
 SEQ CHAPTER \h \r 1Forms Checklist
Before you sign off on any forms, make sure your accounts are involved--not another Fiscal Managers.  On some forms, especially Contracts, Director/Assistant Director should be the final signature (Graduate Assistant Form is an exception–Graduate Studies is the last signature).  So before you give the form to Assistant Director/Director to sign, verify all required signatures are on the form and initial your approval.  The “signature needed checklist” illustrates who has the authority to sign off on different types of forms.

Any expenditure or correction to expenditures that occurs after 90 days of the invoice, needs to have additional justification addressing why this occurred and what action will be taken to prevent this from occurring in the future.  These forms/transactions need to be approved by the Director.

After signing/approving forms, you can place them in the box in the front office.  BPA’s go into the BPA box for the Controller’s Office.  The front staff will log all the forms in and disburse them appropriately.  Grant funds are funds between 425XXX, 429XXX and 4WXXXX.  If the fund is a 436XXX or 437XXX, then Administrative Officer to the Director will need to approve it—these should be routed to her before you see them, please double check for her initials.      

Banner Payment Authorizations (BPA’s):
BPA’s are reviewed by the front staff.  Questionable BPA’s are forwarded to Fiscal Managers (FM’s).  An example of a questionable BPA’s would be one with expenditures  past the end date, with a negative balance or using a Federal defined unallowable charges.  Verify what is noted by the support staff (sticky note).

· To verify project period check FRAGRNT.  If not in the period, check the file for any notes/emails/correspondence with the PI or department accountant regarding no cost extension request or additional years of funding.

· To verify negative account balance, check FRIGITD and compare the budgeted amount to activity to date.

· To verify unallowable account codes (i.e., 62868) check FRIGITD to see if it is in the budget.  If not in budget, pull the file and see if the charge is mentioned on the budget submitted to the agency.

If you approve the BPA, initial by the figure in question and by the date stamp.  If you don’t approve, note it on the BPA and return it...or contact the department and make changes.  The customer service perspective would be to contact the department and make changes on-the-fly.  This prevents unnecessary time delays in an already lengthy process.

Contracted Services Agreement (CSA):
Any purchase of services from an independent contractor which is $5000.01 or more in value requires a written contract. If the CSA is over $25,000, then Legal Counsel must also sign.

· Check the terms of the agreement.  If the terms are different than the standard, or if the situation appears that there may be some risk to the University (i.e, blood work), have Legal Counsel review and approve.  

· Verify “contracted services” is noted in the budget on FRIGITD or in the file.

· Verify the term of service will completely take place during the period of the grant.

If you approve the Form, initial the form, forward it to the Director for signature.      
Finance Expenditure Correction Form:

If the correction is for more than one fund (i.e., moving charges between two funds), then check the following information for both fund numbers.

· Check project period on FRAGRNT to verify correction is within the project period.
· Verify the correction is in the budget and will not overspend the grant (FRIGITD).

· Verify justification language is acceptable (see examples).

If you approve the form, sign the form, if any funds are listed as 436XXX or 437XXX, make sure Dianne has previously initialed.

Hospitality Approval Form (HAF):
· Verify that hospitality is an allowable charge.  You may need to pull the file and make sure it’s mentioned in the budget submitted to the agency.
· Check project period on FRAGRNT to verify within the project period. 

If you approve the form, sign the form, if any funds are listed as 436XXX or 437XXX, make sure Dianne has previously initialed.

Payroll Correction Form:

If the correction is for more than one fund (i.e., moving charges between two funds), then check the following information for both fund numbers.

· Check project period on FRAGRNT to verify correction is within the project period.

· Verify payroll is in the budget on FRIGITD 

· Verify account code is not ad comp or overtime (61131, 61132, 61140, 61141, 61142)

Keep in mind, if correction is between 2 grant fund (425xxx-429xxx, 4Wxxxx)or if it’s a mix between the two types (grant/non-grant) our office will make the correction.  If you approve the form, sign the form, if any funds are listed as 436XXX or 437XXX, make sure Dianne has previously initialed.  If between non-grant funds, mark N/A in the signature line and return it to the front office, they will forward it to the Office of Payroll and Personnel.
Personnel Forms: 
Types: Personnel Transaction Forms (PTF) classified and professional, Letter of Appointment (LA), Recruitment Authorization Form (RAF), Funding Change Only (FCO), Graduate Assistant Appointment Form (GAAF), Student Employment Form (SEF), Temporary Hourly Non-Class Appointment Form (THAF), Letter of Hire Modification Form (attached to Professional PTF’s only).

· On all Personnel Forms, verify
· Is this the correct grant or right source of funding.
· Grant period on FRAGRNT.  End date can not go beyond the grant period and/or the Fiscal Year end.
· Salary and benefits are in the budget (FRIGITD) and there is enough funding left on the grant to cover the amount for the entire period listed.   
· Salary (monthly base) amounts using NBAJOBS, NHIDIST on Access Inception to Date Reports.  To calculate the monthly base regardless of the type of appointment (9 or 10 month); divide the annual salary by 9.

· If there is a pay increase it must be the percentage increase as allowed by legislature.  Otherwise, it’s not allowed by MSU policy.  If it’s a research appointment (100% grant funded–-see below—it’s not allowed).  If there is split funding (e.g., grant and non-grant funding) and the grant doesn’t allow for a funding increase (not in the budget), then the increase is only allowed on the non-grant portion.   
· If there is a pay increase and the person is on a research appointment (should typically have the word “research” in the person’s job title and be 100% grant funded) the amount must be less than 7% of the monthly base salary AND it must be allowed in the grant budget.  Earmarks are included.  To calculate the monthly base regardless of the type of appointment (9 or 10 month); divide the annual salary by 9.

· If there is a change to the contract of a professional employee (e.g., end date, FTE or salary increase), then a Letter of Hire Modification Form must be attached.

· To receive an Administrative Component, the person must be a managing director or a PI of a major “Center Type” grant.  For additional compensation :
· The employee must be currently at 1.0 FTE.
· The amount must be less than or equal to 20% of the monthly base salary.
· Additional comp must be specifically mentioned in the grant (attach a copy of the document where mentioned, for VP Research).
· If receiving funds during the summer, then the employee must be receiving less than the maximum allowable as specified by sponsor (i.e., typically 2/9 for NSF; 3/9 for all others).  To calculate the monthly base regardless of the type of appointment (9 or 10 month); divide the annual salary by 9 and then multiply by 2/9 or 3/9.
· If there is a change to the contract of a professional employee (e.g., end date, FTE or salary increase), then a Letter of Hire Modification Form must be attached.

The deadline for personnel forms (have to be in Payroll and Personnel office) is the 20th of every month.  Keep in mind the forms may need to make several stops after our office.   If you approve the form, sign the form, if any funds are listed as 436XXX or 437XXX, make sure Dianne has previously initialed.

Note: Add Comp forms (unless it’s short term) must be attached to a PTF form.
Proposal Clearance Form (PCF):
PCF is needed when funds are requested even if pre-proposal--if budget and details are requested to be supplied.  Types of funding that needs to come through OSP are when a budget is restricted and/or a deliverable is required.  Process within the 48 hour rule.

· Verify IDC rate and amount.  If less than the fully negotiated rate attach documentation of the rate (RFP or other correspondence).
· If cost sharing is mentioned anywhere in the budget or in the text, make sure you note it to the Director/Assistant Director.  According to MSU policy, the only time cost sharing is allowed on grants, are when it is required on the Request for Proposal (RFP).  To document, make sure a copy of the applicable page on the RFP is attached.
· Verify all necessary signatures (IRB certifications) are gathered (on both pages).
· Double check budget. A budget breakdown is required on all proposals except for NIH modular grants.
· It’s a good idea to have an abstract or an executive summary attached so we know basically what the grant is about.  It would be good to read through this to make sure issues are addressed (e.g., Internal Review Board [IRB]).

· If this is a grants.gov submission, work out a time line for submission with the PI.  Once you (FM) submits the proposal , note the tracking number on the PCF form or copy the pages—prior to giving a copy to the front support people to enter.

Sign off on the budget review and route for Leslie Schmidt’s signature.  Log proposal in the electronic “pending log” and copy the PCF–the original goes to the PI.

Subcontracts:
Creating a subcontract:  If working with a grant that needs a subcontract written, then refer the PI to the Subcontract Manager.  She will request the information needed and handling the process.  
Award Notifications (that will fund a project)
· Check terms of the agreement (payment/report requirements, etc.).
· Route by Legal Counsel to make sure she agrees with Legal Format (purple sheet).  
· Route by Tech Transfer Office to verify distance learning, ownership, publication, export control and conflict of interest.  
· Initial your approval next to the signature line.
· OSP Director is the final signature authority.  Sometimes, the Principal Investigator (PI) has signed the contract on behalf of the University, if this is the case, OSP still needs to sign as the Signature Authority for the University.
Travel:  Request for In/ Out of State Travel Justification (advance):

· Check project period on FRAGRNT to verify travel is within the project period. 
· Verify travel is in the budget on FRIGITD
· If foreign travel, pull the file to make sure foreign travel is specifically mentioned in the proposal.   
· Verify there is a cash balance to cover the travel
· Verify the description statement on the form, it should read something like, “the travel cited is necessary to the research project, is in accordance with the terms and conditions of the project and is being paid from a grant or contract to this institution and is not paid from state funds.”

Keep in mind, if it has a travel advance, the front office must process it.   The front office also keeps a copy on file.  Therefore, when complete please have the front office log and copy the form.   If you approve the form, sign the form, if any funds are listed as 436XXX or 437XXX, make sure Dianne has previously initialed.
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