Best Practices for Fiscal Managers

Proposal stage

· Is it a limited submission?  If so work with Pre-Award.

· Does the PI have any technical issues regarding electronic submissions?  If so work with Pre-Award.

· Check for all signatures.  Crunch the numbers for the budget & solve any issues (i.e., IDC’s, subcontracts, participant support, cost share, additional comp, etc.).
· Briefly read through the executive summary/abstract to ensure sensitive issues are considered (i.e., animal welfare, human subjects, cost share, or unusual budget items).
Award set up

· Use award notice, blue sheet matrix and billing matrix as guidelines for completing the blue sheet.  Keep in mind that every field is important as it provides information for reporting.  Does a cost share budget need to be created?
· A best practice for agreement negotiations is to read through the agreement to ensure payment and reporting requirements are within reasonable parameters, then route the agreement through Legal Counsel and Tech Transfer office.
Monitor revenue and accounts receivables

· Suggested reports:

Ichiban Cash Management Report

SAIS Grant Management Report

Inception to Date (ITD) on SAIS

Ichiban Revenue Discrepancy Report

· Complete any invoices to be billed by Fiscal Manager (e.g., not completed by the Billing Specialist).

· Monitor negative cash balances and investigate any problems (begin with any funds > -$25,000) regardless if the award is letter of credit or other method of payment.  Typically you should not be more than two payments outstanding.
· Check for potential revenue problems and work with the Financial Manager to correct.

Monitor expenditures & budgets
· Verify Facilities and Administrative (IDC’s) calculations are correct (i.e. rate%, base & MTDC, etc).  Use Banner to reconcile and correct if necessary.
· Expenditures over the authorized amount are identified on the SAIS Overspent Grants report by organization; monitor and resolve in conjunction with the departmental accountant.
· Using the Overspent by Category Report, monitor and request OPAS budget revisions for funds with expenditures over budget amounts if required by the sponsor.

· Work with department accountant to clear any invalid or unallowable charges, a helpful report is the Unallowable Transaction Report (Ichiban).
Monitor expenditures & budgets (continued)
· Use award documents to verify cost sharing amounts and categories, monitor tracked cost sharing amounts to make sure they are being met on schedule (helpful cost share reports are available on Sais and Ichiban).  If not, work with department accountant to formulate a plan of action.
· Using internal guidelines (i.e. personnel form guidelines, finance expenditure justification sheet and the forms checklist) and external guidelines (i.e. sponsor specific special terms and conditions for the particular project & applicable OMB circulars) as the basis for approving expenditures.  Pay close attention to sensitive account codes.
· Pay attention to subcontract line items in the budget.  If a subcontract is in the budget, are expenditures hitting the system at the rate expected?  If not, investigate.
Overall management of grants

· Timely blue/lemon sheet and file update maintenance.  This is important to ensure accurate reports, billing output and up to date information for backup coverage.

· Rollup or major program grants (i.e., Wheat and Barley, NSF EPSCoR).  These types of grants need to be managed separately and also as a whole—close attention should be paid when completing financial reports, doing cost transfers, etc.

Project closeout
· Utilize the Pink Sheet checklist & the following suggested reports:

Ichiban Cash Management Report

SAIS Grant Management Report

Inception to Date (ITD) on SAIS

FGITBAL in Banner
· Within a timely manner of the grant end date, closely monitor funds, checking with Department Accountant, Principal Investigator and Subcontract Manager (if necessary) to make sure expenditures are zeroing or finishing and information for reports are being provided (financial, patent, equipment, technical).  May need to prompt Principal Investigator to complete an OPAS no cost extension form if necessary.
· Monitor and close any grants that are past the end date and cash balance is close to $0.00.  As soon as the final payment is received and all expenditures have been recorded on Banner, “Freeze” the index. (Ensure fund is ready to freeze as reopening funds is not advised)
· Complete any reports due (e.g. SF269, MBE-WBE patent and equipment, etc.) to the sponsor.  All required reports should be completed and funds should be closed within 90 days past the end date (check award document for final reporting date—in some cases it’s 30 days).  After all reports are submitted, “Close” the index.
FM Directory Web Page at: http://www.montana.edu/wwwvr/grants/OnLineDirectory.html
There is no substitute for manually pulling files and checking the “health” of each file.  As a best practice, manual checks should be done quarterly (in conjunction with the quarterly review). Check the file for items such as funding levels, billed current, unallowables, IDC’s, cost over runs and revenue discrepancies.








Communication with the PI, department personnel, OSP personnel and the sponsor is critical!
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