
Transfer Decision Tree

What is the transfer type?
  1. Revenue & Expense (Actuals)
    2. Budget, Appropriation, or    

        Capital Amendment   

Annual Budget
Is it a temporary or 

permanent transfer?

1. Accounts Payable
transaction 

descriptions are the 
vendor number and 

vendor name. 
System Code: AP

1. Accounts Payable
transaction 

descriptions are the 
vendor number and 

vendor name. 
System Code: AP

What is the Transfer Source?
          1. Accounts Payable 
          2. ProCard
          3. Salary
          4. Other Non-Salary

Temporary
changes made via a 
temporary transfer 
impact the current 

fiscal year only. 

Temporary
changes made via a 
temporary transfer 
impact the current 

fiscal year only. 

Temporary

Permanent 
changes made via a 
permanent transfer 
impact the current 

and subsequent 
fiscal years. 

Permanent 
changes made via a 
permanent transfer 
impact the current 

and subsequent 
fiscal years. 

Permanent

2. ProCard
transaction 

descriptions begin 
with PC. 

System Code: AP

2. ProCard
transaction 

descriptions begin 
with PC. 

System Code: AP

3. Salary 
transaction in 
account codes 

5000-5441
System Code: PR

3. Salary 
transaction in 
account codes 

5000-5441
System Code: PR

4. All Other Non-Salary 
all other transactions

System Code: GL

4. All Other Non-Salary 
all other transactions

System Code: GL

Other Non-Salary

2. Budget, 
Appropriation,

 or Capital Amendment

Appropriation
life to date budgets on 

Sponsored Program 
Accounting (SPA) AUs 

beginning with:
103x, 104x, 105x, 

107x, 5x, or 9x 

Appropriation
life to date budgets on 

Sponsored Program 
Accounting (SPA) AUs 

beginning with:
103x, 104x, 105x, 

107x, 5x, or 9x 

Appropriation

Annual
Budget

Salary

Accounts Payable

1. Revenue & Expense 
Transfers (Actuals)

Capital Amendment
 completed for any 

project that will 
exceed its approved 

amount by 5% or 
$10,000

Capital Amendment
 completed for any 

project that will 
exceed its approved 

amount by 5% or 
$10,000

Click on the blue boxes for form instructions and links to each form.

Capital Amendment

ProCard

https://www.luc.edu/finance/accountspayable/apexpensetransferforminstructions/
https://www.luc.edu/finance/accountspayable/apexpensetransferforminstructions/
https://www.luc.edu/finance/temp_instruct.shtml
https://www.luc.edu/finance/temp_instruct.shtml
https://www.luc.edu/finance/perm_instruct.shtml
https://www.luc.edu/finance/perm_instruct.shtml
https://www.luc.edu/finance/procardexpensetransferforminstructions/
https://www.luc.edu/finance/procardexpensetransferforminstructions/
https://www.luc.edu/finance/generalaccounting/salarytransferinstructions/
https://www.luc.edu/finance/generalaccounting/salarytransferinstructions/
https://www.luc.edu/finance/generalaccounting/exptrans_instruct/index.shtml
https://www.luc.edu/finance/generalaccounting/exptrans_instruct/index.shtml
https://www.luc.edu/finance/spaforms/appropriationamendmentinstructions/
https://www.luc.edu/finance/spaforms/appropriationamendmentinstructions/
https://www.luc.edu/finance/capexppolicy.shtml
https://www.luc.edu/finance/capexppolicy.shtml
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