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I. Introduction, Staff and Glossary of Terms 

 
A. Introduction 

 

/research/research-staff
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Budget Transfer Request Form: CSU form used to enact transfers of budget between accounts. Not to be 
used for transferring expenses. (See also “Journal Entry”). 

 
Conflict of Interest Form: CSU screening form used to identify potential conflicts of interest in sponsored 
program activities. Conflict of Interest occurs whenever a University faculty or staff member, or other 
University employee, or a family member of the University employee, has an existing or potential financial or 
other material interest that impairs, appears to impair, or has the potential to impair the University 
employee's independence and objectivity in the discharge of his/her responsibilities to and/or for the 
University. 

 
Continuous Order: An order for goods 



Page 5 of 21 Grants Policy and Procedure Manual  

 

 
Grant: A financial 

https://www.google.com/url?client=internal-element-cse&cx=011828429508120242721:acik_fss--w&q=/sites/default/files/IPAF.pdf&sa=U&ved=2ahUKEwiD_N6By8OCAxXYjYkEHRHAAA4QFnoECAIQAQ&usg=AOvVaw2upHRQx0-9fK0IIU5k7Wv2
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Personnel Action Worksheet (PAW): A CSU form used to initiate personnel hires or changes. 
 

/purchasing/magnus-mart
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Statement of Travel Expense: A CSU form used to obtain pre-approval for travel, pre-payments for travel 
and to obtain post-travel reimbursement for approved expenses. 

 
Subcontract or Subgrant: An award of financial assistance in the form of money or property made under a 
grant by a grantee to an eligible recipient called a Subcontractor or Subgrantee. 

 
Supplemental Application: A request for an increase in support during a current budget period for 
expansion of the project's scope or research protocol or to meet increased administrative costs unforeseen 
at the time of the new, noncompeting continuation, or competing continuation application. 

 
Suspension: Temporary withdrawal of the grantee's authority to obligate grant funds pending corrective 
action
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¶ Director of SPRS: assures that proposal complies with applicable University, sponsor, state and 
federal regulations. 

 

A. Requirements for Proposal Submission 
 

SPRS requires lead-time to review and endorse proposals. At least three working days prior to 
the sponsor deadline is the minimum suggested lead-time for proposal submissions. 
Inadequate processing time does not allow for proper review of the proposal and may 
jeopardize the on-time submission of the proposal. 

 
A proposal will not be submitted unless it is complete, meaning that all necessary approvals have 
been obtained. Failure to obtain required approvals prior to submission can result in 
administrative withdrawal of the unendorsed proposal. 

The following material is the minimum necessary to process the submission of a proposal to an 
external sponsor: 

 
1 Completed Request for CAYUSE form completed Conflict of 

Interest form for PI and all named Co-PIs 
2 Budget 

3 Budget Justification 

4 Valid Human or Animal Subjects approval, if applicable 

5 Proposal or Project Abstract* 

  

https://www.google.com/url?client=internal-element-cse&cx=011828429508120242721:acik_fss--w&q=/sprs/request-set-cayuse&sa=U&ved=2ahUKEwjLrf2fu6WCAxURtIkEHT9AAB0QFnoECAkQAQ&usg=AOvVaw2ZH5OakmZHX1MnDBwz39hx
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4 A fully executed Subcontract 
with another university 

4 Valid Human/Animal Subjects 
approval, if applicable 

5 Memo from Chair, Dean, or 
Director for an underwritten 
account 

5 A copy of the full proposal 
submitted within CAYUSE 

6 Budget Transfer for Cost-Share 
(if applicable) 

6 Budget Transfer for Cost-Share 
(if applicable) 

 

 

B. Underwritten Accounts 
Occasionally, a grant account is established before award documentation is received. An 
account can be established under these circumstances if a Dean, Director, or Vice President 
authorizes an underwriting of award expenses until the official award documentation is received. 
Underwritten
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/purchasing/magnus-mart
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>1 Mil I, Fiscal Officer, Grant Accountant, Assistant Director, Post Award, Controller, BOD 

It is the responsibility of the PI, Fiscal Officer (and when applicable Grant Accountant) of expenses to 

http://www.csuohio.edu/controllers/travelpolicy.htm)
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is less; or changes that affect indirect costs and/or release time) also requires the prior approval 
of the PI’s chair and dean. 

 

C. Prior Approval Procedure 
When the sponsor requires prior approval for budget changes, such requests should be made in 
advance of the expenditure. Make the request, in writing, to your Grant Accountant. 
Grant Accountant will contact the sponsor to request the change. Requests for retroactive 
approval 
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iv. Questionable Justification–“To charge appropriate account.” 
Reason–Justification does not adequately explain why the wrong account was charged. Why is the 
proposed account more appropriate? How the amount was transferred determined? 
Remedy–Explain why the account being charged is appropriate and how the amount being 
transferred was determined. 
Acceptable Justification–To transfer 100% of research associate’s salary to the project on which 
his/her effort was spent. The budget manager was not informed that the research associate 
changed projects. 

 

v. Questionable Justification–“To charge salary at $500 per month for four months to Dr. Smith’s NASA 
project.” 
Reason–Salary charges must be determined as a percentage of effort or as number of hours or days 
worked rather than a fixed dollar amount. The amount of effort transferred.  As well as the reason for 
the transfer must than pass the test of reasonableness. Why was the correct amount not distributed 
to the account? Has Dr. Smith’s time been charged to this account before? 
Remedy–Explain how the amount was determined and why the account was not correctly charged. 
Acceptable Justification—Dr. Smith is devoting 2% of his effort to the NASA project. Two percent of 
Dr. Smith’s salary totals $2,000, or $500 per month for four months. 

 

vi. Questionable Justification–“To transfer $500 of supply costs to the appropriate account.” 
Reason–The reason for the transfer and the amount transferred must be adequately justified. Are the 
projects related? Why the supplies were incorrectly charged? 
Remedy-Explain how the amount was determined and why the account being debited should be 
charged. 
Acceptable Justification–To transfer 50% of supplies to Dr. Smith’s NASA account from the 
department account. Account being debited did not yet have an account number when the supplies 
were ordered 
. 

IX.    Account Receivables 

 
SPRS is responsible for invoicing and collecting payments on grants, including federal draws and requests 
from sponsor websites. 
Monthly the SPRS Accountant will review the unbilled receivables to determine the values to invoice the 
Sponsors.  
SPRS Accountant will prepare invoices as required and obtain Assistant Director, Post Award signature prior 
to submitting to the Sponsor.  When detailed documentation of the expenditures is required the information 
will be included with the invoice. 
During the month following the end of the federal quarters (see table) the quarterly invoices will be prepared 
and a federal draw sheet listing available balances will be submitted to the Assistant Director, Post Award. 
Assistant Director, Post Award will approve and return to the Accountant who will access the federal draws 
and request payment.   

Quarter 1 October 1st to December 
31st 

January 

Quarter 2 January 1st to March 31st April 
Quarter 3 April 1st to June 30th  July 
Quarter 4 July 1st to September 30th October 

 
Funds received to CSU are received are via check, ACH or wire and submitted into the SPRS accounts 
receivable clearing account.  The Accountant will review the clearing account and provide information to the 
Grant Accountant who will apply the payments to the open invoices.    
Accountant will prepare an accounts receivable aging report monthly with notes for items past due to the 
Assistant Director, Post Award and will follow up with Sponsor regarding unpaid invoices. 
Grant accounts will not be closed until all receivables have been applied.   
 

X.  Fiscal Accountability 
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A. Tests of Allowability (in accordance with Code of Federal Regulations (CFR) 2 

CFR Part 200 
A critical responsibility in post award administration of sponsored projects is to insure that all 
costs charged are REASONABLE, ALLOWABLE AND ALLOCABLE under the approved 
budget and the cost principles of the sponsor for a specific type of grant or contract. 

 

Fundamental Rule of Accountability: Costs must be related to the specific activities 
supported by the sponsored project and must



https://www.google.com/url?client=internal-element-cse&cx=011828429508120242721:acik_fss--w&q=/sites/default/files/Consulting%2520Service%2520Forms.pdf&sa=U&ved=2ahUKEwjgw7LHzMOCAxVYhIkEHTqcAbwQFnoECAUQAQ&usg=AOvVaw1vyhuhCLTnnlJfcEi1nb-p
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http://www.csuohio.edu/controllers/travelpolicy.htm)
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When salaries and/or other activities are supported by two or more sources, issues arise as to 
how costs should be allocated among the sources of support. If a cost benefits two or more 
projects or activities in proportions that can be determined, the cost should be allocated to the 
projects based on the proportional benefit. If a cost benefits two or more projects or activities in 
proportions that cannot be determined because of the interrelationship of the work involved, the 
costs may be allocated to benefited projects on any reasonable basis. 

 
 

XII. Account Closures 

 
Sponsored program accounts will not accept expenditures incurred after expiration date. The accounts will, in 
effect, be deactivated. However, the accounts can be viewed via the Grant Summary or the Transaction 
Register functions of PeopleSoft (see Section M

https://csu-as-fin.csuohio.edu/psp/finprd/?cmd=login&languageCd=ENG
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Funds remaining in the account can lead to over-expenditures and can result in poor long-term 
fiscal management. 

 
The responsible individual (PI or College Fiscal Officer/Budget Manager) should maintain a 
running log of expenses. 

 

b. Transaction Register 
The Transaction Register is a detailed report of income and expenses. It is updated as charges 
are incurred and should be used as a tool for diligent grants management and administration. 
This report can be accessed at: (https://viking.csuohio.edu/wdb/plsql/vikinginternal.signon?). 

 

 

Where to get Assistance: 
 

For guidance on using this manual, email or call Teri Kocevar at m.kocevar@csuohio.edu , 
X3675, or Leah Foucault at l.foucault@csuohio.edu X4844 
 
 

Appendix 1: 90-Day Certification Calendar 

 

Present Month Prior To 
 

January October 
 

February November 
 

March December 
 

April January 
 

May February 
 

June March 
 

July April 
 

August May 
 

September June 
 

October July 
 

November August 
 

December September 

mailto:m.kocevar@csuohio.edu
mailto:l.foucault@csuohio.edu
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Appendix 2: Federal Agency Guidelines and Forms 

 

Code of Federal Regulations 
Refer to website  https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200  

 

Public Health Service (rt

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
http://grants1.nih.gov/grants/policy/gps/8postnew.htm
https://www2.ed.gov/fund/grants-apply.html?src=ft
https://www.nasa.gov/centers-and-facilities/grants-2/
http://www.nsf.gov/home/grants/grants_gac.htm
https://www.grants.gov/learn-grants/grant-making-agencies.html
https://www.grants.gov/learn-grants/grant-making-agencies.html

