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Post Award Procedure Chart

An Award letter is received

A

Contact the Office of Sponsored Programs and provide them with a copy of the award letter for review of the terms and conditions

Y

No

Negotiation of Award Letter Yes,| The OSP may need to negotiate the
terms before ORU accepts the award

A

A

Create a new cost center number — The OSP will work closely with the accounting department to create a new cost center number

A

Orientation Meeting — Meet with the OSP to review deadlines, reports,
guidelines, the award budget, documents, and processes

v

necessary to facilitate grant expenditures?

Time and Effort Reporting — For all project participants being paid or See Time and Effort
No reimbursed for his or her time by grant funds Yes Procedures Chart
y
No Are you ready to spend your grant funds? Have you reviewed all of the procedures Yes

Proceed with Grant Fund Expenditures

A

Complete a Grant Fund Expenditure Request Form (ERF) and attach the ERF and all documents to the ORU expense

forms (e.g. Travel Requisition, Check Requisition, etc.).

A

Route all forms to the Office of Sponsored Programs for review and prior approval.

The paperwork will be returned to | NO| Was the expenditure approved? Yes‘ A signed copy will be returned to you.
you with an explanation. The P
form may need further
documentation to justify the No .
expense. The expense may not be For all other expenses, send [« Is the expense electronic equipment?
according to the original budget. paperwork to the Accounting

Department or purchase

through I-Purchasing Send forms (including the

A

ERF) to the Information
Technology Department

A

The PI is responsible to ensure all expenditures during the approved period of the grant or contract do not exceed the total amount
of funds awarded. PIs are also responsible for adhering to specific budget category expenditure limits stipulated by the sponsor.

A 4

For grant close-out procedures, see the Close-Out Procedure Chart




