SARF Calculations for a Partial Adjustment

Note: The responsibility for the calculations is the department requesting the adjustment. SARFs requesting
partial adjustments will not be processed until the department submits complete calculations.

1) Example: A department submits a SARF for a partial adjustment, asking that $2,882.40 out of $7,041.16 be
moved from 1331100000 to 1332600000.

2) The department needs to note this transaction is a partial by writing in the specific reason for transfer of

charges that this is a partial adjustment.

3) Take the total minus the amount to move to get the remaining amount. In this case: $7,041.16 minus
$2,882.40 is $4,158.76. Indicate this on the SARF. Please see the next page for the example.

4) Next, calculate the fraction to move. Divide the dollar amount to move by the total dollar amount to get the
fraction. In this case, divide $2,882.40 into $7,041.16, and the result is .409.

5) Look at the Job Information and Earnings History at the earnings for each week. This example is a weekly
salary of $502.94. Multiply .409 by $502.94 to get $205.702, which rounds down to $205.70 that the department
wants moved for each week. (If the weekly payment amounts are different, do calculations for each separate

week.

6) To get the remaining amount, take $502.94 minus $205.70, which equals $297.24. $297.24/week is the
amount to remain in the current distribution of 1331100000.

7) Next, calculate the hours worked for each partial amount. This job has an estimated 13 hours per week for the
$502.94 salary. Multiply the .409 by 13 hours to get 5.32 hours. The 5.32 hours belongs to the $205.70 for week
that is being moved to 1332600000.

8) Now take the original 13 hours minus 5.32 hours to get 7.68 hours remaining. The 7.68 hours goes with the
$297.24/week that is remaining in 1331100000.

9) The math calculations must be clear and included with the SARF, either on a separate piece of paper or on the

Job Information and Earnings History.

On the SARF:

Current Distribution New Distribution

From Date To Date Total Cost Center/ Total Cost Center/
Adjustment Internal Order Adjustment Internal Order
Amount Number Amount Number

2018/01/07 2018/04/08 $7,041.16 1331100000 $2,882.40 1332600000

$4,158.76 1331100000  Remains
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Student Employee Name:

Pat Doe | Student Employee ID#: |U12345678 Student Employee Job#: | TOTFO1 —|

| PAR Period: I | FY18 S1 j | PAR Period Dates: | I 06/26/2017 - 12/31/2017 |

| Payment Dates within PAR Period: l | 07/07/2017 - 01/05/2018 |

EFFORT REPORTING INFORMATION

Y

»  If the adjustment being requested affects an original transaction date for which a Personnel Activity Report (PAR) has been printed and distributed, federal regulations require that the employee’s PAR be
corrected to reflect the accurate salary distribution corresponding to the effort expended and it must be submitted with this form.

If the PAR has already been certified and submitted to Post Award Financial Operations, please request the certified copy from Effort Reporting. Refer to Section H of BU's Effort Certification Policy
for accurate correction of the PAR before re-submitting with this form.

>  This salary adjustment request may not overlap PAR periods. A separate form must be submitted for each PAR period.

Specific Reason for Transfer of Charges:

the one below!)

(Do not exceed the size of the box on the right and

This is a partial adjustment. To date, the student has earned $2882.40 for work as the TA for on-line course so that is the amount that needs to
be moved to the on-line account, 1332600000. $4,158.76 will remain in 1331100000. Calculations for partial adjustment are attached.

Is this request form being submitted within 90 days of the date of the original transaction? Yes No I:

If “No”, provide the extenuating circumstance for the delay in processing the adjustment and action(s) taken to ensure the error does not occur again:

AUTHORIZATION OF TRANSFER:

Signature PRINTED NAME(S): Printed Name Date:

Signature of Authorized Official and, if over 90 Days, Principal Investigator*

Section 2:
Job Information and Earnings History Current Distribution New Distribution
(Must Be Attached) Enter Data in only 1 of these 2 Columns
Pay Period Week End Date(s) Total Cost Center Internal Order Total Cost Center |Internal Order
(Sunday dates only, can be a range) Adjustment (10 Digits) (10 Digits) Adjustment (10 Digits) (10 Digits)

From: To:

From: 2018/01/07 To:| 2018/04/08 $7,041.16| 1331100000 $2,882.40| 1332600000

From: To: $4,158.76/ 1331100000 |remains

From: To:

From: To:

From: To:

From: To:
Payroll Coordinator Signature: Signature Printed Name: Printed Name Phone No. BU Phone Number
Name and E-mail of Additional Administrative Contact Name and Email Date: Date
For Sponsored Programs, please email this form including all attachments For BMC Sponsored or BU Non-Sponsored Programs, please forward
to the Post Award Financial Operations mailbox: effort@bu.edu this form including all attachments to:

Questions: 617-353-4555

Student Payroll Office

881 Commonwealth Ave, 2nd Floor
Boston, MA 02215

E-mail: seo@bu.edu, Fax: 617-353-9200
Questions: 617-353-3588

RESEARCH ACCOUNTING APPROVALS:

RA Signature:

Last Name: DATE

AD/DIR

DATE

AVP

DATE
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JOB INFORMATEON AND EARNINGS HESTORY

—_ 153 Meomer: DEDREXX Calculations for Partial Adjustment:

¢ OEIXVADCRIX :

Sem/Yr: SPRG 18 Dreparunent Vaah Code: KB

Department: QUSIEKKIXK NoaKIgSupervisor: Department is asking for $2,882.40 out
Job Number: TOTFO1 JaRype: SF of $7,041.16 to be moved.

Start Date: 2018/01/0¢ Enai Draties 201829  otal Number of Wasals: 17

Grade Levglt: vy Jub Code: UIF Jon arie: Graduate Teachig Fellow-Pn,d.

Pay Rate: % 5U2 94 Fay Type Wk-Salary Estimated HRS/Week: 15,00

Longerity intrczea: $ heagarity Date: .

Off Cyele bncrease AT Cylie Date: Calculate the fraction to move by

Lask fivare Cnange Brate: 2RIV

dividing $2,882.40 into $7,041.16 to get .409
Multiply .409 by the salary or wages for each week.

DISTRIBUTION In our example, the weekly salary amount is
Entry Brate umt  Departivent Dject  Swate 502,94, so multiply 409 by $502.94 to get
20080 N 03 W D902 $205.702, which rounds down to $205.70 that the
department wants to move for each week.
TERMINATION (If the weekly payment amounts are different, do

“Yerminaticm Wate: Rezson Codws
Dt B nterec tntered By:

calculations for each separate week.)
To get the remaining amount, take $502.94 minus
$205.70, which equals $297.24

WORK STWUDY INFORMATION

Awvard: $0.00 Farn to ate:$:0.00 Balange: § UUY

Aorvagel Wagnimg:l)
Supervisor Name;
Agency Numhber:

$297.24/week is the amount to remain in the current ‘
distribution of 1331100000 ‘

Supervisor Phone: Ne?(t,. calculate the.hours worked for each partial amount.
1f Campus Time Sheet Date: This job has an estimated 13 hours per week for the
$502.94 salary.

FOR.SEO USE CNLY

ROL itae Change C'oder
Yival Recerved: Pire/Rehire:2  StuaRehire: 1 $205.70 => 5.32 hours to move 1332600000

Sonrmry Wiitremtial:

Multiply .409 by 13 hours to get 5.32 hours

$297.24 => 7.68 hours to remain 1331100000 w

WEEKLY SALARY JOB
WEBEKLLY SALARY:502.94
Week [ind [Date
OB

20100/

2018701421

UNE),28

wWMs2/04

201810211

218702418

2LONBIU2/25

20 §/vx6

28BN

201BI0R18

20 NS

PAVIRSIVEVIVEY

WVeek Noim *Weekly Salary Qff Cyele Date

7 502.94

il 502.94

30 SU2.94

kN 502 94

22 Yu2.94

» RO 1
B4 Suz L ‘
35 SUZoH

26 S0 %,

k7 50254

] SUZY4

b 502.94

40 502.94

4/13/18,2:05 PM
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Example of Calculations for Partial Adjustment. The writing has to be cleaﬁg,g[}g legible.

lof2

flostan Dniversity pusiness Linfk Stddent Bmployment

JORB INFORMATION AND EARNINGS HISTORY

Name: JNGCHINOY.. 1D Number: T s g \ 0 ('{ o
Sem/Yr: SPRG 18 Department Mail Code‘ // \/ D \.L”,g [~ Y u{),
Department: Curriculum & TeachingSupervisor: \ ) L , \ //\/ _\/\_(i_;\
. e i

Job Number: TOTFO1 Joh Type: SIE \)T"( p ; Z v )
Start Date: 2018/01/01 Fnd Date: 2018/04/29 otal Munther of Wealts; 17 o 5,7 ot ,./
Grade Level: 0 Job Code: O1ITF Job Title: Graduate Teaching Fellaw-Ph.d. [ “ ,’,) 9*
Pay Rate: $ 502.9: Pay Type: Wk-Salary Estimated HRS/Week: 13.00 \ s (;
Longevily Increase: § Longevity Date: ’ (\ ( (
Off Cycle Increase: $ Off Cycle Date: - 1
Last Rate Change Date: 2018/01/05 . ((' 7 \\, [ () N

(£ l 3
DISTRIBUTION s (/)
Entry Date Unit  Department Object  Source (‘H ‘ \ h
2018/01/05 033 110 0902 () ()
TERMINATION ., N/ ,_y log 710 MO ! Q7
Termination Date:Reason Code: 7S \) ‘ “ L-\ A

, g ) \U“\ ) <0
Date Entered:  Enteved By: Z)Z 1\ \ ) P %
_ "5 \) g A 9 0 r7 L

WORIK STUDY (NFORMATION \/ k\) g e/ b e
Award: $ 0.00 Farn to Date:$ 0.00 Balance: 5 0.00 . \/ /) \ \/O
Award Warning:0 , O ()F\ (J
Supervisor Name: Supervisor Phone: J/ > 320 000 O
Agency Number: Off Campus Time Sheet Date: ' \ 7
FOR SEO USE ONLY . i ’ p\
ROI: Rate Change Code: \(()/ VY\('\\ (\ g 1S I/J'/’l/ ‘ //
Lival Received: Hire/Rehire: 2 Stud Rehire: 1 . 2 A
Swinmer Diflerential: \’%
WEEKLY SALARY J0B
WELKLY SALARY:502.94 N )
Week End Date Weelc Num Weckly Salary Off Cycle Date ) A \‘b
2018/01/07 28 502.94 b
2018/01/14 29 502.94 /
2018/01/21 30 502.94
2018/01/28 31 502.94
2018/02/04 32 502.94 S s G § 1o S U
2018/02/11 33 502.94 C(? 50284 » Hog = -ﬁy{()) Hoc
2018/02/18 34 502.94
2018/02/25 35 502.94 b e
2018/03/04 36 502.94 $ S () Ll(( (.( -»-—-fg) <£ d A S" i '70 .
2018/03/11 37 502.94 - =
2018/03/18 38 502.94
2018/03/25 39 502.94

2018/04/01 40 502.94 j’ 29 F , ?J*i‘

4};02 0S.10 =7 5.32 hows
4244292+ 68 ez .
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Example of Calculations for Partial Adjustment.  The writing has to be clear and legible.
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Student Employment Office

2018/04/08
Total Earnings: $7,041.16

20f2

41

502.94
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