A-133

FOG 5-17-07

Departmental Controls-Sponsored Programs
Controls relating to sponsored programs administration compliance have been identified.  These controls have been documented and will be evaluated by our external auditors (A133 Audit).  Most of these administrative compliance controls reside centrally (e.g., Accounting Office, Office of Research, Purchasing, etc.) and some reside within campus departments.

Below are identified controls and/or processes that are the campus department’s responsibility.  Departments need to ensure that controls relating to their departments are functioning properly and are documented.   For example, that reviews and approvals include the individual's initials and date performed.  
	Area
	Control

	Activities Allowed or Unallowed
	Upon notification of an award, the departmental analyst prepares a budgetary allocation based upon the proposal budget.
Expenditures for a particular award are recorded in a unique fund.  
Request to incur costs on contracts and grants are initiated by the Principal Investigator.  In addition, departmental staff may review for appropriateness by either pulling the grant file, checking FAU listings for notations on unallowable costs, and/or utilizing professional judgment in order to confirm the proposed expenditure is allowable under the specifications of the grant. (Suggested best practices:  attach PI approval document (e.g. paper form, email, etc.) to PO and/or use of the eBuy “requestor” role by the PI.)
Department C&G analyst reviews activity monthly basis through reconciliation/analysis of the Financial Transaction Detail Report and/or other data extracts. 
Monthly reports of contract and grant activity are provided to PIs by their department. 
PIs are involved in the cost transfer process and coordinate requests for cost transfers with their departmental C&G analyst; cost transfer contain an adequate explanation of “how the error” occurred; cost transfers occur within 120 day of original transactions posting to general ledger.
The University, through the Post Audit Notification (PAN) process, encourages monitoring expenditures as incurred in order immediately identify potential cost transfers and   other adjustments.  

	Allowable Costs
	Upon notification of an award, the departmental analyst prepares a budgetary allocation based upon the proposal budget.
C&G analysts are trained in appropriate expense account use  (UCRFS FAU)and in A21 cost principles (Contract and Grant Workshops)
Expenditures related to specific awards are recorded in unique funds.  
Request to incur costs on contracts and grants are initiated by the Principal Investigator.  In addition, departmental staff may review for appropriateness by either pulling the grant file, checking FAU listings for notations on unallowable costs, and/or utilizing professional judgment in order to confirm the proposed expenditure is allowable under the specifications of the grant. (Suggested best practices:  attach PI approval document (e.g. paper form, email, etc.) to PO and/or use of the eBuy “requestor” role by the PI.)
Department C&G analyst reviews activity monthly basis through reconciliation/analysis of the Financial Transaction Detail Report and/or other data extracts. 
Monthly reports of contract and grant activity are provided to PIs by their department. 
PIs are involved in the cost transfer process and coordinate requests for cost transfers with their departmental C&G analyst.
The University, through the Post Audit Notification (PAN) process, encourages monitoring expenditures as incurred in order immediately identify potential cost transfers and  other adjustments.  

	Equipment and Property Management
	Campus departments are custodians of their equipment and must ensure proper maintenance and security of their assets. 
Campus departments affix property tags provided by Equipment Management to equipment upon acquisition.  These tags are used by the Equipment Management System to record and track dispositions.
Departments conduct physical equipment inventories bi-annually and department head certifies inventory report.
Departments communicate transfers and dispositions of equipment with Equipment Management utilizing the Equipment Inventory Modification Request system.



	Matching-Cost Sharing
	If cost sharing is included in a proposal that is awarded, the PI must acknowledge the commitment by signing the cost sharing/matching confirmation letter and return to Extramural Funds Accounting (EMF).
The PI Department is responsible for tracking cost sharing/matching commitments; this information is used to complete the cost sharing/matching contribution reports.  
Departments are responsible to ensuring that only allowable categories of expenditures and fund sources as well as appropriate effort levels are included on the reports. 
The PI must certify the accuracy of the report and promptly return to EMF.
A Personal Activity Report (PAR) is required to be created, completed, certified, reviewed and retained for all the employees’ with salaries/wages directly charged to a federal award and may also be used as substantiation of cost sharing.

For in-kind services, the PIs and departments are required to obtain a certification letter from the contributor to ascertain the basis of the services provided.  In addition, certification letters from contributors are required to be submitted to substantiate the value of the services.

	Period of Availability
	PIs and their departments are responsible for charges to their awards and monitor activity on a regular basis
Departments are responsible for ensuring all obligations are liquidated within 90 days after expiration.
Department administrative staff provides information to all departmental transactors on valid FAU combinations for expenditures (Best Practice:  departmental maintaining a listing of valid FAU combinations including notes regarding expiration dates and other restrictions)

	Program Income
	Departments are aware of program income requirements at proposal stage.
Departments are responsible for requesting sale and service funds to ensure proper recording of program income and related expenditures

	Reporting
Reporting (cont.)
	Financial Reports:  PIs and departments are responsible for monitoring and reviewing project budgets and expenditures for appropriateness and ensuring awards are in reportable condition for timely reporting

Performance Reports:  PIs prepare performance reports (i.e., progress reports that describe the work accomplished as compared to the project goals) according to agency terms and are knowledgeable of the various performance reporting forms and requirements of federal sponsors.  
PIs and departments are also responsible for monitoring and reviewing changes in project plans.  Where the terms and conditions of an award require prior approval for changes in the project plan, such approval is secured from the sponsor.  The OR is responsible for coordinating prior approval requests of all types with PIs and departments, conducting an institutional review of such requests and for liaising with the sponsor to help facilitate the review and approval of these requests.



	Subrecipient Monitoring
	PIs are responsible for monitoring subrecipient technical progress, as well as reviewing and approving invoices submitted for payment (see below).  

UCR relies on its PIs, who are responsible for:

· monitoring the submission of subrecipient performance reports;

· reviewing such reports to determine if the work performed is consistent with the subaward statement of work;

· reviewing the costs claimed on each invoice to verify that such costs are consistent with the subaward budget and the work performed; 

· approving or disapproving subrecipient invoices, as appropriate; 

· andreporting concerns or issues related to subrecipient performance and/or claimed costs to SPA.
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