Financial Policies Related to 

Externally Funded Projects

Updated June 27, 2007
Interaccounts: 
· Definition: Interaccounts are used to move an expense from one place to another.  (Sometimes called cost transfers.)
· Directions: Complete the interaccount form found at: http://asaweb.wku.edu/php/prod/Forms/InterAccount.php
Send this form with signatures to GCA, Wetherby, room G06. When moving an expense use the account code that was originally charged for charge and credit.
· Timeliness: If an expense is to be moved from a department or a grant it should be done within 90 days of the expense posting to Banner (a.k.a. the activity date). The only exception will be to move a disallowed charge out of a grant/contract. 
· Description: When preparing an interaccount, a detailed description should be provided, including what the charge is and why the move is necessary or if paying for a service, explain what the benefit is to the project. Also include backup (Banner printout) showing where the charge is currently. If the required information is not present then the interaccount will be returned.
Things to Remember:

1. Interaccounting salaries is normally unallowable and should only be done in extenuating circumstances. Salaries should be set up at the start of the grant using a form 4 so no interaccount is necessary. If the salary being moved is that of a full-time position and has already been certified on a Faculty Staff Certification Form then a re-certification must be done.

2. Moving an expense to a grant that is unrelated to that grant is unallowable and should it be determined to have occurred the charge will be moved to the Department connected to the grant. 
3. A grant can not be used as a temporary holding place while waiting for a new index # to be set up (a.k.a. “parking costs”). The appropriate place for this charge is the Department’s unrestricted Index until the new index # is set up. In some cases OSP may request an index # in advance.
4. Do not attempt to move cost overruns on one grant to another grant. Cost overruns should be directed to the Departmental index #.

Time and Effort Reporting:
· As part of the grant set up, a payroll Form 4 must be completed to charge the percent effort (salaries and fringe) to the grant or cost share through payroll.

· As personnel change projects, a new Form 4 must be submitted.
· For part-time salaried employees working on several different awards, a Form 4 can be set up using a Departmental index #. Once a month a Form 16 will be prepared to charge the person’s time to whichever index #(s) work was performed (for part time, visiting scholars, etc.).
· Note:  The interaccount to move salaries and fringe should ONLY be used when a variance of more than 5% has occurred.  The Banner payroll labor distribution records must accurately reflect how a person was paid (according to the OMB Circulars).  To move salaries on an interaccount or on a Time & Effort Form does not satisfy this requirement.

Certification of Effort:

· Clarification:  Effort Certification is NOT the Time and Effort Report.  

· Definition:  Certifying one’s effort as required by the Office of Management and Budget is done by submitting a signed form stating where 100% of your effort was expended. 
· Certification forms are required at the end of each semester for ALL FULL TIME PERSONNEL working on any FEDERAL AWARD whether it be directly funded or flow-through from another agency.  The form will show restricted accounts (grants) as well as unrestricted (your department).  The purpose is to ensure that the employee has not overcommitted his/her percentage of effort and have the employee attest to how 100 % of their time was spent.  Federal audits require that a person’s pay come from the index #’s on which they worked.
Reallocations for Budget:
· Definition: A reallocation (a.k.a. a TFG) is done to move budget (not an expense) from one Index or Account Code to another.
· Directions: Complete the Restricted Budget Transfer Form located at: http://www.wku.edu/Dept/Support/FinAdmin/TFG%20_Form.XLS
Be sure to include a detailed description. Attach the completed form to an email addressed to Sean Rubino in OSP. Approved requests will be forwarded to GCA for action.
· Timeliness: Budget reallocations should not be done in the last 30 days of a grant. This will only be done in exceptional circumstances.  This is a red flag for federal auditors because it appears that the expenditures on objectives have not been well planned.
Things to Remember:
1.
Contact OSP for all budget reallocations as sponsor approval may be necessary. Also, be sure and include a detailed description of why the transfer is necessary.

2. Do not spend/overspend out of unbudgeted pools or line items.
3. Avoid reallocations which will decrease F&A cost collections.

4. When nearing the end of the grant, avoid reallocating simply for the purpose of spending the entire budget as auditors may find these costs do not directly benefit the project.

5. Do not attempt to transfer funds between grants.

Requisitions:

A detailed description should be provided on all requisitions including a detailed description of the purchase and why it is necessary. If travel is being paid then we need the dates of travel. Please include the end date of the grant. (New requirement by the Purchasing Department).
Note on setting up your budget on the Chart of Accounts:

Expenses such as food, phone charges, membership dues, office supplies and clerical support should be specifically budgeted for and addressed in the proposal as they are normally unallowable charges as they are normally included on the F & A rate.
An account type has been created for non-employee services (72200). The purpose is to separate supplies from services for easier monitoring and to comply with Federal regulations.  Most project directors are already doing this.  

As of 7-1-07 all active awards and all new awards that have need for non-employee services must have budget in this account code and will not be allowed to include budget for these services in the general supply budgets. After 7-1-07 GCA will no longer approve payments for non-employee services unless there is budget in 72200 to support that expenditure.
New salary account code:

A new account code has been created (61124) to distinguish between participants who are not employees and employees who serve as participants on a grant. See the Payroll attachment for more information.

P-card and Purchasing note:

The use of the p-card in the last 30 days of a grant is not allowed. Purchases must be made through the requisition process. This will ensure that all purchases are encumbered before the end date of the grant.
When purchasing services from an off-campus vendor or contractor over $999 contact Purchasing for the proper procedures. 
Signatures:

All project directors are fiscally responsible as project director of a grant and must sign all paperwork that pertains to the grant.
In the event the Project Director is unable to perform his/her duties it is essential that a responsible person is designated to serve in that capacity. OSP and GCA should be informed of the change.






