFFICE TYPE SUPPLIES 0.00 6571 0.00 (65.71)
Sub 03 26,000.00 896.74 26.06 25,077.20

2. Determine which employee’s benefits need to be removed by running QDB UCPath
Employee Sum.
o Summary by Sub Object — Run report “Earned” rather than “Paid”. This report will provide
you with the UCPath Empl ID for each individual that was paid on the fund that may need
BCTs processed.

Date Source

2

(" Ledger'earMonth (paid)  |® Pay Period Ending (sarmed);

PAYROLL: UCPATH EMPLOYEE SUM EARNED FROM JULY 2018 TO AUGUST 2019 Date: 10/08/2020
Position Eam  Title Hours/  H
Employee Name Employee ID |UCPath D [Number LYm Eamed Date Account CC  Fund Project Sub  Object Code Code Title Description Effort % Pay Rate Gross Eamings Total Benefits  Total Pay
¥ 7 4 4 7 7 ¥
10068092 201903 09/30/2018 & B 00 1000 REG 3394 ASSTPROJ SCIENTIST-FY 0.7064 % 3.379.08 0.00 3.379.08
" '
| VWHBEUBZ 'zmsna 10/31/2018 1 'ﬂﬂ 'mnu REG '3394 ASST PROJ SCIENTIST-FY 0.7064 % Ll 3.379.08 0.00 3,379.08
f VWUUSEUM ’2“19“3 11/30/2018 1 ’UU 'muu REG ’3394 ASST PROJ SCIENTIST-FY 0.7064 % i 3.379.08 0.00 3,379.08

3. Use the UCPath ID from the UCPath Employee Sum report to look up the Empl Record #
within UCPath.
o Suggest using Person Organization Summary since you don’t need to have payroll
access to the employee to run. See UCPath breadcrumbs to access Summary.

Waorkforce Administration = > Personal Information = > Person Organizational Summary

o Hint: Often times Empl Record # is 0 or 1.

Person Organizational Summary

- Person ID 10068092

Benefit Eligibility Hours 1736.00
Limited Hours Career

Floater Hours Career

- __:Emplcyrnent Instances Find | View All First ‘4 10f1 '}
ORG Instance 0 HR Status  Inactive Last Hire 08/01/2015
Primary Job: Payroll Status  Terminated Termination Date 07/31/2020 Resign - Moved out of Area
Assignments Personalize | Find | £ | E First ‘4 10of1 '} Last
Empl Business Position Dept ID Department Job Deeaton SZEEE:n[zd ETE e EES Union FLSA Pay Employee Probation Probation End Date
Record Unit Number P Description Code P e ploy Code Status Group Type Code

. - Medicine-Va ASST PROJ a0y Academic: Non .
0 LACMP 156400 Wadsworth Med Ctr 003394 SCIENTISTFY 06/30/2021 1.000000 Faculty RA E 4AC S None
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https://ucla.box.com/s/t9gcrk6ohvq2f5tcr3j2hmyzieodkl7s
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4. Pull the BCT Template Report using the Empl ID and Empl Record #

CDW > Team Content > UCPath CDW > Funding — Payroll Ledger — Financial > Funding > BCT Report

nplate Report v

UCPath Reporting

o)

Report Parameters for Benefit Cost Transfer Template Report

@® Enter Year and Month range from below time period

Enter Pay End Date
Note: Please enter date in MMM.DD.YYYY format.

Enter Pay Calendar End Date

From | *[3ul1, 2018 -
.
To Aug 31, 2019 ik

Enter Employee 1D

*
10068092

Employee Record Number

5. Highlight/Click on Column L and use Conditional Formatting within Excel to help highlight the
fund number for which the BCT is being created.

6. Look at the Fringe Line Description or Object Code to help identify which expense lines need to
be removed via the BCT Request Form Template. See highlighted in yellow.

A B € D E F G H J K L M N Q P Q R 5 T
Benefit Cost Transfer Template Report
Report Parameters; 5
Time Period: Sep 30, 2018 To Aug 31, 2019
Employee Id: - * 808
Employee Name  |Employee ID| Employee | Labor Ledger|  Pay Fringe | Pay Begin | Pay End UC  Account| Cost | Fund | Sub | Object Fringe Line Description Project| Fund EndDate | Deduction | Deduction | Fringe
UCLA UID Fringe Calendar Off Cycle Date Date | Accountin Number Center [Number|Code Code Code Code Desc Amount
Employee RunID | Indicator g Date Code
Record
Number
710068092 e 0 190430M0X N 2019-04-01 2019-04-30 2019-04-30 441026  2X 7427 3 3390 GAEL EL Assessment - Expense 2025-12-31 463
Fiooesosz " 0 190430M0X N 20190401 2019-04-30 2019-04-30 "441026  2X 7427 T3 385 GAEL AL Assessment - Expense 2026-12-31 0.14
Fioosg0s2 " 0 190430M0X N 20190401 2019-04-30 2019-04-30 341026 2K %7427 T3 3385 GAEL GL Assessment - Expense 20251231 169
Fioosgosz 0 190430M0X N 20190401 2019-04-30 2019-04-30 "B41348 TZ %1930 03 3385  GAEL GL Assessment - Expense 2019-06-30 4.05
710068092 " 0 190430M0X N 2019-04-01 2019-04-30 2019-04-30 "341348 TZ %1930 D3 "3385 GAEL AL Assessment - Expense 2019-06-30 034
Fioossosz " 0 190430M0X N 20190401 2019-04-30 2019-04-30 "Fa1M8 TZ %1930 13 390  GAEL EL Assessment - Expense 2019-06-30 11.15
Fioosg0sz " 0 190430M0X N 20190401 2019-04-30 2019-04-30 34148 TZ %9883 "6 B850  CBR Assessment - Expense 2019-06-30 596.80
Fi0068092 0 190430M0X N 20190401 2019-04-30 2019-04-30 "B41348 TZ %1930 06 8850  CBR Assessment - Expense 2019-06-30 1436.11
710068092 ¥ 0 190430M0X N 2019-04-01 2019-04-30 2019-04-30 "341026 2% Tra21 03 "3380 GAEL LP Assessment - Expense 2025-12-31 028
Fiooesosz " 0 190430M0X N 20190401 2019-04-30 2019-04-30 "441026  2X M7427 M3 380  GAEL PR Assessment - Expense 2026-12-31 5.76
Fioossosz " 0 190430M0X N 20190401 2019-04-30 2019-04-30 34148 TZ %9883 "6 8930  Leave Assessment - Expense 2019-06-30 98.30
Fiooss0az " 0 190430M0X N 20190401 2019-04-30 2019-04-30 "B41348 TZ %1930 "6 'B930  Leave Assessment - Expense 2019-06-30 236.54
710068092 " 0 190430M0X N 2019-04-01 2019-04-30 2019-04-30 "341348 TZ %1930 D3 "3380 GAEL LP Assessment - Expense 2019-06-30 068
Fioossosz " 0 190430M0X N 20190401 2019-04-30 1763-01-01 44148 TZ %1930 "6 'B690  Expense - RPNl Assessments 2019-06-30 21.96
Fioo6g0s2 " 0 190430M0X N 20190401 2019-04-30 2019-04-30 34148 TZ %1930 03 7380  GAEL PR Assessment - Expense 2019-06-30 13.85
Tiag at 70068092 " hean 0 T90531M0X | N 20190501 20190531 2019-0531 1341026 2X 7427 103 13390 GAEL EL Assessment - Expense 2025-12-31 163
710068092 e 0 190531M0X N 2019-05-01 2019-05-31 2019-05-31 "341026 2% fra21 03 "3385 GAEL GL Assessment - Expense 2025-12-31 169
Fiooesosz " 0 190631M0X N 20190601 20190531 2019-0531 441026  2X 7427 T3 385 GAEL AL Assessment - Expense 2026-12-31 0.14
Fioosgosz  * 0 190531M0X N 20190601 2019-05-31 2019-0531 44148 T2 %1930 03 390  GAEL EL Assessment - Expense 2019-06-30 11.15
Fiooesoaz ™ 0 190531M0X N 20190501 2019-05-31 2019-05.31 44148 Tz %1930 03 3385  GAEL GL Assessment - Expense 2019-06-30 405
710068092 I 0 190531M0X N 2019-05-01 2019-05-31 2019-05-31 41348 TZ %1930 D3 "3385 GAEL AL Assessment - Expense 2019-06-30 034
Fiooesosz " 0 190631M0X N 20190601 20190631 20190631 44148 TZ %1930 "6 8930  Leave Assessment - Expense zu&uarau 236.54
Foo6Bog2 et o 0 190531M0X__ N 20190501 2019-05-31 20190531 "341348 T2 %1930 o6 'Bes0 CBR - Expense 2019-06-30 1.436.11
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https://cdw.qdb.ucla.edu/ibmcognos/bi/?perspective=classicviewer&id=i47048C1B559C45B7BBDE26E8353535E8&objRef=i47048C1B559C45B7BBDE26E8353535E8&action=run&format=HTML&cmProperties%5Bid%5D=i47048C1B559C45B7BBDE26E8353535E8&cmProperties%5Btype%5D=report&cmProperties%5BdefaultName%5D=Benefit%20Cost%20Template%20Report&cmProperties%5Bpermissions%5D%5B%5D=execute&cmProperties%5Bpermissions%5D%5B%5D=read&cmProperties%5Bpermissions%5D%5B%5D=traverse
https://ucla.box.com/s/t9gcrk6ohvq2f5tcr3j2hmyzieodkl7s
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Add-ins

Review  View ACROBAT 2 Tell me what you want to do..

nlln
X Cut A .| = __
& Tahoma -0 - A A T == ®- E’WrapText General - = #  HNormal 2 Normal 3
0 Bx Copy - - -
Paste T U- e H-A- === Mer - - O «0 .o |Conditional Format as| Normal 4 Normal
- . u - E=E= ge & Center $-% s 2o ‘ =
- ~ Format Painter — ¥ Formatting = | Table -
Clipboard F] Font 7] Alignment 7] Number 7] lj‘
Highlight Cells Rules » Greater Than...
. [ €
V6 - f
T v
A B C D E F G H J Top/Bottom Rules Less Than...
5 Benefit Cost Transfer Template Report
Data Bars 4 D Between...
6 |Report Parameters;: 5
7 Time Period: Sep 30, 2018 To Aug 31, 2019
8 |Employee Id . |:::| Color Scales 3 El Equal To...
Employee Name Employee ID. Employee Labor Ledger Pay Fringe Pay Begin Pay End uc Acco
UCLA UID Fringe Calendar Off Cycle Date Date Accountin | Numl| .
Employee Run ID | Indicator g Date E lcon Sets ' Text “Rt Contains...
Record 0y
9 Number | D New Rule... A Date O .
409 Mooesos2 ™ 0 190430M0X N 2019-04-01 2019-04-30 2019-04-30 F4102 = [ A bate Deeurring.
410 roossosz " 0 190430M0X N 2019-04-01  2019-04-30 2019-04-30 Taqoz - Clear Rules '
111 Moosspaz ™ 0 190430M0X N 2019-04-01 20190430 2019-04-30 44102 [=] Manage Rules... I:‘ Duplicate Values...
412 Mooesos2  * 0 190430M0X N 2019-04-01 20190430 2019-04-30 341348 TZ B1930 03 "3386
113 Mooesosz ™ 0 190430M0X N 2019-04-01 2019-04-30 2019-04-30 W41348 7TZ %1930 b3 7385 More Rules...
Text That Contains ? X
Format cells that contain the text:
81930 E®: with Light Red Fill with Dark Red Text |

7. Complete the BCT Request Form Template using the data collected in the BCT Template

Report.

a. Complete rows 1-13 as applicable, following instructions in the Instructions tab.
b. Hints for copying & pasting data from BCT Template Report onto BCT Request Form

Template:

lines you wish to remove.

Create one workbook per employee (EE) & include all relevant pay periods.
Copy & paste ALL benefit expense lines in each pay period, not only the benefit

After completing step 2 of Instructions tab, copy FAUs in Columns J-N, then paste

using “Paste Values” to keep yellow highlighting intact.

e Do the same for Columns T & AA, as applicable.
A B C D E F | ] K L M N 0
Legend 1) Prepared By: 2) Date st & Cut
Action Required 2) Department Code/Name 1564 - Med | E@ Copy
User enters data 3) Reason Code Unallowable Benefit Expens —— i
| |y Paste Opms:
o
Report Template B
Paste Special...
Employee Pay Cost
Employee Record Calendar Account Center  Fund Sub Objec
Employee Name D UCLAID Number Run ID Off Cycle Indicator | Number Code Number Code Code

00E2092 [1] 1905310 [ 441026 2% 07427 03 3330
00620392 1} 1905210 ] 441026 2% 07427 03 3385
0062032 1} 1905210 V] 441026 2% 07427 03 3385
00EA092 i 1H05IMADE N 7 bl Il 441348 TZ 81930 03 3390 Clear Contents
00620392 1} 19053105 ] 441348 T2 1930 03 3385
00620392 1} 1905210 ] 441348 T2 1930 03 3385 _
00620392 1} 1905210 ¥ 441348 Tz 1930 0g 8530 Filter '
00EA032 i 10BN 441348 TZ 1930 05 BE50 Sort 3
0058092 i 19053 N 441348 T2 29883 05 8850
00620392 1} 19053105 ] 441348 T2 29883 0g 8330
0E8042 1] WOEIMER N 41025 2 07427 [ 3380 Pick From Drop-down List...
0062032 1} 1905210 V] 441026 2% 07427 03 330 -
00EA092 i 1H05IMADE N 441348 TZ 81930 03 3380
00620392 1} 19053105 ] 441348 T2 1930 03 3380
00620392 1} 1905210 ] 441348 T2 1930 0g 8E30 RIS = T S IR
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%
By Copy
[ Paste Options:

D 123 .& gﬂ
Past)

P

Vatues (V)
}D Smart Lookup

nsert Copied Cells...
Delete...
Clear Contents
E‘ Quick Analysis
Filter
Sart
Format Cells...
Pick From Drop-down List...
Define Name...

o Hyperlink..

8. Upload BCT Template Report & any required approvals onto BCT Submission Website and
submit!

9. Reconcile the BCT transaction to confirm accuracy against payroll (for unallowable benefits)
and/or general ledgers (for GAEL)!
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