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ICT/IDT Form 
Overview 

 Purpose 
 ICT Form is used to process a transfer from one company to another 

company 

 IDT Form is used to process a transfer from within the same company 

 Form Location 
 FDN Form: Foundation Website -> Financial Services -> Form for Financial 

Services -> Click IDT/ICT Form 

 PHIL Form: Philanthropic Website -> Forms -> Click ICT/IDT Form 

 Common Coding Scenarios (*backup is required) 

 ICT Transfers: 5341 & 7341 

 IDT Transfers: 5348 & 7348 
 *Note both object codes above must be used together on the ICT/IDT Form and 

never separate 

 Reimbursement 

 Actual Revenue & Expense Charges 

 Adjustments 

FDN PHIL 

FDN PHIL 

ICT Purpose 

FDN FDN 

IDT Purpose 

PHIL PHIL 

https://cppenterprises.org/wp-content/uploads/2024/05/FS02110F.pdf
https://www.cpp.edu/philanthropy/docs/philanthropic-317ictform022022.xlsx


 

    

ICT/IDT Form 
Which Form to Use 

To From ICT/IDT Form IDT Webform 
PHIL PHIL PHIL Yes 

FDN FDN FDN Yes 

FDN PHIL FDN No 

PHIL FDN PHIL No 

Foundation Projects start with 0xxxxx, 1xxxxx, 2xxxxx, 3xxxxx, 4xxxxx 

Philanthropic Projects start with 7xxxxx, 8xxxxx, 9xxxxx 



Inter-Departmental Transaction (IDT) / Inter-Company Transaction (ICT) 

II Click for Form# j I ~--------;::::::==================::::;---~ 
I I Ext#: I I 

Please get the form # first before proceeding. 

Prepared by: 

Dept/Division: I I Date: 

Posting Month: I I Form#: 
Purpose/reason for the charges: I 

lnstructions(Filling form) j 

~ i 
----~ 
Cal PIIY Pam ~ 
Foun auon ~ 

Use this only if the automatic number generator of the finanacial form you downloaded is not working. Please 
follow these steps: 

l _ Please wr ite dmvn the number below 

2- Re-open the form 

3_ Enter this number below in the appropriate line on th e form . 

T his Number is used for the following for m.s: IDT, PO Requests, Tr avel Authorization & Expense Report, 
Disbursement , oucher, Fellowship and Parti cip,ant Stipend Paymen t & Acknowledgement_ 

521320 

I 

 

   

ICT/IDT Form 
Form Number 

 Click For Form # 

 Webpage tab will 
open for the number 

 Copy and paste form 
number 



~~~~ 

Inter-Departmental Transaction (IDT)/ Inter-Company Transaction (ICT) 

~ Prep a red by: 

Dept/ Division: 

Posting Month: 

Omar Qadamani 

Kellogg West 

07/2022 

Ext#: 4854 

Date: 07/11/2022 

Form #: 521320 

Purpose/ reason for the charges: Catering Charges for Finals Event 

t 

 

 
 

ICT/IDT Form 
Header preparation 

Name 

Dept 

Posting 
Month 

Extension 

Date of 
Preparation 

Form # 
Generated 

Reason for Charges 

Form Logo 



Section A: Account(s) to receive payment (Must be Foundation Acct) (CREDIT) 
Description (Attach a list if more space is needed) Project Object Amount 

Catertrax Order # 10000 170120 5161 $ 100.00 

"'Please attach backup documents and send to department to be billed"' Total: $ 100.00 
Project Authorized Signer 

Print Name: Signature: Date: 

  
  

ICT/IDT Form 
Section A 

 Description of transfer 

 Project # 

 Object # 

 Amount 

 Project Authorized Signer of 
crediting account 



Section B: Account(s) to be charged (DEBIT) 
Please check IF d r {IDT) b :(, ,) oun a 10n ox es I □ Philanthropic {ICT) [Z] 

Description (Attach a list if more space is needed) Project Object Amount 

Catertrax Order # 10000 819167 7185 $ 100.00 

*Please submit to Foundation, Bu ilding 55, A/ R Department once completed* Total: $ 100.00 
IIWe cel1ily that this interdepanmental transfer benefits the educational mission of the CSU and meet the policy requirements of the Education Code Sectioo 89904.6, Sectioo 9.2, Policy oo Expenditure of 
Funds for CSU Auxilia,y Organizations and is in compliance with the Univ,,rsity Related Project Agreement IIWe also cel1ily that the item(s) above has/have been received and/or service(s) has/have been 
performed to the satisfaction required, if applicable, and that the items and/or services are in compliance with the terms and conditions of the grant and/or contract. if applicable. 

Project Authorized Signers (2nd signature required for amount over S5.000 & if ICT is checked) 

Print Name: Signature : Date: 

Project Authorized Signers 

Print Name: Signature: Date: 

    

   

    
   

 

ICT/IDT Form 
Section B 

 Select Box if the transfer is for 
IDT or ICT purposes 

 Description of transfer 

 Project # 

 Object # 

 Amount 

 Project Authorized Signer for 
debiting account 
 *Requires 2 signatures if over 

$5,000 and includes a PHIL 
project 

Email Foundation AR 
foundationar@cpp.edu 

mailto:foundationar@cpp.edu




ter-Departmenta l Transaction flDT) / Inter -Company Transaction flCT) JM 

06/ 08,12022 

Prepar@d by: 

Dept/Otvl$ion: 

Posting Month: 

Jennifer Waggener 

Kellogg West 

05/2022 

3190 

Date: 05/23/2022 

Form #: 519231 

Purpose/ r@aJon for lh@ charg..s· Transforming Perspectives 052022 

Section A: Account(s) to receive payment (Must be Foundation Acct) 
Description (Attach a list if more space is needed) Project Object 

Catertrax Order # 12271 170120 5161 

•p~os11> attach backup docum11>nb and send to d11>partm11>nl lo bl!> billed• Tolol: 
Project Au1horiz.ed Signer 

~ 1 
c.,.,_l 
Fa Illa ti on~ 

(CREDIT) 
Amount 

$ 195.39 

$ 195.39 

Print Nome:T oby Bushee Sign a1ure?!/{/J,:. f {/f/;,R;!,.,,,,.,,-, Date: 06/07/2022 

Section B: Account{s) to be charged {DEBIT) 
Please check If d f (IDT) 

box (esl oun a 10n I □ PhUonthroplc {ICT) [Z] 
Description (Attach a list if more space is needed) Project Object Amount 

Catertrax Order #12271 840241 7185 $ 195.39 

• Please submit to Fa\J ndalion , Building 5-5. A / R D&partment once completed• Tolol: $ 195.39 
~W. o,oi,i!'f lh•I f\b li l•td•p•il,..._,bl t,,j,r~ _,,.~ fl• •d~~ 1;1 .... "lul=t! d . • C! 1_11 :!l rr .... lht , a l ~ r1/qu ,..,., . ~ arlf! ~ 1;"-'~a Ci:>l• 8 M-H~A. SulJ: n i .1. P~ l:;,m ~~dh u·• of 
fund1, f.»;I tsu Al,!1JI 'fJ'J 0 19111 :i..'11;10· 1, !1111 11 n IXff91 SI~ fllilh r.ti,, un .... ·,tt, ~11, lttl Pro~IK'l "alW--'Tllnl "Wt :iil lPil ~•rttfJ flll lht lt.tn(II') 1.bP'l't -uih t ~• been ,..;:1hl1d a,d,'or nr.o QI,,~ hn ihf-• ~, H ti;, lh1 ,11 IJ1ln tl;n n q1lmS. ti :m,wl Rlliih1 .,d at •• hwi1 .maJ· r _..._ 1111 I ron~l1nn "'i i.ti U.. t.~1 ud , ,u..dAmw ,;ii lh• ~ JI; 11111'01 ,ie111~ 't 1p.,J l;.u,I" 

Project Aulhorlzed Signers (2nd sfgnolure r@gutr@d for amount ov@r ~5 000 & II is;;r Is checked} 

Print Name: Alison Baski li J.(O!J. &l(@ 
Slgno1ure: '-IO'"IBuaJ [Na'J'll .. 2m20~lS P:H) Date: 05/31/ 2022 

Project Au1horiz.ed Signers 

PrintNom11>: Sign ature: Data: 
AccounHng Use Onlv: 

'Internal MuflU!il!t! A'llii/rova1: 1Pn11anrnr 

Signature,~ C,(,,c1 Date:06!07/2022 ls19no1ure:P•~~ Data: 06/07/2022 

Vendor Number: f58237 (CPP Foundation) Da1e: Initials: 

06/ 16/ 2022 06/ 16/ 2022 

   

  

 

 ICT Form 
Examples 

(Actual Charges) 
Actual Revenue & Expense 
charges 

 i.e. Revenue being received for 
services, catering etc. 

 Expense is recorded for 
services, catering, etc 
received. 







05/09/2022 

lnter-Deparhnental Transaction (IDT) / Inter-Company Transact ion (ICT) 

Prepared by: Samantha Chow Eldl 1'9'13 
C-He,elor 

.!WR 

Alumri Relations 
.!!!,A o ut t'lb -f Dept/ 01\ilslon: Oal,e : 4/21/2022 ii.Im. 

April 2022 517693 
Cafl"olyfbmona 

Postfng1 Month: forml Olc:lk for Phil,inthroplc 

form I Fourtd.ati.Cl.n 
517693 

l'urpose/reason lar th~l:2 •~J>i',atlom from CIEIS to .Alumni Gala ($ 100 eac h) 
chages: 

Section A: Account {s) to receive 1payment (Must be Pllllantllroplc Acct) (CREDIT) 
Oescrpllon (Allocha •1 I more space Is n-ded) Project Object Amount 

Dr. i.nd wy and Dr . .loame Va n Boxl atte:rdng .ri Gdia Ol1 4(J0/'1DZ2 8 193 0 .S3A 1 .$ 2 .00 

•l'fea:se aflacll back.up documenls and Nnd to depatmenl lo be bl,.d" Total: $200.00 
Project Authodad Slg ner - ~~ 

IDate: 4/22/2W.2 
Artci'ea DeC.ouci'es , \l'ta'llilD~d'ls~Zl.20!!Lti4fOTI 

l'lt ntName: Slg nature: 

Section B: Account (s) to be charged (DEBIT) 

Pleas,e checiklbox{es) 
II 

□ foundation (ICT) □ Phi antt.-opic (IDT) 

Oescrpllon (Allocha •1 I more space Is n-ded) Project Object Amount 

Dr. ~ d wy and Dr . .loame Va n Box! atte:rdng .ri Gdia on 4(J0/'1DZ2 -413500 7341 i 200.00 

'
0 f'fease subml lo founddiott, lllllldlng 5~ A/ II. Depalfmenl an.:. completed• Total: $ 200.00 

~ c a11«,diiln.a~oilif~Wliif•~•i11.J1Jti!ij"liMal aGl'iiM.fd.C·sv•-.t•a1 fM ~ nil~_,.,UM.£.t~IAihiC'dJc~ff-11H,r.,. ~ :t.1;.Pflllqa£:q,t11t~illlH.-J 
F'Mtb,ll#C.S:UA~OilJ!i~•Jill M~~....-IIAit'll,,&-o:av~1!H,Jiitd~1tt1t.t. .W~ ... ~&l.lt.liiil ,liml(l)•~l ....... :ti!hlaifa!Jl. iN!l_,,,.,Hriii!Jt_l lDft..-itiiis,1 

~ .., Ai!N~nij!~ f'~ . •M.-• Al!MIJ! a tl.w~.s•HM~~liiillldi.Wi,t,:1•M~.,.,,_~,._a,u,,,~~V ~ :.W.:. 

Project Autholtted Slgner • (21><hlgnalurereq1Med r ,amoLnl h over SiS..000 & IDT box Is oheok<!d) 

l'l! ntName : 
Dr. H. GJlll-EJe· Signature: d ~c?b....,_ Date: 

(/ (/ 

l'ltntName: Slgnaklre: Date: 
Accou~ U.se v .. y: 

Int.., al M ,IIIIClll'H Approval: Phlantll'opic Approval: 

z;,~- , -· IS1nnnuer"'r:>,9.&.,, Dal&: 05/ 09/2022 $1nnnh6e: Date: 

Vendor Ni.mbs: F692$3 (Pllll F<>undallon) Date: Wlalo: 

t't£%.{!.~~lil>Obl) 
05/ 11/2022 05/ 11/2022 

 

    

 

    

 

  

ICT Form 
Examples 

(Transfer Object Codes) 
ICT Transfer Codes 

 5341 & 7341 usage 

 *Must be used in pairs and 
never separate 

IDT Transfer Codes 

 5348 & 7348 usage 

 *Must be used in pairs and 
never separate 



nter-Departmental Transaction {IDD / Inter-Company rransoctfon {ICD 

Prepared by: S. Gi lkinson 

Dept/OMslon: 45300 

Posting Month; 11/2021 

Ext#: 2475 

Dote: 12/02/2021 

Form #:513527 
Purpose/reason for the char9&1: Adjust inoorrect charges on Foundation P-card 

Section A: Account(s) to receive payment (Must be Foundation Acct) (CREDlf) 
Descrl,pHon (Attach a 11st If more JpOCe Is needed} Prolect Obied Amount 

Five charges, $149 each, should have been charged to 800610 009140 1120 $ 745.00 

•Plea,e attach backup document:s and send lo department lo be bllect- Total: $ 745.00 
Project Aulhonzed Signer 

Reza Lakeh .b/.L,,kl Dole: 12/06/2021 Print Name: Slonoture: 

Section B: Account(s) to be charged (DEBIT) 
Please check IF d I' (IDT) 

boxfesl oun a 10n I □ Phll.anthroplc (!CT) ~ 
DescrtoHon r Attach a lilt If more mace Is neededl Proiect Obiect Amount 

Five charges, $149 each, charged to 009140 in error. 800610 7035 $ 745.00 
Students attending ASME 2021 I MECE Virtue I Conference 

"Please submH to foundation., luldln.g S.5, AI R Department once completed" Total: $ 745,00 
Wlllc,d'yth1t ll ll~ltr..twlttntfbth1, ... fS6__.rillht,of lltCIU-tnd..eth ,tlk:r ....... l:llflht td!KltMflc.d•:hctJIJn .... i.tcig■ '-l.lt'llkJon~vf 
irunt1,1wc:li.JA1ml-,~W■ lnCIH9~•nnttillh1 (Jrmr.lliylbil .. PnjGAgnimltt. iWlillaocwtliJ·lhll liill lNl**"k..a...ltl.nr__..,.._-,k,a(lt a"-"elNM! 
~l!llltNNtlnldlln .. lncl,, H .. plrlllll.lNllhltlMIMtlm!eflll'fflN ... 111-r.,u1111M ... 1llilllfflHMdeendillen1-111! 1h19flffl-ad.wcanhri, r .,,NJ., 

Project Aulhonzed Signers (2!l!:! irgngf!.!rf tf!l!.!frf!:l I!:!! gmg1mt QYt ! :15 QQQ 1, It l!d Ii !::bt!:k.!lg) 

Print Nam•: Alison Baski dil.[~JJ. lit.Ciz.' 
Sia.nature: .UMfl~~.was.mz'2i)ll!iNfl Doi•: 01/05/2022 

Project Aulhonzed Signers 

Print Name: Slonoture: Dole: 
Accountlna Use Onlv: 

11ntema1 Mana<>er A.r>r>roval: IPl\llanlhronlc Ar>nroval: 

Signature: Q...,,,,. #'........, D<ite: 111m. I signature: z;;,,~ A,/ekn, Date: 

Vendor Number. FS8237 (CPP Foundation} Date: lnlHab: 

OQ 
1/10/22 

I 

I 

I 

I 

I 

I 

I 
I 

I 

I 

I 
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ICT Form 
Examples 
(Adjustment) 

 ICT Adjustment transfer 

 i.e. initial charges were 
charged to the incorrect 
account # 



rtmental Transaction {IDT) / In te r-Company Tra n,saction (ICT) I 
Chltr·a Pe rera 

4471 r l f-'""-" ..,. .,. • . _. p.-. ~ 
Pn• pared b y : Ext# 

0 MU> 
12/16/2021 Ci' 11■ 1 ...... ac.rt I hle 

De p t/ 0 1v1sro n : CC HM Dale: for m . 
2 /14/2022 

,CfttPoly P'01 1101 I, 
Post ing M onth: Dec-21 for,mell 515381 Clic k lor Phl l.anthroDIC 

form # Founi:;l.-.t'1Qn 

Pu-rpose/ re-aso n l or lh ~ IRc 'lm b un c m e ni to r R_Klt Social l ablo:,; $ub1Cl'lp-,tt:on 
charges: 

Section A : Account (s) to receive payment (Must be Philant h ropi c Acct) (CREDIT) 
De~crlpt lo n (Attach a •st N more space l's needed) Project O bject Amo unt 

Socia l Ta b le-.s Event Soi1w are Reim b ursernen t - CCHM $1ntl-2 ~~ 1655..$6 

7 106 

I 

•Pfea:1re a ttach b a ckup d o c u m ents a nd 1e ,nd to d epa rtmen t t o be b ffJed• Tot a l : $ 1655. 5 6 

Proje et A u1•horlzed Slgner 

Prtnt N:a m e : 10 anle l Mont clalslr Slg natu.-e:~~ ...... D ate: 0 2 /0 7 / 202.2 I 
Section B: Account (s) to be charged (DEBIT) 

Ple a se checkbox(es} I Ill Foundation ( ICT) □ Philanthropic (IDT) 

De~c rtpt lo n (Att·aeh a Isl II more opaee l's needed) Proj&ct O bject Amo un.t 

.Soclal T a b le.s Event Software Sub scription Reimbursem.en1 - CCtlM 374Z3() 13~ L 1655.56 

71 0 6 

?l'ea.se submff to Foun d ation. 8 uJl d i'11g 55, A / R. Oeparlment o nce c omp/etecr Tot a l : $1 65S.56 

VJP'.c'«ffl,l,i)' .tl.« rll r1°~JIO.W'K. ,' OWtt',fO~c:t1t, rl11:. drn"ill'iiNr. Vmllll .oi1"1{r C:S.U#tHI...-U .~,x,fl'Y' -'~U jff,t r .~e.r.M C' , ·ax;iJ.,,.,, IM,6,. ~·~ !'~, I' ',i::,d.,. _£w..-wtdTni.N!:' 
tifT-lb.O,.,..CS'U ...t..l..!o.'/:.., ;,;. Org,.nf~ "1.'r.:lflioUI ne.! w ,'rJt riu, ,L'n~-r-9' .Ra'uUif ~""'51 ~ .YW.- 4i.:.u ~ Jlis r.lu! 1·.-bft o!i!w,,,,t,\~liA,ur.e.....o.~ n iYw.t'rn~•L~ k Ow 

... ,,,.,..,. JU'r'f'nrJIIUOII .n, rJo • ,l';;r,1~11>:lliJ.YI rn,iK U".d, ff '¥'P'h,,JJ.,. ,:o n d' 6.s~ (lo r. ,'lr.JfU <111.S.,i,, .11,'r:rr:l'r:r.k ...,,. {,. t ,n~J<'IJ'ovmr,. n fil ,. kr.--l~n .l ~ .. !.'i Srtn .>t~tk • ~ .. ,n:uiv Clllll frud,, if•pp&..l;I,:_ 

Project .Autho.-lzed Si gner • (2ri d i.lg n o ture re-qu lre-d It a m ount Is over $ 5,000 & IDT Dox Is c:hi!!c:ked) 

-,,,. -
M ichael G odfr e y Si gnature: 12 /1 6/ 2 02 1 

Print N·a m :&: Slgnatur-e,: D a te : 
Aeeounttng u~e Only : 

lnl e-.tnol MOl'tlage, A pptD'V cl: rhllol"dftro ~ lc A p pto¥ol : 

Alida Lam 
Og-.. ., ~~oed t,y .\ldJ lam 
~I~ 4-0U.Q2.i ~, Ht l9:4.<II 

Sl',anah.ll'e: 
..,.,,. Oat-a : Slano1ur e : Dot.a : 

Vcndw Num ber: f6'253 (PHIL f oun clalf!onl Date: ln ttlals.: 

Post Suh- Secondary 

Date Sys tem Reference Reference PEID Description DeJJits Credits Balance 
---

819282 P R - VP av Am EXCELLE..,CE 

106 SOFTWARE P iRCHASES 

08/18/2021 AP 411 005'.S 7 F43618 Council for Opp SCL TBLS SFTWR 4,966.69 4,966.69 

   
     

 

    
    

    
  

     

 ICT Form 
Examples 

(Reimbursement) 
 *Backup must include GL from 

where the charge initially was 
placed and original 
Invoice/receipt if available 

 i.e. portion of expense is being 
transferred out as a 
reimbursement while the GL 
has the full initial charge from 
the same project & object. 
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