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Introduction

Purpose

The Policies & Procedures Manual for Grants and Contracts Accounting (GCA) is designed as a post-award reference tool for all sponsored awards. A sponsored award must come from an external source (outside of Western Kentucky University). Normally these agencies require periodic financial reports and have strict guidelines regarding expenditures. The majority of awards are funded by a federal or state agency, either directly or as flow-through from another agency. This manual will serve as a guide to assist personnel who work with restricted funds. The manual does not serve as a substitute for specific award requirements. It simply serves to elaborate upon federal requirements as well as specific award requirements. 
Terms

· WKU – Western Kentucky University

· PI – Principal Investigator (although many awards refer to the person in charge of the award as a Project Director for the purpose of this manual we will use PI to stand for either one)  

· GCA – Grants & Contracts Accounting

· OSP – Office of Sponsored Programs

· GS – Grant Specialist

· GA – Grant Analyst

· SA- Staff Accountant

· T&E-Time and Effort Report

· TFG – Transfer of Funds for Grant Budget
· WKURF - Western Kentucky University Research Foundation

· EFT – Electric Funds Transfer

· CFO – Chief Financial Officer
Objectives

Upon acceptance of external funds comes additional responsibility and accountability, leading to strict compliance terms, conditions & regulations. Since these awards are awarded to an organization and not the individual(s) involved (PI), the grantee (i.e., WKU/WKURF) accepts full legal responsibility for the program and must fulfill the granting agency’s requirements. Therefore it is essential that every effort be made to follow sound management practices. 


It is imperative that institutions of higher education keep those with grant/contract responsibilities (i.e., the PI and their staff) aware of the institutions and funding agency’s policies and procedures. The primary objective of the Policies & Procedures Manual for Grants and 
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Contracts is post-award administration. More specifically, the manual addresses the following components:
(1) Provide information regarding the functions and responsibilities of the Grant & Contracts Accounting Office (GCA);

(2) Provide guidelines and procedures related to various accounting aspects in the GCA Office;

(3) Provide regulatory guidelines to ensure University compliance; and

(4) Comply with federal regulations regarding written policies and procedures. 
(5)  Provide one-one-one training for all new PIs.
WKU’s objective is to allow the PI to conduct the activity proposed, while complying with the associated rules and regulations. Because the PI has the overall responsibility for the technical and fiscal management of the project he/she should be thoroughly familiar with the agency regulations applicable to each project under his/her control. 
Failure to comply with the terms and conditions of a grant or contract is grounds for termination of the project by the agency.

Organizational Relationships

Once an award has been established and becomes operational, its success depends on the PI’s ability to carry out the project and WKU’s proper stewardship of the funds. GCA does not act as a control unit, but rather as a supporting unit to the project and its PI. At times a PI may try to claim ownership of the award. A project director is normally in a position to make purchases, incur costs, etc., which if not properly coordinated or channeled through the institutional system can result in problems. The administrators of the project should view their roles relative to program personnel as serving to advance the project’s mission.

GCA is a department under the Chief Financial Officer’s in Finance and Administration, and is responsible to the University, WKU Research Foundation and also to the funding agencies for the financial and regulatory administration of all restricted grants and contracts awarded to WKU/WKURF. The office strives to work closely and in harmony with the individual PIs, their departments, and the Office of Sponsored Programs (OSP). Although OSP is primarily responsible for pre-award functions, the two offices remain actively involved until the project is closed out.
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Responsibilities

GCA’s objective is to ensure routine administrative and/or financial matters are completed according to WKU’s policies and procedures as well as more restrictive sponsor requirements. The office’s responsibilities, as related to the day-to-day management of a project’s finances include, but are not limited to, the following tasks:

1) Establishing an index # for a new award and notifying project directors of account numbers;
2) Establishing, communicating, and enforcing policies and procedures consistent with federal, state, sponsor, and University regulations;

3) Facilitating budgetary activities of restricted funds – including the approval of requisitions, payroll forms, interaccounts, procurement cards and other feeds;

4) Preparing and submitting financial reports and invoices, as stipulated by the sponsor, in a timely manner;
5) Monitoring indexes to prevent overall or line item over expenditures;

6) Following up with sponsors on delinquent payments;

7) Maintaining a federally mandated time and effort reporting system, as well as a certification of effort file;

8) Random audits of pro-card receipts;

9) Providing assistance, support, and guidance to project directors and their personnel;

10) Closing out expired restricted projects, including submission of final reports and            disposition of remaining balances

11) End of the year reporting and assistance with financial external audit for the     University.

Some of the responsibilities that lie with the PI include but are not limited to:

1) Ensure that all expenditures for the sponsored award are reasonable, allowable, allocable, timely and non-personal;
2) Submit adequate documentation with all requests for payment, including interaccounts;

3) Ensure compliance with required cost sharing commitments, and provide timely documentation of all cost-sharing;

4) Establish internal procedures to assure timely processing of all personnel actions, expenditures, travel, reimbursements, etc.;

5) Monitor and maintain the committed level of effort on behalf of the restricted project;
6) Control the project’s budget, prevent any overages within the different “pools” of the budget and initiate and necessary transfers. This includes going through OSP to request permission from the sponsor before any money is spent in unbudgeted pools;

7) Perform periodic reviews of the charges to the project and promptly notify GCA of any discrepancies;

8) Provide assistance to the accounting staff as needed and requested; and

9) Prevent conflict of interest and/or conflict of commitment.
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Note:
Delegating any duties related to the sponsored award to other personnel does not relieve the PI of his/her responsibilities.

Standards

Although the responsibility for designing the internal controls of a university rests with its administration, the federal government has provided a set of standards through the issuance of circulars. These standards are a minimum set of requirements which WKU must adhere to in doing business with the federal government (whether directly or via a flow-through contract). The OMB Circular A-21 requires institutions to employ sounds management practices. If various standards represent “sound management” to the extent they are required for federal contracts, then those same standards should be followed consistently across the board as part of our university’s policies and procedures regardless of the funding source.
Establishing a Restricted Account

Each individual restricted project (sponsored grant/contract) is budgeted for and accounted for separately in WKU’s financial system.

Policy

It is GCA’s policy not to establish an account on the WKU General Ledger (GL) until the appropriate grant or contract notice has been fully executed and signed by all parties. Until then there is no definite written commitment and the university is at-risk of losing funds should the contract not materialize.

Circumstances may arise where the actual award documents are delayed in being signed and/or sent to GCA and the PI needs the new index number or needs the budget established in the GL. Should this occur, the Director of Sponsored Programs will decide if enough documentation exists to cover or minimize the university’s risk.

Procedure

When a grant or contract has been awarded, OSP forwards the pertinent documents to GCA to be set up. This may include a signed and fully executed copy of the contract, the sign-off sheet and the budget on the chart of accounts. GCA will then perform the following tasks:

a. Complete the Banner data entry sheet

b. Assign a 6-digit index number, starting with 5XXXXX, based on the award’s original funding source

c. Enter this information into Banner Finance
d. Load the budget for the award from the Chart of Accounts

e. Send the PI the New Account Letter

f. Send a copy of the COA with the new index number and the data entry number assigned after loading the budget to OSP

g. Set up cost-sharing if required in same manner with its 6-digit index number, starting with 6XXXXX
h. Fill out Detail Code Request form and submit to Cashier’s which establishes the detail code for deposits to the GL of this particular award
i. Enter information for new award on “X-Walk” on WKU’s shared drive so that the PI can be given Banner access to their new index number

j. Enter information for new award on our Grant Master List for the current fiscal year

k. Establish a new folder for the award

Modifying a Grant or Contract


The budget is seen as the financial expression of the approved project. If the sponsoring agency has thoroughly reviewed the budget then they would have identified those aspects that it deems unallowable or non beneficial and excluded them from the budget. Major modifications to an original or proposed budget require formal contract or grant modification either from the funding agency and/or the OSP. Some funding agencies require formal notification of any modification to the original or proposed budget.

Policy

It is the PI’s responsibility to adhere to the funding agency’s requirements regarding budget changes. Circular A-110 lists the following types of changes that generally require official modification and approval:

1) Change in the scope or objective of the project;

2) Change in key person specified in the application or award document;

3) Absence of the project director for more than three months, or a 25% reduction in time devoted to the project by the director;

4) Need for additional Federal funding;

5) Transfer of funds allotted for training allowances (direct payment to trainees) to other categories of expenses;

6) Transfer of amounts budgeted for indirect costs to absorb or increases in direct costs or vice versa, if approval is required by the Federal awarding agency;
7) The inclusion of any costs that require prior approval, according to A-21, A-122 or 45 CFR, unless waived by the Federal awarding agency;

8) Extensions or early termination of the project; and

9) Other actions cited by the federal or state authorities.

Procedure

The PI is to communicate and work closely with the OSP on matters requiring official notifications. The OSP will send GCA any modifications to the original budget or any changes affecting the financial administration of the project. If required, GCA will adjust the operating budget accordingly.

Budget


WKU uses a software system which enables faculty or staff to view his/her restricted/unrestricted accounts – including the budget, encumbrances, and actual activity. The software system is Banner Finance.


The PI should keep abreast of his/her project’s financial status by routinely reviewing all transactions. If mistakes are found, it is the PI’s duty to get the mistakes corrected within 90 days from the transaction date.  Should an unallowable charge by found it will be moved to an unrestricted index with no time limit.
Budget Transfers

The approved budget should agree both with the amounts supplied by the funding agency and those internally developed by the PI and Proposal Development. However, since these figures are just an estimate of what the PI feels it will cost to provide the service or to abide by other terms of the contract, in the majority of cases, the budget will be amended before the project is completed. The OSP handles budget reallocations, a.k.a. TFGs.
Before a transfer can be processed, OSP must receive approval from the funding agency, if necessary. Many agencies will waive the prior approval requirement.  If the agency does not waive the pre-approval requirement, then approval must be obtained before the transfer will be processed. Federal auditors in the past have closely scrutinized this process. 
The PI, as previously stated, should routinely monitor fund availability in their grant so as to anticipate necessary transfers, prevent overdrafts, plan for future expenditures and control spending. The PI should be able to provide written justification for any transfers. Transferring budget can only occur within the same project (index number). Funds cannot be transferred between two or more restricted accounts, or between a restricted account and an unrestricted account.
TFGs in the last 30 days are not usually accepted.  All TFGs must come from OSP and be approved by OSP before they can be entered.

Procedure
When a transfer is deemed necessary, the PI will fill out the Transfer of Funds for Grant Budgets (TFG) form available online on the Finance & Administration website. They must then attach the TFG to an email and send it to the Director of OSP for approval. A detailed description must be stated on the TFG form. Once approval is given, the email and TFG will be forwarded to GCA for entry into Banner. GCA double checks to make sure the “from” funds are still available to move.  Once entered into Banner, a copy of the transfer is placed in the grant folder for future reference.  The document is scanned into Banner and the Journal Voucher number is e-mailed to OSP and the PI.

Carry Forward and Unobligated Funds

Many restricted projects have a beginning and ending date different from WKU’s fiscal year (July 1 – June 30). In the normal course of a project, if it crosses fiscal years, no special action is needed to carry forward funds. However, carrying forward unspent funds beyond the projects end date for the purposes of spending the allocation requires sponsor approval. It is the PI’s responsibility to request an extension through the OSP, who will obtain written permission from the funding agency to continue spending. Spending will not be permitted after a project has closed without written permission. In some cases there is a continuation of the same project on a year-to-year basis whereby the sponsor allows any remaining funds allocated for one particular year to be added to the next year allocation of the award. In these cases, this carry-forward allowance should be stated in the contract.

The request to carry forward or extend the project beyond the original end date should be received by OSP 30 days or more prior to the end date.  An extension just to spend remaining funds when all objectives have been met is not accepted.

Personnel Policies

General

Associated with nearly every restricted project is a personnel cost category which includes salaries and fringe. This category often constitutes a large percentage of the total funding. WKU does not discriminate in its hiring and compensation of restricted project personnel versus unrestricted personnel. All wage categories and job classifications for restricted project personnel are the same as those established for regular WKU employees. Salaries can only be charged to a restricted project at the same rate a person would receive within his/her respective payroll category at WKU regardless of whether sponsored dollars are involved. The receipt of grant funds is not an opportunity to increase salaries of personnel.

WKU administers its policies and programs without regard to race, age, color, sex, religion, national origin, marital status, disability, or veteran status. The University ensures equal employment opportunity and affirmative action. The Office of Human Resources publishes official guidelines regarding various personnel issues. These guidelines can be found on WKU’s website http://www.wku.edu/Dept/Support/HR/ and in the personnel handbook. The PI is responsible for knowing and adhering to these personnel policies.

When completing the various forms necessary to hire and pay an individual, it is the PI’s responsibility to ensure that they correct restricted project(s) index number is used. If the employee is working for more than one department or project, the percentage of pay is to be properly split between them. If WKU gives annual raises they will occur on July 1st of each year to all employees in accordance with its policies and procedures.


The PI is responsible for ensuring all personnel related costs is approved by the funding agency as an allowable cost and that sufficient funding exists. To ensure employees are paid timely, the PI should anticipate the upcoming payment of personnel and allow ample time for all WKU policies and procedures to be carried out. 
Vacation Pay

Current University policy does not allow for any vacation payout for grant paid employees.  Time must be taken within the grant period.
Consultants

During the course of a project, use of a consultant may be needed. A consultant is defined as someone who does not meet the employer-employee relationship as defined by law. Normally these are non-WKU employees and hence are considered independent contractors. A-21 gives the following statement regarding consulting:
Since intra university consulting is assumed to be undertaken as a university obligation requiring no compensation in addition to full time base salary, the principle also applies to faculty members who function as consultants or otherwise contribute to a sponsored agreement conducted by another faculty member of the same institution. However, in unusual cases where consultation is across departmental lines or involves a separate or remote operation, and the work performed by the consultant is in addition to his/her regular departmental load, any charges for such work representing extra compensation above the base salary are allowable provided that such arrangements are specifically provided for in the agreement or approved in writing by the sponsoring agency.

Time and Effort Reports

The purpose of this policy is to establish procedures to be followed for the completion and submission of Time and Effort Reports for sponsored projects.

Time correctly allocated on the EPAF automatically gets charged to the index.  This is the preferred method by auditors because the labor distribution will be reflected properly in the payroll system.  Salary moved by journal voucher is a red flag that the payroll distribution was not set up properly to begin with.
The time and effort recording forms with be sent to the project director from the Grant Accounting Office or by the college grant administrator to be reviewed and approved per your grant guidelines.  This will be on a bi-annual or semester basis (December for the fall semester and April for the spring semester) unless grant guidelines require more frequent reporting.  The project director will review the form, sign and return to GCA for data entry.

Time and Effort recording will be in terms of the percent effort budgeted in relation to the employee’s regular salary at the time.  The time charged will be the actual salary up to but not to exceed the amount budgeted.

· If the actual is less than the budget the amount can be adjusted within a 5% variance if approved by the supervisor.

· If the actual is significantly less than the amount budgeted, one of the following would be necessary:
1. Provide additional cost sharing to meet the dollar amount required by the sponsor.

2. Request cost sharing commitment to be decreased by the sponsor.

3. Increase percent of effort if the work has actually been provided.
Faculty and Professional Staff Certification

OMB Circular A-21, J8 describes the cost accounting standards that are followed by all universities receiving federal funding.  They include the requirement for distribution of all salaries to appropriate accounts in proportion to the effort expended toward activities.  Under OMB A-21, effort reporting provides the necessary documentation to certify and substantiate direct labor charges to all sponsored activities.  If deviations from this standard are found during an audit, disallowances could result which would be charged to the academic department/unit.

Policy states that all faculty and professional staff at Western Kentucky University whose salary charges, in whole or in part, meet the criteria below must complete and submit effort certifications, without exception.  This includes:

· Individuals paid directly from any federal or federal flow-thru sponsored project.

· Individuals paid directly from any other WKU funds and who provide some effort on sponsored projects for which the effort is re-distributed to a sponsored project.

The effort certifications are distributed on a bi-annual basis.  The report period is as follows:


July-December (Certified in January)


January to June (Certified in July)

The office of Grants and Contracts Accounting sends a reminder each reporting period and is available to assist with any question regarding the completion of the form.  The link to the form is as follows:
http://www.wku.edu/Dept/Support/FinAdmin/NewForms.htm
The Faculty & Professional Staff Effort Certification details by employee the % effort worked in university indexes (department/grant/etc) for the specified time period.  The certification must document 100% effort.

In application of this requirement, it is recognized that a precise distribution of time is not feasible, but a reasonable distribution is necessary.  To confirm that the distribution of effort represents a reasonable estimate of work performed by the faculty and other university personnel, a 5% variance is allowed between the actual time spent and what is reported.

The following criteria establish the certification requirements:

· The individual employee will certify the effort report, when at all possible.

· A responsible official having first- hand knowledge of the employee’s total effort will certify the report.  This would include departmental chairpersons, principal investigators or dean.

· The signatures of clerical or secretarial staff are not acceptable on any effort reports, except when certifying their own effort.

· “Per” signatures or rubber stamp signatures are not acceptable.

· The certification report must be submitted to the Grants and Contracts Office within 30 days of the end of the reporting periods.
Purchasing Policies

Associated with nearly every restricted project is the procurement of goods. There are two ways to purchase and/or pay for goods and services:  (1) the requisition process or (2) the procurement card. If something is being purchased internally we will use an interaccount form.  According to OMB, items such as supplies and other expendable property are expected to be used in accordance with the terms and conditions of the award. Auditors are very sensitive to stockpiling. Regulations prohibit the purchasing of unnecessary and duplicative items, or incurring unnecessary or unreasonable expense.


Regardless of the method used to procure goods or services, there are certain general policies that apply:

1) All restricted accounts must follow university guidelines, just as unrestricted accounts do;
2) All charges are to be coded to the correct account code based on the item;

3) The expense must be identified in the sponsor approved budget (supplies, postage, equipment, etc.). For example, if the sponsor did not approve telephone costs, then telephone cannot be charged to the project. No expense may be charged to the restricted account that violates a sponsor-specified restriction;
4) Services are to be paid out of the same fiscal year in which the services are rendered;

5) Goods are to be paid out of the same fiscal year in which the goods are received – unless written permission from the funding agency to the contrary is given;

6) Travel is to be paid out of the same fiscal year in which the trip occurs; and

7) WKU is a tax-exempt organization. Therefore, no Kentucky sales tax will be paid to vendors.

OMB Circular A-21(J)(27) states “all material costs charged to a project should only include those supplies actually used in the performance of the agreement”. If an item does not arrive until after the agreement has expired, then it could not possibly have been used in its performance. As a state institution, WKU is required to allocate the costs of goods to the fiscal year in which they are received and services to the year they are rendered. WKUs fiscal year runs from July 1 to June 30. If the PI wants to spend prior project year allocated funds in the following year, written permission must be given prior to spending the funds.

The PI is responsible for determining the reasonableness, allocability, and allowability of costs in accordance with the provisions of all applicable regulations and the terms and conditions of each award. The PI must ensure all expenditures charged to restricted accounts comply with applicable federal, state, university, and sponsor regulations. To be allowable, an expenditure must be:

a) Justifiable - necessary to meet the goals and objectives of the project;
b) Reasonable – cost efficient; is it an action that a prudent person would take under the same circumstances;

c) Allocable – identifiable with the project incurred solely to advance its work;

d) Timely – needs to be paid as soon as expense occurs; and
e) Non-personal – must be business related.

Interaccounts

This form is used to move an expense from one index number to another, whether that be restricted or unrestricted. The form can also be used to pay for a service rendered when the service is provided by a WKU entity. The transfer of an expense should not be made into or out of a restricted project unless the original recording of the expense was in error. It is the PI’s responsibility to ensure all costs are related to a specific project and are properly coded to the project at the time of initial recording (such as on the purchase order, travel voucher, payroll form, etc.). When one person or department is placing a large order for several units, the initial order should be properly divided between each unit at that time.
Federal regulations prohibit the shifting of funds from one project to another in order to meet deficiencies or overruns, avoid sponsor restrictions, or for convenience.

Procedure

When an error has occurred or a service has been rendered, the index # that is being credited will normally initiate the interaccount by filling out the interaccount form located on the Finance and Administration website. The account number to which the expense should be posted is debited and the index number receiving the credit should be credited. Sufficient documentation must be attached as well as a thorough description of why the charge is being moved or what service was provided and its benefit to the grant. If an expense is being moved, the account code to which the expense was originally charged should be used. Normally the same account code will be used on both the debit and credit sides. The form should be signed by each responsible party and submitted to the GCA Office with appropriate backup. The GCA Office reserves the right to deny any transfer deemed unallowable or which was not submitted in a timely manner.
According to A-21, costs allocable to a particular sponsored agreement may not be shifted to another sponsored agreement in order to meet deficiencies, avoid restrictions, or for convenience sake. Many auditing agencies tend to question or disallow cost transfers in cases where they are frequent, tardy, unexplained, inadequately explained, etc. Such activity can raise serious questions about the overall reliability of the university’s accounting system and internal controls.


It is not acceptable to charge items to a restricted index using it as a “pool” index to interaccount those items to other grants later.  You must use an unrestricted index if that is necessary.
Travel

Many of the restricted projects have an allowance for professional development or other business-related travel.  All restricted projects must adhere to the official travel regulations found at http://www.wku.edu/Dept/Support/FinAdmin/Travel.htm, just like unrestricted departments do. Circular A-21 states that all costs incurred by employees shall be considered reasonable and allowable only to the extent such costs do not exceed charges normally charged by the institution in its regular operations as a result of institutional policy.

The PI is responsible for complying with these guidelines and for ensuring the travel is authorized by the funding agency. The per diem reimbursement for meals and transportation will be according to current university regulations existent during the time the travel occurred, regardless of the project’s budgeted per diem rates. All travel related expenses, including registration fees, must be charged to the project year in which the travel occurred.  Occasionally a grantor’s travel rates will be less that WKU’s rates.  In this case the PI is responsible to know the lesser rate and file the travel voucher accordingly.  Over charges will be moved to the department.

For detailed instruction on how to properly complete the necessary forms, consult WKU Travel Website. http://www.wku.edu/Dept/Support/FinAdmin/Travel.htm The travel form must be signed by PI and their supervisor and then forwarded to the Travel office for audit, approval and processing.
Equipment

Sometimes a funding agency will authorize a large piece of equipment to be purchased from restricted funds.  Often the agency requires a special property management system for proper tracking of equipment and sometimes there is the question of who retains title to that equipment, the agency or WKU.

Currently, WKU policy requires any item (excluding software) with a cost of $2000 or more to be coded to the account code number for equipment or for technology purchases.  (> $2000 < $5000 78101-78149; > $5000 78152-78166)  Any item over $2000 is also subject to capitalization.  For federal reporting purposes, Circular A-110 defines equipment as “tangible personal property having a useful life of more than one year and a unit acquisition cost of $5000 or more per unit.”  Items costing between $2000 and $5000 will be considered expendable supplies for reporting purposes but be subject to WKU’s property management standards (unless stipulated otherwise by the sponsor).

The PI is responsible for adhering to both the sponsor (federal, local, state or private) cited conditions contained in the grant/contract document and WKU guidelines in the purchasing, maintaining, safeguarding, and disposal of equipment purchased from restricted funds.  The funding agency must specifically approve the purchase of an item costing $5000 or more, although there may be sufficient budgeted funds to cover its cost.  GCA reserves the right to disapprove an equipment purchase within the last 30 days of the project period unless written approval from the funding agency is provided.

Generally speaking, title to equipment obtained through restricted funds remains with WKU.  The majority of our federal sponsors have exempted or excluded properties acquired from federal funds and have vested complete title to the institution without any further obligations to the government.  If the award document has contrary language, the PI is responsible for obtaining prior written approval from the agency prior to disposal of the equipment.

For complete details on WKU’s property management system, contact Inventory Control in Purchasing.

In FY 08-09 Purchasing implemented a Federal ID tag System to identify all equipment purchases using federal funds whether wholly or partially using federal funds for the purchase.  If a piece of equipment arrives at surplus to be sold or disposed of, the Inventory Control staff will e mail GCA to determine how to proceed with the equipment based on whether the equipment is owned by WKU or a federal agency.  GCA makes their decision based on the award document and /or the agency web site.  GCA will respond to inventory control and they will proceed based on their procedures. 
Facilities & Administrative Costs


The University incurs costs in the conduct of a project that cannot be specifically identified or readily assigned to a particular restricted project.  These are support or common cost, such as utilities, space usage, library usage, administrators, etc.  The federal government had accepted the development of a negotiated facilities & administrative “F&A” rate as an expeditious means of recognizing these additional costs.  This is very regulated, detailed, complex, and time-consuming procedure involving a comparison of total allocable indirect costs to total direct costs, the ratio of which is expressed as a percentage.

WKU’s current negotiated rate with the Department of Health & Human Services is 43.3% MTDC for on campus and 17.37% MTDC for off campus.  This rate remains in effect until June 30, 2011 and remains as provisional rate until amended.

Not all funding agencies will allow the use of this rate.  Many agencies restrict the university’s recover to 8% of total direct costs while other agencies will not approve F & A recovery at all.

A full or partial waiver may be granted by OSP during grant/contract negotiation if: a) the funding agency will not reimburse F&A costs, b) the funding agency will only approve a rate less than our official rate, or c) extraordinary circumstances exist in which WKU’s best interest may be jeopardized.  The unbillable or recoverable portion of our F&A is sometimes considered to be “cost-sharing” on WKU’s part.  WKU will not access the restricted project F&A costs in excess of the budgeted amounts unless an amended award is received from the funding agency nor will F&A costs be used to recover direct cost overruns.  If WKU’s official F&A rate changes during the life of a project, the rate in effect the day the awarded project began will be used throughout its life (or competitive segment).

WKU redistributes the F&A recovery on a set percentage to four areas.  Currently these percentages are: 60% to Dean or Units, 40% to General Fund (up to $355,000), 40% to Incentive Fund (after $355,000 is reached in General Fund), 20% to Office of Sponsored Programs.

Each month F & A is automatically calculated by a Banner Finance process call FRRGRNT.  This process charges the grant F & A cost and credits a revenue that was established when the award was originally established in Banner Finance.  An Excel report is generated using Crystal Report Writing to document in summary form each index and it’s month’s F & A and the percent distribution.  This report is sent to WKURF along with a bank transfer for the Dean/Units/Provost’s portion 40% of total F & A.  These funds are held by WKURF until needed by individual Dean/Units.  All other F&A is kept in WKU’s bank to fund budgets for General Fund of $355,000, OSP 20% and Incentives 40% (less $355,000).  Additionally, each Dean/Unit receives a report of their monthly F&A collections.
Monitoring Subawards and Payment of Invoices Received

Monitoring
The PI is the responsible party for monitoring activity of the subawardee.

They monitor programmatically by telephone and site visits.

They monitor financially by approving every invoice approved for payment.

Payment of Invoices Received
Invoices for payment are received in GCA.  The person responsible for oversight of the prime award will check budget vs. actual, current and cumulative figures.  This person is mainly checking for financial accuracy of the invoice. This person initials and dates the invoice puts the PO number on it and sends it to the PI of the grant.  The PI is responsible to make sure expenditures are in line with the approved proposal and reviews back up documentation and cost share reporting.  After approving they send back to GCA for final approval and routing to Accounts Payable for processing.
Should the subawardee need to reallocate their budget they would need to contact the PI of the prime award.  Extension requests would need to be approved in OSP and by the PI.
Cost Sharing


Many funding agencies require and/or encourage an institution to contribute funds towards a restricted project during the application and/or negotiation process.  This is called matching or cost-sharing and may either be in the form of reallocated or unallocated cash.  “Reallocated” means s department agrees to spend part of its established budget on behalf of the restricted project (such as a faculty member’s release time, office supplies, telephone, etc.).  “Unallocated cash” is a WKU contribution of unbudgeted cash specifically for that project.  This is also known as cash match and comes from University share of Cost Sharing (Instruction, Research, and Public Service).  Cost sharing is not to be confused with the term “third-party in-kind contribution.”  This is donated services, supplies, equipment, space, etc. received by WKU that does not involve a direct cast outlay by WKU.

For projects involving a WKU commitment of reallocated, unallocated or a special cash match, GCA establishes a separate index at the time the project is established.  A separate G/L account is established for cost-sharing.  Because of potential audit vulnerability that WKU could face in the area of cost sharing and matching, it is critical that documentation supporting all cost-sharing be maintained.  The PI is responsible for ensuring all cost-sharing commitment is tracked, kept current, and documented in an auditable format once the project has been awarded.  In cases where WKU must match a specific percentage (such as 20/80), the PI is to monitor all activity to ensure this requirement is being met and WKU does not face disallowance of costs recoverable through the funding agency.  This match is also monitored in GCA.

All cost-sharing requires evidence of direct contribution to the project, and must meet the following general criteria:
1) Be verifiable from the accounting records;

2) Not be included as contributions for any other restricted project;

3) Must be necessary and reasonable for proper and efficient accomplishment of the project;

4) Must be an allowable cost, and reflected in the project’s budget;

5) Cannot be used or reported more than one time.

WKU tracks cost sharing just like any other restricted or unrestricted index.  Cost sharing indexes are assigned to mimic the grant/contract in numbering.  Grant/contracts all have index numbers starting with 5 (5XXXXX) followed by 5 digits.  Cost sharing index numbers started with 6 followed by the same 5 digits as the grant/contract (6XXXXX).  Cost sharing indexes have their own specific GL just as grants/contracts do.  Charges are made directly to them as any other index.  When the index is established and budget is entered and a fund addition is made to the GL from the fund (GL) which is associated with the unrestricted index that provided the budget to cost sharing. This is usually the General Fund (110000).
Revenues – Recording & Receiving
Associated with every restricted account is revenue identified from one of five sources – federal, state, local, international or private.  Each project is assigned its own revenue number at the time the grant/contract is established on WKU Banner Financial system.  The revenue is recorded in the operating ledger, tracked on a receivable spreadsheet, and recorded on the trial balance.  GCA is in charge of the restricted revenues.  Revenue is “booked” through a program in Banner Finance called FRRGRNT.  This process is run at the end of each month.   It automatically calculates and posts unbilled account receivables (Dr) and revenue (CR) equal to the amount of expenditures.  At the time the invoice is prepared a grants specialist records in banner a credit to unbilled AR and a debit to billed AR.  The GS also adds the invoice and amount to an Excel invoice total listing and current O/S list for the month.  GA & SA prepare invoices and each one is responsible for follow-up on O/S receivables for their awards.  GA, SA, PI and deans make a combined effort to get the agency to pay O/S invoices timely and work together to get all receipts.  If a sponsor is unable to pay (such as bankruptcy) or refuses to pay, the connected department and dean are responsible to cover the O/S receivable.

Recording
 When the GA or SA prepares a financial report, interaccount, or invoice requesting funds (as either a reimbursement or as an advance), a copy of such is given to a GS who:

1) Uses the invoice as a document to post a journal entry that increases both the grants receivable billed and reduces grants received unbilled;

2) A copy of this journal entry/invoice in the project’s folder; and

3) Records the invoice on the restricted receivable spreadsheet (maintained on Excel software) – showing the date sent, amount, project, funding source, and revenue number.
Receiving

Funds are received by check or electronically either through WKU’s bank or WKURF’s bank. Copies of invoices are given to cashier’s department to match up checks and EFTs they receive.  If received by WKURF the funds are electronically sent to WKU’s bank after journal entries are made in the WKURF office.  GCA office does not handle checks except to move them to the proper department should they come to this office.
Periodically, the GCA will review any outstanding bills or invoices.  For those who have not paid timely, the GCA will investigate by calling or writing the sponsor.  If additional financial information is needed before a bill can be paid, the GCA will see that this information is prepared and submitted to the appropriate party.
Management Agreement between WKU and WKURF, Inc.

1) This agreement serves as the umbrella agreement to establish the operating relationships between the WKU and the WKURF, Inc. 

2) In that the WKU declared to enhance and expand its sponsored research and economic development and outreach programs by enabling the WKU to compete favorable with other public and private research universities by taking advantage of the services of a university connected research foundation, and;

3) The WKU recognizes that the WKURF as an IRS-approved, arms-length, not-for-profit corporation, chartered for the exclusive benefit and support of the WKU can offer a range of services that can facilitate the WKU’s objectives, and to the extent it is contractually legal and allowable under State of Kentucky law and desirable for the WKU to utilize the WKURF to:
a. Contract for WKU-requested sponsored research which may include terms and conditions that may not be allowable for the WKU, but are appropriate for the WKURF and that if awarded to the WKURF the research work would be assigned to the WKU for performance to the extent allowable by the WKU.
b. Serve as a separate legal entity for sponsored research, external contracts, and economic development programs for the WKU wherever appropriate.

c. Provide selected services in support of sponsored research operations that could facilitate the timely completion of such programs/projects.

d. Accept the assignment of all research-related intellectual property and to manage the intellectual property created by the WKU to ensure the proper protection, expedite the licensing/commercialization of such intellectual property, and manage and resulting licenses in compliance with all established intellectual property policies.

e. Develop incentive or other facilitating programs to encourage and expand sponsored research and contract activities at the WKU.

f. Facilitate WKU economic development programs/activities to assist the economic and social programs of the Bowling Green area and/or the State of Kentucky.

Management Agreement between WKU and WKURF, Inc. (continued)

4) In that the WKURF has been chartered to exclusively support the WKU and desires, to the extent it is legal and allowable, to support the broad range of WKU needs as outline in paragraph 3 above, and to the extent requested by the WKU will provide the following services:

a. Provide sponsored research contracting and administration.

b. Obtain WKURF risk management services (i.e. general liability, excess liability, workers compensation, directors and officers, employer dishonesty, etc.) as well as any specific project-unique insurance.

c. Provide legal services in defense of the WKURF
d. Establish an intellectual property management office/program for all assigned WKU research-related intellectual property.

e. Provide purchasing services to the extent that the WKU services do not support specific contract requirements.

f. Establish other facilitating programs to manage any funds on deposit with the WKURF, obtain equipment and facility financing or long-term leases, or other related activities.

g. Assist the WKU and the local community to establish needed economic development programs such as skill training, economic analysis and impact studies, new business incubation, licensing technology for product/production improvement or start-ups, etc.

5) In consideration of the exclusive relationship between the WKU and the WKURF, and for services rendered by the WKURF, the flowing is agreed:

The WKU shall provide:

a. Appropriate office space to include all utilities (including telephone and computer networking) on campus for the WKURF.

b. Selected employees on a reimbursement basis (including costs for all benefits) to include managers, accountants, computer technicians, and other administrative and support personnel as required.
c. Agreement for the WKURF to retain a portion of all collected indirect/facilities and administrative costs to cover all WKURF operating costs.  Retained funds surplus to WKURF operating costs and any Board-approved reserve amounts will be available to support WKU-requested and WKURF-approved programs
Management Agreement between WKU and WKURF, Inc. (continued)
d. OMB A-133 audit report and annual financial report to the WKURF.

The WKURF shall provide:

a. Creation and maintenance of financial records and account to provide all of the agreed services.  Such records will be audited annually to confirm accuracy and compliance with all accepted accounting practices.

b. Maintenance of a risk management program that will ensure appropriate coverage.

c. Operating policies for all sponsored research contracting and administrative, technology licensing, and economic outreach programs that are consistent with the intent of appropriate WKU formal and operating policies.

6) It is the intention of both parties that this document will govern WKU and WKURF relationships in perpetuity.  It is assumed that WKU and WKURF operating personnel will execute numerous individual agreements to govern specific programs authorized under this agreement.

7) Amendment to this agreement may be made by mutual agreement with either party giving thirty (30) days notice for any requested/proposed changes.

8) This agreement may be cancelled by giving ninety (90) days notice of intent to terminate the agreement.

Approved by the following senior officials of the University and the Foundation effective the date of the last signature:

Gary Ransdell, WKU President 


6/13/01

Valerie Brown, WKURF Board of Directors

6/20/01
WKU/WKURF Financial Procedures
Receipt of Funds
The WKURF acts as the steward of external funds to WKU.  As of July 1, 2001, awarded funds from external sponsors in the form of grants, contracts or cooperative agreements will be deposited in a related sweep account at U.S Bank, acting for the WKURF.  Two accounts, designated Federal and Non-Federal, are available for this purpose.  Collected funds are then automatically swept into repurchase agreements at the end of each business day, earning market rates of interest.  Receipts from most, but not all, Federal sponsors are expected through electronic funds transfer, with coordination between Grants/Contracts Accounting and the WKURF Business Manager.  Also see #4: Automated Clearing House Entries. Should a sponsor send a check, a deposit will be made at least by the next business day.  Appropriate endorsement stamps for deposits, plus deposit tickets, are located in the Business Manager’s Office.  Additionally, the WKURF maintains an Operating Account at U.S.Bank, subject to the same sweep arrangement.
Disposition of Earnings  
At the direction of the Business Manager, who has on-line access, interest posted to the Federal and Non-Federal accounts shall be transferred into the WKURF Operating Account as soon as possible at the beginning of each month.  U.S.Bank posts earned interest on the last business day of the month.  Interest available to WKURF from Federal funding shall be no more than $250 per year.  Annual earnings greater than $250 will be delivered to the U.S. Department of Health and Human Services, arranged by the WKURF Business Manager.  The Business Manager shall keep appropriate records for this purpose.

1. WKU/WKURF Accountability for Funds:  WKU handles accounting for the external funds for the WKURF.  The WKURF will reimburse WKU upon submission of an invoice per #3 below.  The WKURF Business Manager will reconcile all accounts held at U.S. Bank.
2. Payments by the WKURF:  When funds are not transferred electronically, the WKURF check writing procedures will apply.  See #6 below.  Electronic transfers are scheduled for each Friday.  However, no more than five days shall pass between the receipt and payment of an invoice once the funds are on deposit.  In all circumstances, the Business Manager will coordinate this activity with Grants and Contracts Accounting (GCA), and appropriate documents will be exchanged.  Oversight rests with the Operations Officer.
3. Invoices:  The invoicing process will be guided by WKU Grants and Contracts Accounting, with the Office of Sponsored Programs acting as the responsible compliance agent.  Invoicing to the WKURF will be achieved by GCA for WKU.  The Business Manager will make the necessary receivable and payable entries on behalf of the WKURF.
WKU/WKURF Financial Procedures (continued)
Accounts Receivable: 
 WKURF GRANT Reimbursement Invoice:  This invoice, signed by the GCA Manager, is prepared by GCA , mailed and a copy delivered to WKURF.  The Business Manager, in addition to recording a receivable, will post a payable entry. 
 WKU Reimbursement Invoice:  This comes from GCA.  Cash for payment is expected to be available, and electronic transfer will take place per #3 above.  Advance Invoice:  This is used for up front funding.  GCA will complete this type of invoice and forward it to the sponsor, making sure that a copy is filed with the WKURF office.  WKU will then bill WKURF for reimbursement as are expended.  Electronic funds transfer will follow per #3 above.
Automated Clearing House Entries, Federal Funds  
The GCA Manager and the WKURF Business Manager shall have access to the computer program that records this activity.  In force will be the use of separate and secure passwords and secure on-line access.  This procedure will be used for requesting funds by electronic transfer from Federal agencies to the WKURF. GCA will make do all draw downs.  The GCA Manager advise the Business Manager of incoming funds with a copy of the invoice.
Bad Check Procedure  
Bad checks returned by the bank will be given to the WKURF Operations Manager who will work with Grants and Contracts Accounting for collection.  As policy, legal recourse will be taken, if necessary, for any bad check over an amount to be determined by the WKURF Board of Directors and subsequently inserted into these financial procedures.  The first step will be a phone call to the bad check writer.  If a certified payment is not received within 10 working days the WKURF will make up the loss from operating expenses generated by interest or dividends.  The phone call will be followed by a letter from the WKURF Executive Director requesting payment within 10 working days.  The letter will include a statement that legal recourse will be taken if funds are not received within 10 working days.  If funds are not received within that limit, a letter will be sent by an attorney explaining the legal recourse that the WKURF is prepared to take to recover the funds.  For bad checks of $1,000 or more, the second and third steps will be bypassed and legal action will be taken.  Thus, at this level legal proceedings will be taken 10 working days after initial contact about the bad check matter.  Further business will not be done with any external agency in default by $1,000 or more until the matter is corrected.  All costs associated with the collection will be reimbursed by the defaulting party.
WKU/WKURF Financial Procedures (continued)
Non-Payment Procedure

Sponsor payments are due to the WKURF within 30 days of mailing.  When an invoice becomes more than 30 days past due, the manager of GCA will take action to get the invoice paid which could include notifying the PI, calling the sponsor or sending a past due notice requesting payment upon receipt.  If there is no response within the following 30 days, the Operations Manager will be notified to take action and if deemed necessary shall compose a collection letter requesting immediate payment.   If necessary the WKU lawyer will be engaged.  
Accounts Payable by the WKURF 
Unless otherwise indicated by the WKURF, the GCA will continue to make appropriate compliance reviews, with the Executive Director of the WKURF acting as the responsible compliance agent, as prescribed in the Bylaws of the WKURF.  All funds in the Federal and Non-Federal accounts are obligated to WKU.  Therefore, the Business Manager will record appropriate payables to WKU even though corresponding invoices may not be received from GCA.  Also see #4 above: Invoices.
4. Check Signing: As approved by the WKURF Board of Directors, checks issued by WKURF of $1,000 or less will be signed by the President and Operations Officer of the WKURF.  In addition to the Presidents signature, checks totaling more that $1,000 will be co-signed by the Treasurer of the WKURF.  Should the President and/or Treasurer not be available to sign check of more than $1,000, any two member(s) of the WKURF Executive Committee shall be authorized to sign.

5. Reports:  The WKURF Business Manager will complete financial reports at least quarterly and as required.  The Operations Officer will analyze these reports for cash forecasting and report to the Board of Directors.

6. Purchasing:  The WKURF will rely upon WKU Purchasing in most instances; however, when certain suppliers are required by sponsors or by project objectives, WKURF, overseen by the Operations Officer, will make purchases.

Cash Management
Generally GCA does not handle receipt of payments.  Lists of Invoices and copies of invoices are given to operations manager (for WKURF) and WKU cashiers office (for WKU) for them to be aware of requests for payments from GCA for grant expenditures.  Based on these lists and copies they deposit checks and electronic transfers to the appropriate indexes.  In the event we do receive a check it is quickly sent to the correct place for processing and identified for the place of deposit if necessary.
When GCA receives a check for deposit to a grant/contract that has been previously invoiced: if invoiced through WKURF the check is sent to WKURF operations manager; if invoiced through WKU the check is taken to the cashier’s office.  Each of those areas has copies of outstanding invoices to which the check can be matched and deposited crediting the appropriate award account.
When GCA receives a check that has not been invoiced the check is given to WKURF to deposit or if WKU related it is given to Accounting Department to prepare a “Transmittal of Receipts” and take to cashiers.

Drawdowns


Some federal agencies, such as the U.S. Department of Education, allow WKU/WKURF to request funds through various processes.  This process is commonly known as a drawdown.

For those accounts funded directly as drawdowns, GCA periodically requests funds on as-need basis.  The funds are requested on a cost reimbursement basis.


The GCA SA runs a printout of the expenditures for these restricted programs monthly.  Drawdowns are based on monthly expenditures.  GCA staff prepares an internal invoice (one that is not mailed) and gives it to the Manager who approves the drawdown.  GCA staff posts a journal entry using invoice document which increases the grants billed receivable and decreases unbilled receivable and other GCA staff updates the Excel receivable spreadsheet in the same manner an invoice would be updated.  When the government makes the transfer into WKU/WKURF’s bank account, the cashiers record the wire in the same manner as any other cash deposit.  Funds are requested on a reimbursement basis and therefore no written procedures are needed to minimize the time elapsing between the transfer of funds and the issuance of payments by that program.

Agencies that participate in the process are:

· U.S. Dept of Education

· U.S. Dept of Health & Human Services

· U.S. Environmental Protection Agency

· U.S. Dept of Agriculture

· National Science Foundation

· National Aeronautics & Space Administration

· Space Telescope Science Institute

· NOAA

· Various other sponsors

Financial Reports

Many restricted or sponsored projects require periodic financial reports, which are to be filed within the timeframes established by the funding agency.


Not only is late or inaccurate reporting a compliance violation, but it undercuts WKU’s ability to demonstrate the workings of our financial systems.  Oversights can result in a loss of confidence in WKU’s accounting system by the funding agency, which jeopardizes future awards.  Late reporting can be legal grounds for the interruption or withholding of sponsor payments.  It is GCA’s responsibility to prepare and submit all financial reports or invoices according to the terms of the award/contract.  If the sponsor does not specify a due date, all monthly or quarterly reports will be filed within 30 days and all final reports within 90 days after the close of each period.  GCA is to file the report in the format specified and attach all required support documentation.  In cases where the PI is required to file a technical, progress or narrative-type report, it is his/her responsibility to do so according to the sponsor’s schedule.  If the financial report requires the PI’s signature, it is his/her responsibility to coordinate their schedule with the GCA’s to avoid any delays in filing the report on time.

When a new restricted account requiring periodic reports is established, GCA posts this information on a master spreadsheet, which shows the frequency, the due date, the name of the project, the G/L unit number, PI, and end date.  The master spreadsheet is accessible to all GCA staff.  It is updated as each new award is set up.  GCA staff use this Excel document to prepare a monthly schedule of invoices and reports that will be required.  The manager keeps a monthly spreadsheet of all open awards and documents when invoices and reports are completed.  Any award untouched is investigated at month end.
Control Procedures

          The manager of GCA is responsible to make sure grants and contracts are accounted for properly, reported timely, not over spent and properly closed out.  

          Each month the manager runs reports that have been written by the IT division to monitor expenditures, revenues and claim on cash.  The manager checks each month for the following:

· over expenditures 
· revenue equal to expenses 
· percent of expenditure to budget

· claim on cash
· cost share to make sure claim on cash is equal to budget balance 
· F&A to make sure actual does not exceed budget  
If occurrences are found a copy of the problem is given to the staff accountant or grants analyst to get resolved with the PI with the managers aid if necessary.  Over expenditures are moved out of the restricted index to the connected department to that grant.  Each month a report to determine incorrect FOAPAL is run.  This is to make sure all expenditures are hitting the correct index and being included in the billing process.  

Records and Retention

When a grant/contract is awarded, WKU becomes a steward of another agency’s funds.  One of the foremost criteria for proper stewardship is to provide good sound financial management relating to the receipt and expenditure of restricted funds.  A funding agency cannot require WKU to establish a new accounting system or subsystem, but our system must be capable of providing the financial information required by that agency.  Accordingly, WKU’s financial system and policies and procedure ensure compliance with the following requirements:
1) Accurate, current, and complete disclosure of financial results of each sponsored program in a manner that all WKU to file required reports;

2) Records that identify adequately the source and application of restricted funds;
3) Effective control over and accountability for all funds, property, and other assets so that they are adequately safeguarded and used for only authorized purposes;

4) Budgetary control through comparison of outlays with budgeted amounts for each award;

5) Written procedures for determining the reasonableness, allocability, and allowability of costs in accordance with the terms and conditions of the award; and

6) Accounting records that are supported by source documentation.

Retention: according to current state & federal regulations, WKU will maintain all financial records, supporting documentation, and other records pertinent to a restricted project for at least three years from the date the final external audit was performed after the close of the award.  If legal action, claim, or audit is started prior to the expiration of this retention period, WKU will maintain all records until final action has been taken and the matter resolved.
Procedure:
1) Removed from active file to current year closed file.

2) The folder is noted with begin and end dates

3) The index, awards name, and begin & end dates are recorded on a master closed list.

4) After current year audit, the current year closed files are moved to the basement where they are kept for three years

5) When files are destroyed, GCA notifies OSP and Records/Retention Office. http://www.wku.edu/library/dlsc/recrdmgt/rm_proj.htm
Many files are scanned into the financial system and are available for viewing at anytime.  These include requisitions, invoices (and backups), inter-accounts, and journal vouchers. Feeds and pro-card receipts are not scanned.
Audits

Statement

All restricted sponsored projects are subject to audit at any time, whether by a federal or state agency, or WKU’s internal auditor or independent audit firm.  WKU is subject to OMB Circular A-133 for “Audits of Institutions of Higher Education and Other Nonprofit Institutions.”  These audit standards require auditors to obtain reasonable assurance about whether the financial statements of the university are free of material misstatement and to prepare a Schedule of Expenditures of Federal Awards.  Highlights of the A-133 include:
· Using a dollar amount threshold  to determine which programs are major
· Identifying federal awards made by title, CFDA number, award number, years, agency, etc.;

· Monitoring activities to ensure federal awards are used for authorized purposes in compliance with laws, regulations and the provisions of the grant agreements and that performance goals are achieved;

· Studying the internal control structure established for the accounting of federal programs; and

· Following-up on correction action taken in response to a prior audit finding.

Policy
WKU’s recordkeeping system organizes and summarizes transactions in a form that: 
a) Provides a basis for proper financial statements and 
b) Serves as an audit trail.  
All transactions can be traced through the operating ledger to original source documents, such as invoices, purchase orders, time sheets, etc.  
The CFO is primarily responsible for coordinating and responding to all financial audits of restricted projects. The PI is responsible for technical and performance type audits.  In either case, there should be a joint effort between GCA, OSP and PI.  
WKU is audited every year by an independent firm that is selected via the sealed bid process every five years.  
Many federal and state funding agencies require a copy of WKU’s annual audit as part of the contract.  WKU’s independent audit firm sends several copies of our annual audit report to the Single Audit Clearinghouse for further distribution.  WKU provides annual audit information on its Finance and Administration website.
When an office receives notification of a restricted project or sponsor audit, it is to be communicated to the others involved in the audit.  All involved parties will work together to meet the needs of the audit team.  For WKU’s annual independent audit each May & August, the SA prepares and makes ready schedules according to the requests of the external audit team.  If an audit finding related to restricted accounts is cited, the CFO will take necessary steps to correct the issue, which may include the involvement of the PI and GCA.  GCA has an ongoing list of grantors that require copies of our official audit.  The audit is placed on WKU’s web site and GCA staff provides either a website link by e-mail/letter to the grantor or send a hard copy, whichever is required.
Cost Accounting Standards
Effective July 1, 1996, the Office of Federal Management and its Office of management and Budget (OMB) revised Circular A-21 that establishes principles for determining costs applicable to grants, contracts, and other agreements with educational institutions.  The main revisions deal with the implementation of “cost accounting standards”.  There are four specific standards for which all institutions that receive $1.00 or more in federal funds must comply with:

· #501
Consistency in estimating, accumulating, and reporting costs

· #502
Consistency in allocating costs incurred for the same purpose

· #505
Accounting for unallowable costs

· #506
Cost accounting period

In addition, any institution that receives a total of $25 million or more in sponsored agreements during their most recent fiscal year, must file a formal Disclosure Statement (DS-2).  WKU has not reached this level of funding.
Close Out Procedures
Each individual grant/contract that was budgeted and established in Fund Type 20 accounts must be closed out upon its conclusion.
It is the PI’s responsibility to ensure all objectives and the mission of the project are carried out as agreed upon and within the time frames established between WKU and the funding agency.  The PI is to oversee a proper close out by a) being aware of all upcoming closure dates, b) properly preparing for the closing out, and c) ensuring that all project related expenses are incurred and paid according to WKU policies and procedures outlined in this manual and/or as stipulated by the funding agency.  The PI is to prepare any technical, narrative or progress type reports.  It is GCA’s responsibility to file all financial type reports showing budgeted figures, actual expenses, etc., within the time frames established by the funding agency.  If the funding agency does not stipulate a final due date or language to the contrary, GA will file the final report with 90 days following project end.
Procedure
1) The PI submits all expenses for payment in accordance to the guidelines issued in this manual;

2) Approximately 30-45 days after a project’s ending date, as soon as the last payroll and encumbrances have been cleared, the GCA will “freeze” the expired project’s index.  This will help keep new year expenses from being incorrectly posted to a project that is over;

3) GCA will make any final adjusting entries and/or F&A costs and file remaining financial reports in accordance to the schedule stipulated by the funding agency;

4) In cases of an advance or estimated payment, the SA or GA will refund any unspent funds to the agency as soon as no other expenses are to be posted, but no later than 90 days after the project’s ending date;

5) In cases of reimbursement, the GCA will monitor the outstanding receivables to ensure timely payment of the final bill;
6) The project’s folder will be earmarked closed and removed from the active drawers and moved to the closed file;

7) The GCA will ensure a zero balance is reflected on the trial balance (i.e., after all funds have been received and any necessary adjustments have been made);

8) The GCA will terminate the expired account after final payment has been received.
Attachment A

Grant Set Up 
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Grant Maintenance Form

(can make changes without using F6 & F4)

COA: W Responsible Orgn:

Long Title:

Agency: 8

(Search in FTMAGCY and FTMVEND)

PI  ID

Project Period:   to

Status Code: A Effective Date:

Alternate Description (S-ADV state advance, P-ADV private advance)

Amount Funding >>> Maximum

CLICK ON PERSONNEL INFORMATION IN YELLOW AREA

Grant Type: A  C  F  G  S Category:  F  L  O  P  S Sub CORP   FLOW   FNDT

Category: FRGN   OTHER

CFDA: Sponsor ID#

Grant Number

FTMFUND

Fund Code Maintenance Form

(Make Changes Using F6 then F4)

Chart of Accounts: W

Grant: G

Fund: Title:

Effective Date:

Fund Type: ( 35 Spaces)

Predecessor Fund:

Financial Manager:

Unbilled AR Acct: 13801

(Cost Share: no info in Unbilled or Revenue Acct)

Fed          State        Local  Private Fed-Flow    International

Revenue Account: 54110      54210       54310     55110 54130                55510

(Save and then enter Indirect Cost & Cost Share informaion without going to screen FRMFUND)

Multiple Fund Bal Indicator: Fund Type Perm Restricted

FRMFUND

Research Accounting Fund Maintenance Form

(Make Changes Using F6 then F4)

Grant: G

Dates >>>>

Effective:

Budget Period: To:

Indirect Cost Basis:

Indirect Cost Rate Code:

Fed  Fed-Flow         State     Local      Private International

Indirect Cost Charge Account Code: 79110       79110   79120   79130        79140 79150

WKURF

W56120  W56125  W56320       W56520     W56615 W56815

Indirect Cost Distribute To Code:

WKU

F56110     F56115  S56310   L56510       P56610      I56810

FTMACCI

Index Form

(Make Changes Using F6 then F4)

COA: W

Account Index: Account Name:

Effective Date: (35 Characters)

Fund:

Org:

Date Entered

Acct:     x 

By

Prog:

Activity:

X Walk

G List

FOPAL  for Detail Codes for Cashiers 13301

requested 25401 billed unbilled

X
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Transfer of Funds for Grant Budget Form
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FY

PLEASE MAKE SURE your "TO" and "FROM" amounts EQUAL

Transfer Number J

Date

Office of Budget 

Rule Code RB2

Request for Transfer / Allocation of Funds

for Restricted Grants & Contracts and Cost Sharing

FUND RESTRICTED CURRENT FUNDS

INDEX NAME SIX DIGIT            Account Code AMOUNT AMOUNT 

INDEX NUMBER TO FROM TO FROM

       

     

   

     

0.00 0.00

Total from extension page 0.00 0.00

         HASH TOTAL FOR ACCOUNTING PURPOSE ONLY

0.00

Explanation:

(Reason for transfer)

TFG-

Project Director Manager, Grants & Contracts Accounting
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Time and Effort Form
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PAYROLL DISTRIBUTION TIME AND EFFORT REPORT

J - 

GRANTS / CONTRACTS ACCOUNTING

ACCOUNTING USE ONLY

*GRANT NAME  *PERIOD COVERED *INDEX #  CHARGED

*GRANT NUMBER  *CHECK IF COST-SHARING

______

  INDEX #  CREDITED

 ACCOUNTING USE ONLY: ACCOUNT CODES

ATTRIBUTABLE TO GRANT:

*Percentage 62122

*PARTICIPANT NAME(S) of Effort SALARY 61111 62115 62120 62123 62125 62126 62223 62224 62227 62232

TOTALS:

*  To be completed by Grant Director

GRAND TOTAL:

I certify that the distribution of effort entered

above by me represents a reasonable estimate

of the effort expended during the period covered.

CONTROLLER

GRANTS / CONTRACTS

DATE POSTED:

*DATE:

WETHERBY ADMIN BLDG

*SIGNATURE:  GRANT DIRECTOR

SESSION:

Copy may be retained for Grant Director's file, if desired


Attachment D

Faculty and Professional Staff Effort Certification Form
	
	
	
	
	For the Period 
	
	 
	 
	to
	 
	 
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 

	Name
	
	
	
	
	
	Title
	
	
	
	
	
	
	Index Number and Account Code

	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 

	WKU ID Number
	
	
	
	
	
	Position Description
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Personnel forms and payroll records currently on file for the period indicated above reflect a distribution of 

	your time (workload) to the accounts and/or projects listed below.  Please verify (or correct) the record by 

	entering in the right hand column the actual percentage of effort you provided to each of these (or other)

	accounts or projects at Western during the period.
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	UNRESTRICTED
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Index Number (s)
	Index or Department Name
	
	
	as Charged
	
	
	Percentage of Effort

	1.
	 
	
	1.
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	
	 
	 
	 

	2.
	 
	
	2.
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	RESTRICTED
	
	Sponsored Activity
	
	
	
	
	
	
	
	
	
	
	

	Index Number (s)
	Index or Department Name
	
	
	as Charged
	
	
	Percentage of Effort

	1.
	 
	
	1.
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	
	 
	 
	 

	2.
	 
	
	2.
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	
	 
	 
	 

	
	
	
	
	
	
	
	TOTAL
	
	
	100%
	
	 
	 
	
	 
	100%
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	I HAVE REVIEWED THE ABOVE DISTRIBUTION OF TIME EXPENDED FOR THE PERIOD AND I
	

	CERTIFY THAT THE DISTRIBUTION OF EFFORT ENTERED ABOVE REPRESENTS A REASONABLE

	ESTIMATE OF THE EFFORT EXPENDED BY ME (THIS EMPLOYEE) DURING THE PERIOD COVERED

	BY THIS REPORT.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 

	Date
	
	
	Employee Name (type or print)
	
	Employee Signature
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	*IN THE ABSENCE OF THE EMPLOYEE'S SIGNATURE I HEREBY CERTIFY THAT I HAVE FIRSTHAND

	 KNOWLEDGE CONCERNING ALL ASPECTS OF THIS EMPLOYEE'S EFFORTS AND THE 
	

	 APPROPRIATE DISTRIBUTION OF EFFORT.
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 

	Date
	
	
	Name (type or print)
	
	
	
	Project Director or Supervisor Signature

	
	 
	
	
	TIME & EFFORT VOUCHER DOCUMENTS ARE ATTACHED OR HAVE BEEN

	
	 
	
	
	PROCESSED TO ADJUST CHARGES WHICH VARY MORE THAN 5% FROM

	
	
	
	
	THE PAYROLL DISTRIBUTION TO SPONSORED ACTIVITY ACCOUNTS AS 

	
	
	
	
	PRESENTED ABOVE.
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	(check box if T&E's are attached)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Attachment E
Inter Account Form (cost transfer)

Top of Form

	Western Kentucky University Inter-Account Bill
	Acct Office   
Use Only   
	Inter-account Number:___________________
Date Entered:________________

	Send Completed Copy to: Accounting, WAB 15 or Grant Accounting, WAB 37. 

	Fiscal Year: [image: image4.wmf]


            Date:  09/29/2009
	

	Detailed Description
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	Support documentation must be submitted with Inter-account Form.

	Credit Index [image: image6.wmf]


	Charge Index [image: image7.wmf]


	Charge Index [image: image8.wmf]



	 </TH< tr> 

	Account Code
	Amount
	Account Code
	Amount
	Account Code
	Amount
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	Total
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	Total
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	Total
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	Hash Total
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	Credit Signature
	Charge Signature
	Charge Signature

	 



	 



	 




	
	
	

	Financial Manager
 
	Financial Manager
 
	Financial Manager
 

	
	
	

	Index Title
 
	Index Title
 
	Index Title
 

	Return Copy To:
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Attachment F
Grant Close Out Form


[image: image48.emf]TERMINATION   FORM  FOR  GRANTS

Project Director

Fund Number Cost Share Fund

Grant Number G Grant Number   G

Date closed Date closed

Detail Code

CHECK LIST:

Operating Ledger is not over expended Operating Ledger is not over expended

Operating Ledger Budget is ready for closeout Operating Ledger Budget is ready for closeout

(please attach copy of FRIGITD Level 2) (please attach copy of FRIGITD Level 2)

General Ledger Current Balance = all zero's General Ledger Current Balance = all zero's

(pleases attach copy of FGITBAL) (pleases attach copy of FGITBAL)

FRAGRNT G0

Project End Date 

FRAGRNT G0

Project End Date 

Term Date

Exp End Date

Term Date

Exp End Date

FTMACCI Eff Date Term Date FTMACCI Eff Date Term Date

FTMFUND Eff Date Term Date FTMFUND Eff Date Term Date

            Expenditure End Date             Expenditure End Date

Posted to Grant Info List Date

Detail Code notice to Belinda Date

Closing notice to OSP Date

Attachment E
PAGE  
39
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_1315745116.xls
Sheet1

				WESTERN KENTUCKY UNIVERSITY														FY

				PLEASE MAKE SURE your "TO" and "FROM" amounts EQUAL												Transfer Number				J

																Date

				Office of Budget												Rule Code				RB2

				Request for Transfer / Allocation of Funds

				for Restricted Grants & Contracts and Cost Sharing

				FUND		RESTRICTED CURRENT FUNDS

				INDEX NAME						SIX DIGIT		Account Code						AMOUNT		AMOUNT

										INDEX NUMBER		TO		FROM				TO		FROM

																		0.00		0.00

												Total from extension page						0.00		0.00

										HASH TOTAL FOR ACCOUNTING PURPOSE ONLY										0.00

				Explanation:				(Reason for transfer)

				TFG-

				Project Director										Manager, Grants & Contracts Accounting

				Director of Sponsored Programs





Sheet2

		





Sheet3

		






_1315745228.xls
Sheet1

		WESTERN KENTUCKY UNIVERSITY																				PAYROLL DISTRIBUTION TIME AND EFFORT REPORT																J -

		GRANTS / CONTRACTS ACCOUNTING																																						ACCOUNTING USE ONLY

		*GRANT NAME																				*PERIOD COVERED														*INDEX #  CHARGED

		*GRANT NUMBER																				*CHECK IF COST-SHARING								______						INDEX #  CREDITED

																ACCOUNTING USE ONLY:														ACCOUNT CODES

																				ATTRIBUTABLE TO GRANT:

												*Percentage																		62122

				*PARTICIPANT NAME(S)								of Effort				SALARY				61111						62115		62120		62123		62125		62126		62223		62224		62227		62232

																TOTALS:

		*  To be completed by Grant Director																												GRAND TOTAL:

		I certify that the distribution of effort entered

		above by me represents a reasonable estimate

		of the effort expended during the period covered.

																										CONTROLLER

																										GRANTS / CONTRACTS								DATE POSTED:

																*DATE:										WETHERBY ADMIN BLDG

		*SIGNATURE:  GRANT DIRECTOR

																																		SESSION:

		Copy may be retained for Grant Director's file, if desired






_1315747551.xls
Sheet1

		TERMINATION   FORM  FOR  GRANTS														Project Director

		Fund Number														Cost Share Fund

		Grant Number G														Grant Number   G

		Date closed														Date closed

		Detail Code

		CHECK LIST:

		Operating Ledger is not over expended														Operating Ledger is not over expended

		Operating Ledger Budget is ready for closeout														Operating Ledger Budget is ready for closeout

		(please attach copy of FRIGITD Level 2)														(please attach copy of FRIGITD Level 2)

		General Ledger Current Balance = all zero's														General Ledger Current Balance = all zero's

		(pleases attach copy of FGITBAL)														(pleases attach copy of FGITBAL)

		FRAGRNT		G		0				Project End Date						FRAGRNT		G		0				Project End Date

						Term Date				Exp End Date										Term Date				Exp End Date

		FTMACCI				Eff Date				Term Date						FTMACCI				Eff Date				Term Date

		FTMFUND				Eff Date				Term Date						FTMFUND				Eff Date				Term Date

						Expenditure End Date														Expenditure End Date

		Posted to Grant Info List								Date

		Detail Code notice to Belinda								Date

		Closing notice to OSP								Date



&L&F
Revised 3/25/09
&R&D




_1315744658.xls
award

		FRAGRNT						Grant Maintenance Form								(can make changes without using F6 & F4)

		COA:						W						Responsible Orgn:

		Long Title:

		Agency:						8				(Search in FTMAGCY and FTMVEND)

		PI  ID

		Project Period:										to

		Status Code:						A						Effective Date:

		Alternate Description										(S-ADV state advance, P-ADV private advance)

		Amount Funding >>>														Maximum

		CLICK ON PERSONNEL INFORMATION IN YELLOW AREA

		Grant Type:						A  C  F  G  S				Category:		F  L  O  P  S						Sub		CORP   FLOW   FNDT

																				Category:		FRGN   OTHER

		CFDA:												Sponsor ID#

		Grant Number

		FTMFUND						Fund Code Maintenance Form														(Make Changes Using F6 then F4)

		Chart of Accounts:								W

		Grant:								G

		Fund:												Title:

		Effective Date:

		Fund Type:														( 35 Spaces)

		Predecessor Fund:

		Financial Manager:

		Unbilled AR Acct:										13801				(Cost Share: no info in Unbilled or Revenue Acct)

										Fed          State        Local								Private				Fed-Flow    International

		Revenue Account:								54110      54210       54310								55110				54130                55510

		(Save and then enter Indirect Cost & Cost Share informaion without going to screen FRMFUND)

		Multiple Fund Bal Indicator:										Fund Type										Perm Restricted

		FRMFUND						Research Accounting Fund Maintenance Form														(Make Changes Using F6 then F4)

		Grant:				G

		Dates >>>>

								Effective:

								Budget Period:								To:

		Indirect Cost Basis:

		Indirect Cost Rate Code:

														Fed		Fed-Flow				State		Local      Private		International

		Indirect Cost Charge Account Code:												79110		79110				79120		79130        79140		79150

												WKURF		W56120		W56125				W56320		W56520     W56615		W56815

		Indirect Cost Distribute To Code:										WKU		F56110		F56115				S56310		L56510       P56610		I56810

		FTMACCI						Index Form														(Make Changes Using F6 then F4)

		COA:						W

		Account Index:																Account Name:

		Effective Date:																		(35 Characters)

		Fund:

		Org:																Date Entered

		Acct:								x										By

		Prog:

		Activity:																		X Walk

																				G List

		FOPAL  for Detail Codes for Cashiers												13301

		requested												25401				billed				unbilled



&L&F&RRevised &D

X



costshare

								Cost Share Data Entry Form

		FRAGRNT						Grant Maintenance Form								(can make changes without using F6 & F4)

		COA:						W						Responsible Orgn:

		Long Title:

		PI  ID

		Project Period:										to

		Status Code:						A						Effective Date:

		Amount Funding >>>														Maximum

		CLICK ON PERSONNEL INFORMATION IN YELLOW AREA

		Grant Number

		FTMFUND						Fund Code Maintenance Form														(Make Changes Using F6 then F4)

		Chart of Accounts:								W

		Grant:								G

		Fund:												Title:

		Effective Date:

		Fund Type:														( 35 Spaces)

		Predecessor Fund:

		Financial Manager:

																(Cost Share: no info in Unbilled or Revenue Acct)

		Multiple Fund Bal Indicator:										Fund Type										Perm Restricted

		FUND FOR JV

		FTMACCI						Index Form														(Make Changes Using F6 then F4)

		COA:						W

		Account Index:																Account Name:

		Effective Date:																		(35 Characters)

		Fund:

		Org:																Date Entered

		Acct:								x										By

		Prog:

		Activity:																		X Walk

																				G List



&LBanner Data Entry Sheet
Cost Share&RRevised&D

X
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