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Accounting for Grants and Contracts

1. Budget Information: Sponsored Programs Financial Management Services (SPFMS) sets up the budget for your grant/contract in the RIT general ledger according to the budget approved by the sponsor.  

a. Externally (Sponsor) Funded Budget: Charge all grant/contract related expenses, including salaries, directly to the appropriate expense line on your grant/contract project.  Do not charge expenses to your department operating account and move them to your grant at a later date.

· SPFMS will invoice the sponsor periodically for expenses reflected on your grant/contract project based upon the terms and conditions of the award.  

b. Cost Share Budget: Charge all cost share expenses, including salaries, directly to the appropriate expense line on your cost share project.  Do not charge expenses to your department operating account and move them to your cost share project at a later date.

· Each quarter, SPFMS will process transfers to fund cost share expenses.  SPFMS will charge (debit) the department’s transfer line and credit a cost share transfer line on the cost share project.  

· In-kind contributions, from parties external to RIT who have made a cost share commitment to support your grant, must be recorded on your cost share project account.  Please obtain an itemized list of goods or services provided by the outside party on their letterhead, with the estimated value of the contributions and the time period covered, to SPFMS.  SPFMS will process journal entries to record the contributions on the cost share project.  

· Note: Failure to meet your grant’s cost share commitment will jeopardize RIT’s ability to obtain full reimbursement from the sponsor for expenses incurred on your grant.

c. Requests for Budget Changes: Certain budget changes may require sponsor approval.

· Contact Sponsored Research Services (SRS) and they will obtain sponsor approval for the re-budget request.  When the sponsor approves the budget revision, SRS will notify SPFMS to adjust the budget in the general ledger. 

· Contact SPFMS to make changes to your budget in the general ledger.

2. Salary Expenses—Regular RIT Employees
a. Complete an Employee Action Form (EAF—Salary Redistribution for an existing RIT employee, EAF – New Hire for a new RIT employee) for each employee whose salary (or a percentage of his/her salary) will be charged to your grant/contract funded account or cost share account.

· EAFs are available on the Human Resources web page http://finweb.rit.edu/humanresources/
· Forward the completed forms, with appropriate signature approval,  to Sponsored Programs Financial Management Services, Building 78, Suite 1000.  SPFMS will review the forms and forward to HR for entry into the Oracle HR system.

b. If you have questions about how to complete an EAF, call your SPFMS representative (refer to the Controller’s Office web page: http://finweb.rit.edu/controller/dept_assignments.html

3. Faculty Summer Salaries: Summer salaries for faculty on 10-month contracts are processed over 6 pay periods beginning on June 1st and ending August 31st.

a. Process an Adjunct/Summer Salary EAF and forward to SPFMS for processing by May 15th. Refer to the Controller’s Office web page for more information about faculty summer contracts: http://finweb.rit.edu/controller/summersalaryprocess.html
4. Salaries—Students
a. Once you have determined that a student is eligible to work at RIT (ask to see their Employment Eligibility Card for the current year), complete a Student Payroll Hire Form, available on the Student Employment Office web page: http://www.rit.edu/~967www/ 
b. Forward the completed form to SEO, A350 Union.

c. If you have questions about how to complete the Student Payroll Hire Form, call your SEO representative.

d. Student workers are paid on the bi-weekly payroll.  You, or a designated individual in your department having direct knowledge of the work, will approve the student’s timecard in the Kronos Automated Time & Attendance System.

5. Salaries—Graduate Assistants
a. See 4.a. through c. above.  

b. Graduate student stipends are paid in the bi-weekly payroll.  No time cards are required. 

6. Tuition Remission
a. Before the start of the quarter, departments must notify Verna Hazen in the Financial Aid Office with information about which students will be receiving tuition remission to paid for by grants or contracts or by RIT as a cost share. This is important to ensure that the students will not receive bills from the Bursar’s Office for the quarter. Complete a Graduate Tuition/Scholarship Assistance Worksheet found on the Sponsored Research Services website
b.  http://www.rit.edu/~629www/formsagreements/
7. Fringe Benefits: RIT charges benefit expenses using a federally negotiated rate.  Your grant/contract and cost share project will be charged for fringe benefits automatically each month based upon salary expenses incurred during the period.

a. All fringe benefits except dependent tuition waivers (not allowed per federal guidelines -OMB A-21) are included in the governmental fringe benefit rate. All fringe benefits are included in the fringe rate for private grants and contracts.

· For more information about RIT’s fringe benefit rate, refer to the Controller’s Office web page: http://finweb.rit.edu/controller/fbr.html
. 

8. Effort Reporting: According to the federal guidelines (OMB A-21), PI’s (or another person having direct knowledge of the work) must certify that the salary amount charged to all federally funded grants/contracts represents a reasonable estimate of the work performed by the employee during the period.

a. SPFMS will send you a Quarterly Monitored Workload Report (QMWR) for your federal grant at the end of each fiscal year quarter.  Review the report for accuracy, sign, and return to SPFMS (Building 78, Suite 1000).  

· SPFMS will maintain the signed QMWR’s in the grant/contract file for audit purposes.

9. ITS Charges: ITS charges will be assessed automatically each pay period based upon employee FTE charged to your grant during the pay period.  

· For the current ITS rate/FTE, refer to the ITS web page: http://www.rit.edu/~wwwits/about/policies/chargeback.html

10. Facilities & Administrative (F&A) Cost Rates: Your grant/contract will be charged for F&A automatically each month based upon direct costs charged to the grant for the period. 

a. For more information about F&A rates, refer to the Controller’s Office web page: http://finweb.rit.edu/controller/fac_admin_costrates.html
11. Fabricated Equipment: 

a. Requests to establish a fabricated equipment account must be approved in advance by the RIT Property Control Office.  Include the following information in the request (obtain a fabrication request form from the Controller’s web page http://finweb.rit.edu/controller/propertycontrol.html : 
1. A description of the fabricated item to be constructed (includes computer component systems).

2. The general ledger department and project number where the costs of the component parts for the fabricated item will be charged.  Note: All component parts are charged to grants or contracts using object code 16250 – Fabricated Equipment > $1,500.

3. Cost estimates of items to be included in the final fabricated item including electrical, electronic, and mechanical components and other materials.  Include costs of services if applicable.  Do not include salaries and wages of employees.

4. http://finweb.rit.edu/controller/ritchargebackprocess.htmlAnticipated completion date of the equipment.

5. Estimated useful life of the equipment. 

b.  Property Control will notify the department when the request to fabricate capital equipment is approved.  
The department will notify Property Control of any cost revisions.  
12. Supplies
a. Use an RIT procurement card to purchase small dollar items under $1,500.

· When items for your grant/contract are charged to another card holder’s procurement card, complete a Grant/Contract Procurement Card Purchase Approval Form, available on the Controller’s Office web page, when you ask him/her to make the purchase.

· If you would like to have your own procurement card, complete an application form available on the Controller’s Office web page: http://finweb.rit.edu/controller/forms.html
· Once your department head approves your application form, forward it to Accounting (GEM, 6th floor) for processing.

b. Goods over $1,500 are ordered with an on-line purchase requisition in the Oracle Purchasing system.  Please see the individual in your department who is responsible for ordering goods and services for more information.

· As the PI, you will approve all purchases in the Oracle Purchasing system.  In order to make on-line approvals, you will need access to Oracle. 

· Complete an Oracle Purchasing Access Request Form, available on the Purchasing web page and return it to Purchasing for processing.

· Once you have access to Oracle, someone from the Purchasing department will meet with you to provide “approver” training.

c. Complete an Invoice Payment Form (see attached) to process payments for other items purchased for your grant.

13. Independent Contractors
a. Engagements under $5,000

· Independent Contractors (ICs) must meet certain specific criteria as established by the IRS. To confirm that the individual you are engaging as an IC meets these criteria, complete an IC Checklist, available on the Controller’s Office web page. If your responses to the statements on the checklist confirm that the individual is an IC, complete an Independent Contractor contract and obtain the IC’s signature.  Sign the contract yourself and send the original to Accounts Payable (GEM 6th floor) with a completed Form W-9, an Invoice Payment Form and the contractor’s invoice attached.

b. Engagements over $5,000

· Complete an on-line purchase requisition. Forward a completed IC Checklist (see above explanation), a completed Form W-9 and a signed original contract to Purchasing (Building 99).  

· Purchasing will send a copy of the fully executed contract to the Independent Contractor with a purchase order.

· When you receive an invoice from the Independent Contractor, approve it and send it to Accounts Payable for processing (GEM, 6th floor).

c. Refer to the Controller’s Office web page for detailed information about Independent Contractors: http://finweb.rit.edu/controller/payment_for_services.html
d. If you determine, after completing an Independent Contractor Checklist, that the individual will be acting as an employee (rather than an IC), it may be appropriate to hire him/her as a temporary employee. Contact your Human Resources Administrator for more information.

e. Note: RIT employees can not be engaged as Independent Contractors. 

14. Subcontracts: A subcontract is used when a substantive portion of the project will be completed by an organization outside of RIT.  Forward the following items to SRS and they will initiate the subcontract:

a. A statement of work including a listing of deliverables and the associated timeframe

b. A detailed budget.

· Note: the first $25,000 of each subcontract on your project budget is assessed F&A charges.  Amounts over $25,000 for each subcontract are exempt from F&A charges.

c. A purchase order will be issued for all subcontracts.  SRS will initiate the P.O. process for the P.I.s approval.  
d. Once the P.I. approves the subcontractor payment, the request for payment to Subcontractors is sent to SPFMS (Building 78, Suite 1000) for approval. SPFMS will then forward it to Accounts Payable for processing.
15. Travel 

a. Use an RIT designated travel agency to make all airfare arrangements.  

·     RIT employees charge airfare expenses to the BTA account.

·     NTID employees charge airfare to the GTA account.

b. Charge all other business travel expenses to your RIT JP Morgan Chase Corporate Travel Card.  NTID employees should charge their purchases to their Citibank Travel Card.

· Call Accounting for information about how to apply for a travel card.

c. Reimbursement for Out-of-Pocket Expenses

Complete a Travel Expense Report (TER), available on the Controller’s Office web page, within 5 days of returning from your trip.  Send the approved form to Accounting for processing.

· If the travel is to a foreign country and being charged to a Federal grant or cost share project (project range 30000 – 30999, C0000 – C0999), send the form directly to SPFMS for approval. SPFMS will then forward the TER to Accounts Payable for processing.

· A reimbursement check will be mailed to your home address or direct deposited into you checking or savings account.

d. Note: foreign travel requires the prior approval of the sponsor unless it is specifically approved in the grant/contract budget.

· Contact SRS to obtain sponsor approval prior to making travel arrangements.

e. Detailed travel policy and procedure information is available on the Controller’s Office web page: http://finweb.rit.edu/controller/travel_info.html
16. Internal Charges to Departments/Projects – RIT Chargebacks

a. In order to improve the accuracy of our external financial reporting, all departments use a series of general ledger expense object codes established specifically for all chargebacks, both non-standard and standard.  Chargeback object codes help us to differentiate between those expenses that are paid to off campus (non-RIT) providers and those that are charged to your department by another RIT department. For example:

· When an employee purchases food items for an RIT funded reception at Wegmans, the expense would be charged to the off-campus hospitality object code 78550.  

· When an RIT employee orders food for a reception from RIT Catering Sales, the expense will be charged to a new non-standard chargeback called “Food Service Catering Sales Chgbk”, object code 90185.  

Refer to the complete list of Non-Standard (Miscellaneous) Chargebacks and Standard Monthly Chargebacks, available on the Controller’s Office web page: http://finweb.rit.edu/controller/ritchargebackprocess.html
.

17. Monthly Financial Information 

a. Request the “RFA Grants Statement”, an Oracle FSG report at month end (printing instructions are available on the Controller’s Office web page).

b. Other Oracle reports that will help you reconcile your project statement include:

· RIT – Account Analysis - Project

· RIT – Account Analysis with Subledger Detail - Project

(printing instructions are available on the Controller’s Office web page).

c. If you would like access to the Oracle General Ledger to print your reports or to view information on-line, you should attend Oracle Reports Training.  Training dates and times are available on the CPD web page: http://finweb.rit.edu/cpd.

d. After you have attended training, Accounting will send you an Oracle Security Form to give you access to your project information the general ledger.  

· Complete the form and return to David Castro (Building 13, Suite 1310) for processing.

· Accounting Customer Support will contact you as soon as you have access to Oracle reports.

18. Project Reports
Your SPFMS representative will prepare the sponsor requested financial reports. You are responsible for the technical reports. If the sponsor requires that the financial reports be mailed with the technical reports, please coordinate this process with your SPFMS representative.

19. Journal Entry Corrections: Process journal entries on-line in Oracle to make corrections to transactions that have been posted to your grant/contract.  

a. Forward supporting documentation to Accounting.
b. If your journal entry correction involves faculty/staff payroll, forward support documentation to your SPFMS representative for approval and to maintain in your grant file for audit purposes.

c. When the documentation is received and approved, the journal entry will be posted to your account.  

d. Refer to the Accounting Practices, Procedures & Protocol Manual on the Controller’s Office web page for more information about documentation requirements.

e. Note: SPFMS processes all journal entry corrections involving student salary, and capital equipment or fabricated equipment.

20. Requests to Extend Grant/Contract Period: Requests for extensions to the grant period must be approved at least 30 days in advance in advance by the sponsor. 

a. Contact SRS to request an extension for your grant/contract.

b. When the sponsor approves the extension, SRS will notify SPFMS.  SPFMS will change the end on your grant project account in the general ledger so that you are able to continue to process transactions.

21. Deficit Balances: Expenditures over the project budget amount are not allowed. Should an over expenditure occur, it is the responsibility of the PI’s home department to provide funding. 
22. 
23. Grant/Contract Closeout
a. End Date Letter: You will receive an end date letter from SPFMS 90 days prior to the end of your grant.  This letter will confirm the end date, remaining balance, and inform you of any actions that may be required on your part during this period.

b. Final Invoice: Once all expenses have been processed, SPFMS will send a final invoice to the sponsor.

c. Return of Facilities & Administrative Costs: Once final payment has been received from the sponsor, SPFMS will process an entry to return a portion of the F&A received from the sponsor.

d. Fixed Price Contracts: If there is a surplus balance remaining on your contact, SPFMS will return the surplus balance to you.
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