









January 14, 2005

Grants and Contracts Policy on Changing Organization Numbers on Active Grants
Changing organization numbers for on-going, active grants can create numerous problems for both Finance and HR. The technical and financial problems that result from modifying a Fund-Org-Program combination that has been set up in BANNER and has any financial activity are inevitable and require substantial human resources to track and resolve; resources from Grants and Contracts, the Controller’s office and Personnel and Payroll are involved. For these reasons, Grants and Contracts would strongly recommend not changing an organization number on active grants.   

If an organization number absolutely needs to be changed, and the change is approved by the Director and Assistant Director of Grants and Contracts, then there are two options involving opening new accounts.  In both cases the older grant (with incorrect organization number) will be closed. 
Options:  

1. If a grant has substantial financial activity, the grant will be closed under the existing grant/fund/index/org number combination. A new grant- with a new grant/fund/index/org number- will be opened for the remaining budget amount ONLY.  For example, if the authorized award was $40,000 and the existing grant spent $31,532, the new grant will be set up with the authorized award of $8,468.  For reporting purposes, roll the two grants together and report to the agency as one.  From the agency’s viewpoint the change should be invisible.  Depending on banner security, it is possible a department may lose access to the financial info associated with the older grant (e.g., depends on organization access).
2. If a grant was opened recently and the financial activity is limited, you may zero and close the existing grant/fund/index/org number combination by creating a new grant/fund/index/org number and transferring all the expenditures- by line item- to the new account. It will be the responsibility of the department to prepare the JV and submit it to their FM for approval (unless it’s a data entry error). Payroll will need to be corrected using a Payroll Correction Form and new PTFs will need to be prepared, submitted and approved for all positions that are funded by the award.  Time and Effort information will need to be updated (by moving effort to reflect the payroll corrections), so this is option is NOT AVAILABLE if the Time and Effort crosses into a FY that has been certified and closed. The total award will now be reflected in the new grant.

Grants and Contracts will no longer be modifying existing grant/fund/index/org number combinations. Doing so essentially invalidates the old combination, and any corrections or adjustments that touch the period of the prior combination create errors in Finance and HR. 
Internal changes:
· Please make good notes on the information sheet in the prime file (regarding old file and new fund numbers, reason for change, etc.) for a good audit paper trail.  Both files should clearly note the change.
· Remember if you open a new grant and transfer all the line items to the new grant, the detail remains with the old grant (e.g., original documentation numbers, date processed, etc.).  Therefore, it may be a good idea to have a copy of the entire journal voucher, with the general ledger detail printed and attached moving all the line item from the old grant to the new (once again a good audit trail).  

· Please notify subcontract manager of changes when grant has subcontract budget.  

· Letter of Credit (LOC) -- please notify Cash Manager of the new grant opened. As with subcontracts-both files should clearly note the changes.

· New grant will be treated as any other LOC fund, however it is the responsibility of the Fiscal Manager to ensure the final SF-269 accurately reports expenditures from both grant funds.







