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Objectives

To provide a refresher on UG cost principles
To provide insight on the best practices used when processing an expenditure:
Journal Vouchers, Cost Transfers, Viendor Payments (Direct Pay Forms), and PO Requisitions
Overview of outgoing subaward issuance process
Overview of subrecipient invoice process
Roles and responsibilities around subrecipient risk assessment and monitoring
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NU-RES Finance Team Matrix

Senior Cash
Research Finance Sompliance Research Account Man e

ARy (REA) Spociaiist. | /PlYSt(RAA) Team
Award Setup in Banner X X
Expense Compliance Reviews:
-Journal Youchers
-Cost transfers X
-Vendor Payments (Direct Pay Forms)

Activity

PO Reqguisilions

-Cancur Statements & Reimbursements

-Fayroll Distribution Changes X

-Summer Salary (Penod Activity Pay)
Research Annual Certification X
Financial Reporting X
Invoicing &
Lettar of Credit (LOC) Draws
Paymenis & Collections X X
Clossouls X X X
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Allowability for Direct Costs

.perinstitutional policies?
..per sponsor award terms?

Allowable -

* Required to perform project?

6 1 | } = . ; : c ;
IS thIS | RSCSESSRES Assignable with high degree of accuracy?

Expense...”

' *  Would this pass a prudent person test?
1easonaple « Istiming of purchase in line with the project’s
: D scape of work?

* s this normally charged as a direct cost?
* « |f not, why should this be treated differently?

Consistently

treated




Areas of Scrutiny

= Travel
- No alcohol allowed on sponsored awards
- Mealsshould have an itemized receipt
- Fly America Act |

= Equipment
- Be mindful of purchases towards end of project

* Participant Support Costs
- Must be tracked separately (think child funds!)
- Generally not full time NU employees
- Are not human subject payments

* Indirect Costs (F&A Costs)
- Administrative salary support
- General office supplies
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Managing Research Projects

Roles & Responsibilities — Financial Management

Principal Investigato
rincipal Tnw PEE[FI;{T

 Department
Adminlstrator (DA}

-li_-'

Research i;:!peratiu ns
-{-
(NU-RES)
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Direct Pays (DPAYS)

Purpase: To pay vendor invoices that are <55000 (i.e. vendor does not exist in Banner and NUCard isn't
accepted), issue trainee stipends, subject payments, consultant payments. NU-RES Finance reviews all
DPAY requests that include charges allocated to sponsored projects (funds Sxoxx).

Types of DPAYS:
- Domestic (Pracessed through ¥2% Vendor Papment Requests)
- International {Paper Dpay via email: researct finance@northeastsrn.egu)

The workflow involves Three Levels of approval:
1. Division
2. NU-RES

3. Accounts Payable Pls/Department RFAS raview
Admin initiates request 1o
DPAY In K201 detirrine T
the charges are
allowable.

sends to
reseach finance
inboi
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RFA sends DPAY
request along
with approvalto
AP for
ProCessing.




Required Documentation - DPAYS

Domestic DPAY International DPAY

* Copy of vendor’s invoice” Direct Pay Form

« \W-Oform * @@@ « Copy of vendor's inveoice *

* \Vendor’s international banking

* Professional Seryices Agreement (if . =l
information

needed)
* International Supplier

* Pracessed through K2's lendor Payment Registration Form *

Requests

* Processed through paper DPAY
via emait

“Forms that are required for egch DPAY submission
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Example - DPAY
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Expense Reimbursement Vouchers

Purpase: Reimburse non full-time employees or students for expenses incurred on behalf of
the University. NU-RES Finance reviews all expense reimbursement vouchers that include charges
allocated to sponsored projects (funds Sxxxor).

The workflow involves Three Levels of approval:

1. Division
2. NU-RES
3. Accounts Payable

Northeastern University
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Ple/Department
Admin initiates
Expense

=Eimbursemeant
antd sends to
respach_finance
inho

RFAs revisw
r=Equest o
deimemine If

the charges are

dllowahble.

RFA sends
Relmbuirsement
request along
with approval to
AP for
proCEssing,




Required Documentation — Expense Reimbursement

=  Expense reimbursement voucher worksheet
" |temized receipts for all expenses $75 and more
* Recorded explanation for charges under $75
=  Relevant exchange rates for international travel
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Example - Expense Reimbursement
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Self Service Banner (SSB) Requisitions

Purpose: To request Purchase Orders for domestic supplies, consultants, ad-hoc services, etc. NU-RES
Finance reviews requisition requests that include charges allocated to sponsored projects (funds Sxxxxx).

The workflow involves Three Levels of approval:
1. Division

2. NU-RES

3. Procurement

RF.ﬁ;s'_ review
requisition 1o

Pis/Department

Admin initiates 2 i
Bl determine if | 2

the charges
are allowable.

RFA approves
regquisition. PO

Requisition
request.

is generated by
Procirement.

Northeastern University
Research Enterprise Services




Self Service Banner (SSB) Requisitions Example

Step 1: Log in to myNortheastern. Go
to Services & Links, then select Banner
Finance (SSB). Click on Finance.

2)

Sept 2: Click on Requisition and
begin process.

1)

Northeastern University
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Red Flags/Concerns

Timing

= |s the payment request occurring more than 12 months from the invoice date?
= Near the end of the award/budget period?

= Near the end of the fiscal year?

Budget

= |s the index in a deficit?

*= Does this expense identify with the specific sponsor project?

= Was this expense budgeted in the original proposal?

= (Costs that are |DC excluded should be charged to specific codes

Justifications/Backup 4

®= |sthere an explanation? >
= Does it explain how the expense benefits the project? -
=  Are there receipts/backup for the expenditures posted?

»  Was prior approval needed? Ex: Restricted categories — capital expenditures
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Cost Transfers

Purpose: A cost transfer is a reassignmeant of an expense between cost centers (from one project/fund to
another). Cost transfers may be needed to correct a clerical error on an original charge or to correct the
allocation assignment of an expense.

Key Points:

s Cost Transfer reguests are submitted in the K2 Workflow.

* Requests should be made promptly using the Cost Transfer Form and must contain supporting
documentation and justification sufficient to stand the test of a formal audit.

s  Transfer that are beyond 90 days of the original transaction date require additional justification.
* Frequent, late, and inadequately explained transfers — especially those involving projects with cost overruns

or unexpended balances — raise concerns about the propriety of the transfers and call internal controls into
guestions during audit.
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Cost Transfers

When cost transfers are moving expenditures onto projects, it is critical that the transfer meet the rules
of allowability. The following are considered during the review process:

Is the project/fund active? Are funds available?

Does the request provide a clear explanation as to how the expense benefits the receiving project?
Are these costs allowable according to the award's terms and conditions?

Are they reasonable and do they meet the four key cost principles?

ool ol o o

Other general requirements:

= Debit/credit amounts, fund/index numbers, and account codes are accurate.
=p Cost Transfer Form is complete and signed.
® Backup documentation showing the original charges in Banner in included.
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Cost Transfer Journal Voucher
Moving Costs To A Sponsored Project
(K-2 Workflow)
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Other Transfer via lournal Voucher
Funding Cost Share Index
(K-2 Workflow)
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Cost Share - Internal Process at Northeastern

m— \

» Cost share
fund created
by Research
Finance

Northeastern University
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o -

* Department
submits JV to
fund cost
share

E "

Department
allocates
appropriate
expenditures

Report

* Research
Finance
distributes
monthly cost
share reports




Tracking Cost Share at Northeastern
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v The monthly Cost-Share Funding Report is distributed to each
Division on a monthly basis.

¥ Repart contains full listing of Active cost share Funds. NEU Cost
Share Fund Numbers (Numbers are exclusively for Cost
Share). Example: CS/ 509004,

Northeastern University
Research Enterprise Services v |ncludes budget, actuals, and amounts transferred




Cost Share Takeaways

= |f a cost share fund is established, the expectation is that the cost share amount should be met by the
department. Cost share is contractual agreement between the university and the sponsor.

®= Costshare expenditures are reportable to sponsors through both financial reporting and invoicing channels.

= Receiving funding transfers from departments is necessary to cover the expenditures and lead to a timely
closeout.

= |fthe cost share is not met as outlined in the award agreement, the sponsor can refuse payment of an
invoice until the cost share obligation is met.
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Subaward Management

Northeastern
University




Subaward Issuance

A subaward agreement is a formal written contract made between NU and another institution or organization to
perform an intellectually significant portion of NU's SOW (Statement of Work) under a NU sponsored project.

Subaward team
establishes
Purchase Order

‘ (PO), completes
FFATA reporting

Subaward tcam Subrecipient

completes Risk reviews and signs Subaward team
Assessment of refmrns signed

subrecipient and subaward to

Subaward team
Collese 1s copied m
mcludes award

subrecipienis aceeptance = » p
on proposal email from GO B, e *Time to TE COLCET an

generates
Ll sabaward

sithrecipient

dependent upon
level of negobation
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Initiating Subawarads

7 An eCLAWS record will be created for subaward, accessible to the college admmustrators and NU PI

#» If an updated budget or Scope of Work 1s needed, Subaward team will request these from Caollege
Admunistrator and PI

» Dependme on the funding agency, any additions of or changes to subrecipients may require prior approval
from sponsor

#» Subaward team performs Risk Assessment and before issuung subaward

Exceptions: College ininiated subawards melude: subawards not named at time of proposal and or

programmatic changes (PI change, budget changes ete.) - college admins should ereate an eCLAWSs record
for these mstances
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Risk Assessment

Subaward team eviluates sach subrecipient entity and each subaward, srrespecuve of fimding agency

Subrecipient Entitv Assessment
*  Performed annually;
*  Review subrecipient’s single audir for comphiance with financial régulations:
*  Check publicly available resowrces to determine if subrecipient has had any documented compliance of pedformance issues;
*  Focines on determinins if subrecipientwill be zood steward for funds

Project Assessment
NEW SUBAWARDS
« Look at project specifics to derermune if the project is high risk
*  Examples of high risk may mclnde:
v Rano of ouizomsz funding vs award budzet
+  Type of work. such as a chnical tmal

RENEWAILS
«  The Pl mustaffirm f the subrecipient 1z performing satisfactonly
*  College should also look for anv red flass, such as lack of invoicing
* Pl and Colleze should discuss issues with Subaward team
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Subaward Process

# A new PO 15 created m Banner to pay umvoices
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» Once a subaward i1s fullv executed, Subreapients cannmvorce NU for expenses on their project.
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Subaward Invoice Process

Subrecipient Subaward Finance
sends mvoices Administrator
to identifies project
research invoices and logs invoices
@neu.edu mnto tracker

oubaward Finance
Admnistrator
emails mvoice to
FP1 and College

Admmistrator for
"review and

approval*

Approved invoices
are rouled to
Subaward Manager
for hnal approval
before AP

processes payment

AP posis pavment

m Banner

Subrecapient
receives payment

wvia check

Closeout: Based on outreach from the GO, the Subaward Team contacts subrecipients to remind them to complete their final reports
and submit final mveices within the timefirame speahied in the subaward. Ouce final mveice is pad, PO s iquidated 1o remove

remamng encumbrances, if any.
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Subaward Invoice Review

College Administrator & Pl Review

Subaward Manager Review

Ensure the expensesare allowable per the subawand
and the subaward budgst,

Period of thenyoice it within the budget period anc
theré are no other inveices in that period

Amocunt does not excesd authorized Dusget

Look farunexpectan expanses:

While the subrecipient often has suthority to re-
budget, the College / Pl has the right to ask shout
the changes

Red flags: travel or capital squinment —confirm if in
awarded hudpst

Verify with the Pl that the work is proceeding as
sxpectad, that the subrecipient Pl hat bhasn
responsive /(s providing reperts, etc

Rewiew the general demoagraphic informatian on the
invaice, Ensure key businass information i corred
such as subawsaro number, aates, Pl name =i

The subresipient’s mstitutional offinal sienaturs and
the 2 TFR 200.415 statement must be an il invaices
related to federally fundso sponsored projects

Ensiire any required backup dacuments are incluried
with the invorce: f required insubawsard terms

Ensure the cumuiative expenses do not exceed the
tofal approved subaward budpet

Ensure the approval fram Pl matches invoicz
=ttachead,
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The Subaward Team

Nancy Bynoe — Subaward Manager
n.Bynoe@noriheastern.edu

lulie Renkas — Subaward Administrator
.Renkas@northeastern.edu

LeAnh Wong — Subaward Finance Administrator
l.wong@northeastern.edu
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Subaward Management Key Takeaways

* Understand the steps involved of issuing outgoing subawards
* Understand the overall process of paying subrecipient invoice
* Understand roles and responsibilities around reviewing and approving invoices

* Meet your Subaward Team!
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Useful Links

Policy on Costs for Sponsored Agreements: hitn. fepboue
w2 wrrnucan cony/sues. northeastarniedu/dist b/ 30/ /files L2020/08/ Policy _on Costs for Sponsored Agreements real.poi

Pnfiqr on Cost Sharing: hitps )/ fepb-os w2 wpmucdn comysifes.northeastern.edu/dist/b/G30/ files 20820/ 059/ Palicy on Cost Shanng.gdt

Policy on Cost Transfer: hiips:/fenb-us wd womuedn camfatas northoasterm odu/dist /B /G20/Hles/2020/09/Palicy o6 Lostt Transfespdf

Research and Sponsored Programs Participant Payment Guldanee: hitol:/frecearch northeatter etfu/zop/uplaade/eted/ 2/ 2019 /01 /Pacticipant-Coste Cash-
Manapement:-Guidance- 2 17rnal.pdf

Financial Monitoring of Sponsored Programs Guidelines: Ntins Venseuoh northeastorn edufapp/uploadesiec/3/2022/03 Financlal- Manitasing-of Spaasared-Pragrams-
Guiehines.oof

Procurement Policy: hitps://wwe.northeastemn edu/policies/Policy op Procure th Psypdf

Prior Approval Matrix:

hitps://nottheastern-my.shareogint.com/personal/mse 1790 northeastem eduf/Dacuments/Microsoft 2 0Teams ¥ 20Cha1=20F les/FOP=20Pnore20Approal st OMat e gdf
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Questions?




Thank You!

LVX

VERITAS
VIRTVS



