New!  Form for 90-Day Justifications 

Benefits of using new 90-day form:

· Facilitates compliance with 90-day policy

· One form to be used for all transaction types (cost transfers, HRIS journals, internal charges, reimbursements, expenses) 

· Clarifies measurement dates for applying 90-day rule and review

· Uniform 5 questions for justification

· Form will be electronically submitted in future in HRIS workflow and PeopleSoft portal workflow

90-day Rule - Under university policy, all expenditures and other costs should be posted within 90 days of their occurrence; in addition all cost transfers, including salary, should be completed within 90-days of their original transaction date. When a transaction falls outside of this 90-day window a justification is required and subject to review and approval by central accounting staff before the transaction is accepted for posting. 

(http://www.northwestern.edu/finsys/polcydoc/faq90.htm
 http://www.northwestern.edu/coststudies/Cost_Transfers_Policy.pdf
However, although guidance was provided in the various policy documents, there was no specific format required for the justification memo, and the 90-day period was not always interpreted consistently. As part of the preparation for implementation of the new financial system these issues were reviewed by ASRSP, Cost Studies, HRIS, and Accounting Services (the units responsible for reviewing and processing over 90-day transactions.)  

To improve compliance with the policy and facilitate processing, a common on-line or electronic form has been proposed and is in development for both HRIS journals and non-HRIS transactions in the PeopleSoft financial system. This form has four core required questions that when answered will constitute the transaction justification. An additional effort certification question may also be applicable.  

We are making this new 90-day memo format available now as a Word document or pdf to be used as support for all 90-day transaction requests. The form is a “manual” version of the workflowed form that will be used in HRIS and in the portal for PS transactions.

In addition, we have clarified the measurement dates and standards for approval and posting of over 90-day transactions applied by the central reviewers. 

· For an original transaction, the date of occurrence is the date that a good is received or a service is provided. 

· For a cost transfer, the beginning measuring date for the 90-day window is the original date of the transaction on a budget statement. 

· For all transactions, posting can only occur if the measurement date is within one year of the current date (posting can cross fiscal years). However, only in unusual cases and with additional justification can transactions more than one year old be posted or corrected.

Link to new form and instructions http://www.northwestern.edu/finsys/forms/90Day_Justification_Form.pdf


http://www.northwestern.edu/finsys/forms/90Day_Justification_Form.doc 
Questions about new form? Contact the following:

Salary – Payroll 7-1559

Grant – ASRSP  1-4237

Non-grant – Accounting Services  1-5338

