
Foundation Fund Transfer Request Instructions 

This form can be used for Foundation-to-Foundation funds, or Foundation-to-University funds. 

Only one transfer per form. 

The form flows as follows: 

Originator => Fund Approver => Foundation Accountant => Accountant 

1. The Originator completes their phone number, transfer from FOAP, transfer to FOAP, and

purpose of transfer; attaches supporting documentation such as ledger detail, copy of PAF,
vendor invoice, etc.; and signs the form. After signing, type in the information for the “from

FOAP” Approver.

2. The Approver reviews the form. If there is an issue with the transfer details or attached

documentation, return the form to the Originator to correct (who will resubmit it to the

Approver). If the Approver agrees with the content, they sign the form, and the form then

automatically forwards to the Foundation Accountant (not back to the Originator).

3. The Foundation Accountant reviews the content and may add comments in their section of the

form. If there is an issue with the requested transfer, return the form to the Originator. Otherwise,

sign the form and select the University (or Foundation) Accountant for their approval.

4. The Accountant reviews the form and either signs it and prepares a journal entry or returns it to a

previous participant.
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