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Introduction

Contracts and grants are important to Nicholls State University.  

Although the paperwork associated with contracts and grants often seems complex, reports and other accounting documents need to be handled promptly and properly. Records are crucial to the University, to the agency providing the contract to grant people involved in administering the agreement.  Accountability, making sure that money spent correctly and on time, is an essential element of contract and grant management.  

All contracts and grants must be carried out within budgetary and other guidelines funding agency and the University have approved.  That is especially important to realize that any, unreimbursed expenditures will have to be paid by the department, school or college involved in the project.  Expenditures need to be closely monitored and well documented.

Our Grant’s staff are available to answer any questions you might have, so please call if you need assistance.

General Terms

Contract:  In this context, a contract is generally an agreement to provide a product or service which is of direct benefit to the awarding agency. Contacts provide for payments to the University which cover allowable project costs or payment of a fixed price for satisfactory completion of the project.

Grant: A grant is an agreement to accomplish something for the public good in exchange for money, property or services.  Most federal agencies use a grant document for research awards to universities.

Cooperative Agreement:   A cooperative agreement is like a grant except that the federal government will be closely involved in the activity that is being funded, perhaps bringing government personnel to campus to work on the project.

Cost-Reimbursement Contracts and Grants:  The sponsor will reimburse the University for any Actual, Approved Project Costs, within whatever variances the funding agency allows.

Budget:  A budget identifies the types of costs and the estimated amounts needed to complete the project.   The budget must be approved by the funding agency and NSU.  This budget will be the basis for authorizing any expenditure on the project and the basis for seeking payment from the funding agency.
Direct Costs:  These can be specifically identified with a particular project with a high degree of accuracy.  If, for example, a person spent 50% of her/his time on a project, 50% of her/his salary and benefits would be direct costs.  Travel, equipment, supplies or services used specifically for a project are examples of direct costs.

Indirect Costs:  These are general costs that cannot be clearly identified with a specific project, but are nonetheless necessary to the project.  For example, costs of maintaining a building, administrative expenses, or library expense are types of indirect costs.  Indirect costs, based on rates approved by the federal government, should be included in the approved project budget.  These are then charged to specific contract/grant accounts in accordance with the terms of the agreement.

Cost Sharing:   This refers to costs that the funding agency doesn’t pay.  It may be Cash Cost Sharing, In-Kind Cost Sharing, third-Party Cost Sharing or Indirect Costs.  

Total Project Costs:  Direct costs plus indirect costs.  This includes the granting agency’s share, the University’s share, and, in some cases, it may include a third party’s share.

Program Income:  This is income earned by the University that is directly generated by a supported activity or earned as a result of the contract or grant.  

Duration:  Every agreement should have specified beginning and ending dates.  All expenditures must be incurred or encumbered during this period. If expenditures occur outside this period, they cannot be reimbursed.

Services
The Office of Grants and Contracts is dedicated to serving the post-award needs of investigators and departmental administrators by providing a post-award accounting function for all awards received by the University.  The office is responsible for establishing Funds for new awards in the University accounting system, entering the appropriate budget and overhead information for each award, and preparing all billing and financial reporting as required by the sponsoring agency.   To serve as the archive for copies of all grants and contracts.

Other functions include:

· Gathering information regarding policy and procedures from sponsoring agencies, as they apply to expenditures and reporting.

· Review and process cost transfers, adjustments, and/or corrections submitted by departmental personnel on journal vouchers for non-salary expenses to restricted accounts.

· Prepare invoices to agencies for sponsored project payments, when applicable; and deposit funds submitted from sponsored agencies to correct Funds.

· Prepares indirect cost journal entries to the appropriate Funds in accordance with sponsor guidelines.

· Alert departments of existing and/or potential problems that occur with sponsored project Funds.

· Review and process rebudgets approved through the University’s internal prior approval system.

· Review and process signature authorization forms.

The Award
· Awards are granted and/or contracted to the University, not to individuals or the principle investigator (PI).
· Award notices (whether grants or contracts) are generally sent to the Office of Sponsored Programs.

· The sponsor award notices vary considerably in their format.  Generally, they contain the amount of the award, the period of the award, the name of a contact at the sponsoring agency, the method of payment or reimbursement, reporting requirements, and any terms and conditions.

· The receipt of funds from external sources means that the University, the official recipient, and the project director must take on a series of administrative responsibilities related to such matters as fiscal management, purchasing and personnel.  This section has been designed to aid the administrative staff, working closely with the project director, in the performance of these functions.

Acceptance of the Award


After a proposal has been approved for support, official notification is usually sent to ORSP and the project director.  Occasionally, with non-federal awards, only the project director will be notified.  In such situations, it is extremely important that the project director send the original notification to Grants immediately so that the process of establishing an account within the university system can be initiated promptly.

Grants department will check the terms and conditions of the award (grant, contract or letter of intent) with those contained in the original application.  In many cases, official acceptance of the funds is required, and this must be by signature of one of the designated university signatory authorities.


The official award document or award letter varies considerably in format.  Generally, it will give the following information:  
· Award amount

· Project period (start and end dates)

· Funding agency contacts

· Method of payment, billing schedule or payment schedule

· Report requirements and terms and conditions of agreement

University FOAP
· The University uses a FOAP for our accounting system.  “F” is Fund, “O” is Organization, “A” is Account, and “P” is Program. 
· Fund numbers follow a prescribed numbering scheme that is used to identify whether or not the funding source is Federal, State, or Private.  The numbering scheme also allows for federal and state pass-through funds.

Local Funds – 200xxx through 202xxx – Non-federal local funds received from a local agency.

Local Funds Pass Through – 203xxx through 204xxx – Federal funds that have been passed through a local agency.  Must obtain the CFDA#.

State Funds – 210xxx through 215xxx – Non-federal state funds received from a state agency.
State Funds Pass Through – 220xxx through 229xxx – Federal funds that have been passed through another state agency.  Must obtain the CFDA#.

Private Funds – 231xxx through 253xxx - Non-federal private funds received from a private agency.
Private Funds Pass Through – 259xxx through 259xxx – Federal funds that have been passed through a private agency.  Must obtain the CFDA#.
Federal Funds – 312xxx through 319xxx – Federal funds that have been received directly from the Federal Government.  Must obtain the CFDA#.
Budget Expenditure Account Codes

Below are categories of expenditure account codes for budget purposes that are most associated with grant Funds.  

1000  -  Personnel Services -  Includes funds for salaried employees, civil service employees, wages, student labor, graduate assistants, etc. and does not include employee related benefits.

Faculty & Staff

Civil Service
Graduate Assistant – Amounts budgeted for Graduate Assistant does not                                                       include funds for Student Labor.

Student – Amounts budgeted for Student Labor does not include funds for                                Graduate Assistants.

Related Benefits  - Includes Nicholls State University’s contribution or portion of the total amount  paid by the university for a benefit provided to an employee.  Includes retirement contributions, MFICA, insurance premium contributions, life insurance, etc.
Travel  - Includes all necessary expenses incurred by an authorized traveler in the performance of a public purpose,  authorized by law to be performed by the agency within the limitations of the state travel regulations.  This includes in-state and out-of-state travel.
Operating Services  - Expenditures for outside services, other than personnel services or professional services, required in the administration of the grants assigned or legally obligatory functions.
Supplies  - Expenditures for articles and commodities that are consumed, to be consumed, or materially altered when used in the operation of a restricted fund.
Professional Services – Expenditures for services provided in specialized or highly technical fields by sources outside of the university.
Scholarships/fee exemptions – Expenditures for amounts used to pay all or a portion of the tuition and fees for a student.  Includes amounts for both scholarships and fee exemption.
Capital Outlay – Expenditures that result in acquisitions of, additions to, replacement of, or major repairs of fixed assets that benefit future periods.  Does not include the cost of service contracts.
Notice of Award Budgets
· Most awards are composed of a line-item budget by expense class (e.g., salary, supplies, travel, etc.).  This budget is usually determined by the proposed budget that was originally submitted to the sponsoring agency.
· Frequently, a sponsoring agency will reduce the proposed budget when it makes an award.

Required Approvals/Signatures

· The signature of the Assistant Controller for Accounting and Payroll on the internal signature form indicates that the maximum allowable indirect costs have been claimed in the grant budget.
· The signature of the Dean on the internal signature form indicates that any College resources committed in the grant, (personnel, space, or dedicated expenditures) have the Dean’s approval, and he/she will be responsible for delivering those resources at the time that the grant anticipates their use.
· The University is not committed to any negotiated revisions in a proposal budget until the designated appointing authority  has signed.
· Award letters, contracts, and/or checks must be presented to the Grants Office along with the matching budget documents.
Financial Management Responsibilities of the Principal Investigator
The Principal Investigator (sometimes known as the Project Director or Responsible Person) has primary responsibility for carrying out the project according to the rules and policies of the funding agency and of Nicholls State University.
Because of the personal responsibility involved, it is wise for the Principal Investigator to become generally familiar with all the financial policies and procedures for managing contracts and grants.

Getting Started on the Project

· Follow the awarding agency’s requirements, including rules on budgets and expenditures.

· Ensure that salary distribution information is given to the proper administrative personnel at the appropriate time for any employees or students who are to be paid from the contract/grant or cost sharing Fund.

· Follow guidelines in the Faculty Handbook for processing supplementary compensation for University faculty and staff.
During the Project
· Schedule expenditures to match the time frame of the program.
· Ensure that funds are available for labor, travel and other items which do not require purchase orders.
· Return receiving reports promptly.
· If there are changes in personnel during the project, be sure to notify the Assistant Controller for Accounting and Payroll.
Finishing Up the Project

· Make sure that all purchase orders are paid before the deadline for the University’s final billing and financial reporting.

· Before the end of the program, advise the proper administrative personnel to end all salary payments from the contract or grant account on or before the expiration date.

· Inform Assistant Controller for Accounting and Payroll when all project costs have been processed so that a final invoice or financial report can be submitted.

Policy to Facilitate Final Billing and Reporting for Contracts and Grants
The Grants department is responsible for the preparation and submission of invoices and financial reports to the agencies that provide funding for sponsored projects.  These financial documents are prepared based on information in the University’s accounting records and on special requirements of the sponsors.  After the expiration date of sponsored project, the University has a specified number of days to submit the final invoice or final financial report.  A late submission could result in a loss of money to the University.  The deadline for final reporting on Federal grants normally is 90 days from expiration.  For contracts (Federal or non-Federal) the specific deadline for final financial reporting is given in the agreement; common deadlines are 30 days, 45 days, 60 days, or 90 days from expiration.  The deadlines for cost share Funds are the same as for the sponsored Funds.  
In order to comply with sponsors’ financial reporting deadlines in an orderly and efficient manner, recipient departments should turn in all invoices promptly, particularly near the end of the project.  Under this policy, the Grants department is responsible for submitting final invoices and financial reports based on the deadlines provided by the Granting Agencies.  It is, therefore, critical that the recipient departments process all project costs within these deadlines to ensure that the University is reimbursed for all allowable project costs.  Please note that unreimbursed project costs must be covered by the college/school/department involved.
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