ECU FINANCIAL SERVICES WORKSHOP

FEBRUARY 10, 2010

BANNER TIPS FOR MANAGING GRANT FUNDS

For additional information or follow-up questions please contact grantsc@ecu.edu
1)
UNC-FIT (Finance Improvement and Transformation) KPIs (Key Performance Indicators) for Departments – Kathie Hall hallka@ecu.edu
2)
Links and demonstrations of new ECU BIC reports – Scott Stubbings stubbingss@ecu.edu
3)
Banner Redistribution Form and EPAFs – Stephanie Hendrix hendrixs@ecu.edu
4)
Other reports and screens for grants – Internet Native Banner, Eprint, Self Service Banner – Steve Ayers ayerss@ecu.edu
5)
Other questions?

If you are involved in any aspect of managing grant funds and have not been receiving the OGC notifications and announcements to grant administrators…please contact grantsc@ecu.edu and we will put you on our mailing list.  Also, email us if you have suggestions for grants-related training programs.

Banner Information Resources

In e~Print:
1.) FYMR202 – This is the Research Accounting Monthly Indirect Cost Distribution report which gives a complete listing by indirect distribution fund of the F&A/indirect cost distributions made during the previous month (see attachment 1).  This report also provides the grant fund and transaction amount that caused the F&A distribution; the Principal Investigator name is also listed (see the attachment for a sample page from the January 2008 report).  Note that this report is run at the beginning of each month after the indirect cost program runs on the previous month’s expenditures; the report is usually available on the 4th or 5th of each month.
2.) FYMR204 – This is the Report of Expiring Grant Funds which gives a listing at the beginning of each month by Responsible Organization of the Grant funds that are expiring within the next four months, summarized by month (see attachment 2).  Users can access this report to closely examine the grant funds that are about to terminate to see if everything appears in order as the grant fund budget-period is winding down.  If necessary, extensions can be requested on projects if the goals of the project cannot be obtained before the budget-period end-date.
3.) FYMR208 – This is the Research Accounting Monthly Report of Balances in an Incorrect ORGN or PROG which gives a complete listing of all transactions that have Organization or Program codes that have posted to any code other than the default for each (see attachment 3).  Note that one of the easiest ways to search this report would be by clicking on the Edit button on the toolbar, and then selecting Find.  The dialog box pops up where you can enter in your Organization code; using this method you can identify any errors within your ORGN code.  Note only to correct the ORGN and PROG errors associated with direct costs; once you have submitted corrections on an IDT to fix these errors, indirect cost transactions with incorrect ORGN or PROG codes will be corrected automatically at the end of each month.  Note that correcting your ORGN and PROG errors is important because you likely will not see all of your transactions when you run queries on your grant funds.
4.) FRRGITD – This is the Grant Inception to Date Report which provides an end-of-month summary by account code of the expenditures for each Grant and Grant Fund.  This summary (see attachment 4) provides an end-of-month snapshot by account of the current budget in Banner, monthly expenditures, inception to date expenditures, commitments, and available balances.  To determine the total expenditures by fund, you have to add the Labor and Direct Expenditures row at the bottom of each fund summary.  Note that this form will show all expenditures posted to the fund(s), even a summary of expenditures by account that have charged to the incorrect ORGN code; therefore, this report is a good report to include in your monthly grant fund review.
In Internet Native Banner:

5.) FRAGRNT – This screen (and the on-page tabs) has detailed information regarding the grant (Principal Investigator name, Sponsor, OSP #, etc.).  Note that the grant number will be the same as the fund number 95% of the time, but it is possible that the grant number is a different number (one grant can have many funds, but each fund will only be associated with one grant).  Grant Award Briefs should always identify if there is a difference in these numbers.
6.) FTMFUND – This screen has a termination date on it that determines the last day that the fund is authorized for spending.  All new funds are being established with a 30 day trail-out termination date to allow for charges that were accrued or incurred on or before the end-date to post.  If you are ever processing valid charges through PORT or Banner 30 days after a fund’s budget period end-date, you will need to contact your Office of Grants & Contracts (OGC) contact to modify this date on FTMFUND.

7.) FRMFUND – This screen contains the grant fund budget start-date and budget end-date.

8.) FRIGITD – This screen allows you to query grant funds to see budgets, expenditures, encumbrances/commitments, and available balances.  In most cases when you query this screen, you will not want to click on the revenue check-box in the top portion of the screen; do this only if you want to verify revenues that have been received (most often at project conclusion).  Available balances will also not be as easily discernable if the revenue box is checked.  This screen should give you exactly the same financial information as your grant fund query in Self-Service Banner.
9.) OTHER - A more complete summary of reports, lists, or queries which should be helpful in the grants administration process is shown below.
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Reports, Lists, Etc. to Assist in Grants Administration
REPORT OR

ACRONYM

NAME/DESCRIPTION

Location

1.)

FRRGITD

Research Accounting Grant Inception to Date Report

e~Print

2.)

FYMR202

Research Accounting Report of Monthly Indirect Cost Distribution

e~Print

3.)

FYMR204

Research Accounting Report of Expiring Grant Funds (30-60-90-120 days)

e~Print

4.)

FYMR208

Research Accounting Grant Fund Balances In An Incorrect ORGN/PROG

e~Print

5.)

FYMR214

Research Accounting Sponsored Programs Burn Rate Report

e~Print

6.)

N/A

Grant Expenditures Acct Pool Summary

Systems Coord. Website, ECU BIC link

7.)

N/A

Grant Summary by PI or Resp Orgn

Systems Coord. Website, ECU BIC link

8.)

N/A

Grant Fund Personnel Snapshot

Systems Coord. Website, ECU BIC link

9.)

N/A

Banner Grant Fund By ORGN Search

Systems Coord. Website

10.)

N/A

Banner Grant Ledger Balances (with Pool Account subtotals)

Systems Coord. Website

11.)

N/A

Payroll History

Systems Coord. Website

12.)

N/A

Banner Revenue/Expense Transactions by FUND (ORGN & PROG not needed)

Systems Coord. Website

13.)

FRAGRNT

Grant Maintenance (Inquiry)

Internet Native Banner

14.)

FOATEXT

General Text Entry (Inquiry)

Internet Native Banner

15.)

FTMFUND

Fund Code Maintenance (Inquiry)

Internet Native Banner

16.)

FRMFUND

Research Accounting Fund Maintenance (Inquiry)

Internet Native Banner

17.)

FRIGRNT

Grant Code Inquiry (Inquiry)

Internet Native Banner

18.)

N/A

Budget Status By Account under ECU Budget Queries in Finance

Banner Self Service


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


In Self Service Banner:

10.) ECU Budget Queries By Account - To run a grant fund query in Self-Service Banner, you go into the Finance section under the Main Menu page of Banner Self Service in OneStop.  Once there, select ECU Budget Queries as shown in Illustration 1.
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Then you would select the Create Query box under the dropdown that states Budget Status by Account.  See Illustration 2 below.
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Select the following checkboxes:  Accounted Budget, Year to Date, Encumbrances, and Available Balance as shown below on Illustration 3.  Select the Continue button.
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Under the ECU Budget Queries screen, add in the Fiscal Year, the Fiscal Period (usually 12 or 14 for the grant fund so that you pull all monthly data, the Comparison Fiscal Year and Comparison Fiscal Year as “None”, the Commitment Type as all, and the Chart of Accounts as “E”.  Next add in the Fund number and the Grant number.  See Illustration 4 above.  Do not put anything in the other fields.  Note that if you just fill in Fund and Organization, the report generated will be a budget report which will have grant fiscal year information (not grant inception to date information).  Also, unless you are specifically looking for revenue received on the grant fund, do not select the checkbox for Include Revenue Accounts.  Select the Submit Query button at the bottom to run the query; the results are on the following page.

The results will only show all of the inception to date transactions that have posted to the grant fund for which you have ORGN code security.  The query report which is named “Grant Inception To Date Report” shows budget information, inception to date expenditure information (and revenues if selected on the previous screen), encumbrances, and the available balance by account codes.  See Illustration 5 below.  Note that any transactions that posted with incorrect ORGN codes for which you do not have access will not be visible on this query.  These type of errors can be discovered by reviewing FYMR 208 monthly, searching by your responsible ORGN code(s).
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Grant Inception to Date Report
By Account
Period Ending Jun 30, 2010
As of Jan 26, 2010

Chart of Accounts E East Carolina University ~ Commitment Type All

Fund 211596 SAF Dance Initiative Program Al
Organization Al Activity Al
Account Al Location Al
Grant 211596 SAF Dance Initiative
Query Results
Account Account Title GY09/PD11 Accounted GY09/PD11 Inception GY09/PD11 GY00/PD11 Available
Budget to date Encumbrances Balance
73067 Other Contracted Service 16,750.00 0.00 0.00 16,750.00
73200 Travel Budget Pool 5,972.00 0.00 0.00 4,565.54
73205 Out of State 0.00 348.90 0.00
Transportation Air
73215 Out of State 0.00 94.97 0.00
Transportation Ground
73221 In State Transportation 0.00 104.02 0.00
Other
73235 Out of State Sub Lodging 0.00 458.57 0.00
73552 Out of State Registrations 0.00 400.00 0.00
Fees
Report Total (of all records) 22,722.00 1,406.46 0.00 21,315.54
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(OGC 07/09)

2009-10 AUDIT AND UNC FIT STANDARDS FOR SPONSORED PROJECTS
DEPARTMENTAL KEY PERFORMANCE INDICATORS (KPI)

Reportable Conditions, Best Practices and/or Disallowed Costs

These standards are provided as general University requirements and best practices for management of sponsored projects.  Specific awards/sponsors may have more restrictive requirements and timeline guidelines.  Specific transactions may have more restrictive State/University requirements and timelines for processing.

Both the Principal Investigator (PI) and the Departmental Administration (DA) share duties/responsibilities to assure compliance with all grant terms/conditions and the University KPIs.  The distribution of specific duties/tasks to individuals will vary by department.


Departmental compliance with these standards is subject to review by UNC-GA under the UNC FIT (Finance and Information Transformation) initiative and by internal and external auditors.  
HR/PAYROLL PRACTICES AND EFFORT REPORTING

PCF/EPAF PROCESSING
BEST PRACTICE – Before work start date.


STANDARD – Within 30 days of start date.


MAXIMUM – Within 90 days of start date.

ACTION – PCF/EPAF will be denied if > 90 days of start date or less than 2 weeks before ERS closing due date (charge to grant will not be allowed).

SALARY REDISTRIBUTION


BEST PRACTICE – Within 30 days of pay period. 

STANDARD – Within 60 days of pay period.

MAXIMUM – Within 90 days of pay period (applied in system; consider processing time 80 days to assure timeliness).


ACTION- Transfers > 90 days will be denied (charge to grant will not be allowed).

EFFORT CERTIFICATION (ERS) – Applies to both paid and cost shared effort.

STANDARD/MAXIMUM – Within 45 days of certificates distributed.

ACTION – Costs disallowed if certification not processed on timely basis.  Costs will be transferred to a non-sponsored fund and cannot be moved to a sponsored project.

DEPARTMENTAL EFFORT REVIEW SYSTEM – Applies to both paid and cost shared effort.  

STANDARD – Department maintains master of effort commitments and monitors all effort reporting requirements for compliance and timeliness.

- Upon receipt of awards – Paid commitments noted, master maintained.

- Upon receipt of awards – EPAFs reviewed for action needed for paid commitments.  PCFs/EPAFs processed, as needed.

- Upon receipt of awards – Cost share efforts noted on master for ERS periods.

- Upon receipt of awards – PI notified to contact Departmental Administrator for changes, additions, deletions throughout the life of the award (30 days best practice).  Adjustments made on a timely basis, as needed.

- For federal awards, for PIs and Key Personnel - minimum 75% requirement monitored.  Contact OGC for additional action if 75% cannot or will not be met.

- Monitor faculty cost share effort commitments - maximum 20% cumulative, all awards.  At 25% normally a buy out (charge to grant), not cost share, should be processed.  Cost share 25% or more must be preapproved by VC.

- Monitor PI must show some level of effort, paid or cost share, for all awards (minimum 1-5%).

- Monitor PI/Co-PI may not be paid 100% from sponsored projects (minimum 5% must be from non-sponsored funds).

- For federal awards – no clerical/secretarial/administrative salaries without A21 exception approval on file with OGC.

- ERS Pre-Review – 

*  Review queue.  Notify ERS if any individuals should not be in your queue.  Standard 2 weeks.

* Review queue.  Notify ERS if any individuals, not showing, need to have certification for cost share, etc.  Standard 2 weeks.

* Review queue…for cross-departmental individuals, coordinate with other department prior to certification.

* Review ERS distributions with PIs and certifying individuals for accuracy and completeness (includes cost share).  Make necessary adjustments prior to certification.

* PIs should review/verify all individuals paid on their awards.  In most cases, this will be off-line review/approval so that paid individual can certify their own effort report.

* Verify review/certification system set up.

* Faculty and Post Docs must certify their own effort.

* All employees normally must certify their own effort.  Contact OGC for allowable exceptions under certain circumstances for students/staff – the PI or immediate supervisor may certify on an exception basis.

* Pre-Reviewer and Certifier may not be the same individual.

ACTION – Cost may be disallowed if appropriate standards for effort review and processing are not documented and processed by the department on a timely basis. 
PAYROLL DISTRIBUTIONS – Accuracy, appropriateness, allowable, completed corrections.  Review each fund for – correct amounts, correct individuals (named individual is working on project) and missing individuals.  Verification process should be documented.  


BEST PRACTICE – 30 days - Monthly review of payroll summaries.


MINIMUM – 60 days 

MAXIMUM – 90 days…correction must be processed within 90 days and must be processed prior to ERS certification; whichever is first.

ACTION – Costs will be disallowed – cannot be charged to sponsored project.

NON-SALARY EXPENDITURES
REIMBURSEMENTS (INCLUDES TRAVEL VOUCHERS)


BEST PRACTICE – 30 days


STANDARD – 60 days


MAXIMUM – 90 days or prior to final FSR/Invoice; whichever is first.


ACTION – Costs will be disallowed – cannot be charged to sponsored project.

DIRECT PAYS or PORT (INCLUDES SUBCONTRACTOR PAYMENTS)

BEST PRACTICE – 30 days from cost incurred or invoice received.


STANDARD – < 60 days


MAXIMUM – 90 days or prior to final FSR/Invoice; whichever is first.


ACTION – Costs will be disallowed – cannot be charged to sponsored project.

EXPENDITURE DISTRIBUTIONS (REVIEW ACCOUNTING LEDGERS) – Accuracy, appropriateness, allowable, completed corrections. Review each fund for – correct amounts/allocation, related to project activities, necessary for completion of project.  PI approval and verification process should be documented.

BEST PRACTICE – Review/approval prior to cost incurred.  Review of accuracy on ledger 30 days.


STANDARD – 60 days


MAXIMUM – to process corrections - 90 days or prior to final FSR/Invoice; whichever is first.  


ACTION – Costs will be disallowed – cannot be charged to sponsored project.

ALLOWABLE COSTS – FEDERAL AWARDS – A21 EXCEPTION APPROVALS 


No A21 unallowable costs without A21 exception approval on file with OGC.

BEST PRACTICE – Approval prior to incurring cost or within 30 days of cost incurred.


STANDARD – Approval 60 days of cost incurred.

MAXIMUM – Approval 90 days of cost incurred or prior to final FSR/Invoice; whichever is first.  30 days from OGC notification of discovery or prior to final FSR/Invoice; whichever is first.

ACTION – Costs will be disallowed – cannot be charged to sponsored project.

GENERAL FINANCIAL MANAGEMENT REVIEWS

EXPENDITURE RATES/PROJECTED EXPENDITURES (budget balances)

BEST PRACTICE – Monthly/quarterly.


STANDARD – at 6 months/50% of budget period. (<25% reportable)


MAXIMUM – at 9 months/75% of budget period.  (<50% reportable)

EXPENDITURES IN LAST QUARTER OF BUDGET PERIOD

BEST PRACTICE – All necessary expenditures booked and all necessary corrections processed prior to budget end date.

STANDARD – No equipment or large expenditures in last 60 days.  No expenditures for the purpose of reducing budget balance – must be necessary to complete the goals of the project.  All goods must be received and used prior to the end date of the award. No stockpiling.  

MAXIMUM – No equipment in last 30 days.  No large expenditures in last 30 days.  All goods must be received and projected to be used prior to the end date of the award.  No stockpiling for future use. Specific exceptions may apply for equipment-only or specialized projects – contact OGC for clarification/exception.  No expenditures for the purpose of reducing budget balance – must be necessary to complete the goals of the project.

COST SHARE PROPOSED – All cost share must be documented in the accounting and effort reporting system or it cannot be reported to the sponsor to meet the cost share/match requirements.  Cost share is subject to the same audit standards as costs charged directly to a sponsored project.  State and University policies require that all cost share be minimized.

BEST PRACTICE – Do not propose cost share.

STANDARD – Cost share should be limited to projects where the sponsor has a mandatory cost share/match requirement or where the PI/Chair/Dean have determined there are benefits to the University and it is essential for the project.

MAXIMUM – 

Effort cost share should be limited to 20% cumulative, from all awards.  Effort cost share of  25% or more (cumulative, from all awards), must have the prior approval of the appropriate Vice Chancellor.

All non-salary cost share must have the prior approval of the appropriate Vice Chancellor.

COST SHARE REPORTING/MONITORING/DOCUMENTATION

BEST PRACTICE – Cost share should be reviewed/documented monthly in conjunction with expenditures charged directly to the sponsored project.

STANDARD – Quarterly for non-salary, ERS for salary/effort.

MAXIMUM – Every 6 months a cost share reconciliation must be filed with OGC.  A final cost share reconciliation must be submitted to OGC prior to the final FSR/Invoice.

AWARD CLOSEOUT - OGC sends the PI/DA a pre-term notification when awards are near their end date.  If not already started, a complete review of the status of the award should be undertaken at the time of notification.  Including, but not limited to:

Contact OSP if a no-cost-extension is needed.  

Standard - Extension requests must be processed prior to the budget end date.

Contact OGC if a rebudgeting request is needed.

Standard – All rebudgeting requests must be approved prior to the budget end date.  

Review planned/projected expenditures and adjust, as needed, prior to the budget end date.

Standard – All costs must be incurred prior to the budget end date.

Review all expenditures for accuracy and allowable costs and correct, as needed, prior to the budget end date.

Standard – All corrections must be processed within timeliness standards and prior to the final FSR/Invoice.

Terminate/adjust all EPAFs, as needed, prior to the budget end date.

Standard – All adjustments must be processed within timeliness standards.

Review progress/technical or other reporting requirements.

Standard – All necessary reports must be submitted to the sponsor by the due date.

BANNER FUND CLOSEOUT – Zero fund balance, activity ended.

BEST PRACTICE – All necessary expenditure corrections completed within 30 days of budget end or before final FSR/Invoice; whichever is first.  All EPAFs and standing orders corrected prior to or within 30 days of budget end date.

STANDARD – Deficits or residuals cleared within 60 days of budget end date.

MAXIMUM – Deficits or residuals cleared within 90 days of budget end date.

ACTION  - Deficits/residuals not cleared within 90 days of budget end date may be unilaterally transferred by OGC.  Costs cannot be transferred to another sponsored project.
.
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