Slide 2+3: DAY TO DAY FINANCIAL MANAGEMENT OF GRANTS AND CONTRACTS:
Slide 2: The Grant Management Specialist’s are responsible for the following:
· Understand the legal, financial, and regulatory terms and conditions of each grant award
· Identify milestones for tracking of all financial reporting 
· Prepare journal entries and payroll adjustments for accuracy and uniformity
· Approve all personnel allocations according terms and conditions and budget guidelines
· Work collaboratively with General Accounting, Special Funds, A/P, Grants & Contracts, in the management of grants and contracts
· Ensure deficits are removed and cost transferred timely
Slide 3: DAY TO DAY FINANCIAL MANAGEMENT OF GRANTS AND CONTRACTS CONT’D:
· Keeps abreast of all changes to federal regulations
· Ensures all expenses are reasonable and pass the allocability test* 
· Meets routinely with the PIs to discuss budget forecasting, deficits, outstanding cost transfers, salary default issues, etc.
· Ensures all expenses conform to 45 CFR, part 74 (federal cost principals), OMB A-110 Administrative requirements,  and GAAP
Slide 4+5: Allowable and Unallowable Costs
	Typical Allowable Costs
	Typical Unallowable Costs

	Salaries
	Alcoholic beverages

	Fringe Benefits
	Entertainment

	Travel
	Honoraria (with exceptions)

	Supplies
	Licensing costs

	Equipment (only if budgeted)
	Fund raising

	Consulting
	First class airfare

	Research Patient Care
	Construction costs

	Affiliate expenses
	Fines and penalties

	Advertising
	Reserves

	Animals

	Books

	Donor costs

	Pre-award costs (related costs 90 days prior to start date)

	Recruitment

	 Bonuses, and Stipends



Slide 6: Dana–Farber Cancer Institute Subcontract Process
NIH/DFCI requirements to issue agreements:
· Must be compliant in the following areas:		
· System of Award Management (SAM)
· Federal Wide Assurance (FWA)
· Data Universal Number System (DUNS)
· Financial Conflict of Interest (FCOI)
· Institutional Review Board (IRB)
Slide 7: Dana–Farber Cancer Institute Subcontract Process
Subcontract agreements:
·  Will be sent directly to Authorized Official (AO) at your institution
· AO (person’s name indicated on NIH face page)
·  All agreements will be sent via Adobe Echosign - Electronic signatures:
· Important to keep within the Echosign process for timing, quality and consistency of subaward 
· Please be sure to respond to all DFCI inquiries
· The above process can take several weeks/months
Slide 8: Dana–Farber Cancer Institute Subcontract Overview
DFCI Grant Contacts:
All grant inquires can be sent to:
· Amy Hayward 
	Department Grants Management Specialist  (Rebbeck, Grant Manager) amy_hayward@dfci.harvard.edu  or  (617) 632-3485
· Tami Simmons  
	Manager, Subaward Business Office   
	Office of Grants and Contracts  
	Dana-Farber Cancer Institute 
	tami_simmons@dfci.harvard.edu or subawards@dfci.harvard.edu 
Slide 9: SUB-RECIPIENT MONITORING
· A sub-recipient is a third-party organization performing a portion of a project awarded to a DFCI entity. 
· The terms of the sub-recipient relationship are documented in a negotiated agreement and signed by authorized representatives of each organization.
· DFCI is responsible for the programmatic, administrative and financial monitoring of all awards made to sub-recipients under federal and non-federal sponsored projects. 
· DFCI has the obligation, throughout the life of the award, to monitor the activities of sub-recipients to make certain that project objectives are completed and all funds are used for authorized purposes in compliance with applicable laws, regulations, and provisions of the prime contracts or grant agreements.

Slide 10:  SUB-RECIPIENT MONITORING Cont. 
Responsibilities include: 
· Ensuring that  federal awards are used for authorized purposes in compliance with laws, regulations, and provisions of the prime 
· Ensuring that sub-recipients have met the audit requirements for that fiscal year
· Issuing a management decision on audit findings within six months of receipt of the sub-recipient’s audit report
· Ensuring that the sub-recipient takes appropriate and timely corrective action
· Receiving and tracking of all invoices for accrual and monthly financials purposes
· The forwarding of invoices to the Investigators for authorization to pay
· Working with Investigators on any questionable invoices out of compliance with scope of work
· Follow-up and report any Sub-recipient that is out of compliance to the PI and Grants & Contracts 
· Tracking of sub-recipient findings for annual audit report





Slide 11: Auditing Federally Sponsored Accounts
· The Office of Management and Budget (OMB) Uniform Guidance (Subpart F - Audit Requirements) requires an annual external audit of non-profits receiving federal funds. A sample of federal awards and their direct cost transactions are selected for testing (auditing) to determine that expenditures and procedures were appropriate, allowable, and allocable to the award. Specifically, that they were:
· In accordance with sponsor terms and conditions
· In accordance with OMB Uniform Administrative Requirements (Subpart D – Post Federal Award Requirements)
· In accordance with the OMB Uniform Cost Principles (Subpart E – Cost Principles) 
· Importance of Auditing
· All federal sponsors look at the Single Audit as a “report card” of how DFCI spends its money. Audit finds are reported to the federal government and become public record; they are distributed to all federal agencies through the federal clearinghouse. Each department performing sponsored research must ensure that the reported expenditures are appropriate for the terms and conditions of the award, as well as federal cost principles/administrative requirements  DFCI policies. 
· Audit Timing 
· The annual audit begins in April/May with a planning/audit selection. Orientation of the parties takes place in June and testing occurs in the summer/fall. Preliminary findings and draft reports are issued in the fall/winter (the issue resolution period), and the final report must be issued by the end of March.
· The OMB circular can be found at http://www.ecfr.gov/cgi bin/retrieveECFR?gp=&SID=13426230d4dfc299e5c5f23221ce6613&mc=true&n=pt2.1.200&r=PART&ty=HTML#sp2.1.200.e 
Slide 12: Monitoring Expenditures
· Regular Monitoring 
· Reconciling accounts on a regular basis will help you to manage your sponsored funds to ensure that expenditures and revenues are within appropriate limits and guidelines. More information on limits and guidelines can be found on the appropriate sponsor websites and in the Uniform Guidance.  Regular monitoring of your sponsored accounts helps to:
· Ascertain that revenues have been received.
· Confirm the availability of project funds as needed.
· Ensure that costs are consistent with the project schedule and incurred between the start and stop dates of the project.
· Discover any errors in your budget, encumbrances, or expenditures whether these are caused by an end user, a service department, or any other system-generated problem.
· Avoid overspending, which may cause a deficit and limit further spending.
· Give your Principal Investigator a high degree of confidence that the project is in compliance with the sponsor's spending terms and conditions.
· Verify that cost transfers and corrections have been made or are made in a timely manner.
· Maintain a clear audit trail for the future.
· Do not wait until a problem is brought to your attention or until a project has terminated before reconciling an account. 
· The longer an error remains uncorrected, the harder it is to show that allowability and allocability are compliant with the institutions cost transfer policy. 
Slide 13: Progress Report/Carryforward/Rebudgeting  
· Progress report (non-competing renewal for Year 2):
· Documents due April 2016
· Other support
· Average calendar months over the past year
· Biosketches for new key personnel
· Other support,  IRB approval, etc. 
· Carryforward 
· Requires prior approval from DFCI/NIH
· Rebudgeting 
· In general, NIH grantees are allowed to rebudget within and between budget categories to meet unanticipated needs and to make other types of post-award changes. 
· Some changes may be made at the grantee's discretion as long as they are within NIH’s policy that the changes are 25% or less  
Slide 14: Invoices
· In order for the subcontract sites to get reimbursed for expenses, DFCI/NIH require detailed invoices that have been signed off on by the institutional authority
· Invoices must be sent in a timely manner or payment cannot be issued
· Final invoice due no later than 60 days from Year 1 end date (10/30/2016)
Slide 15: Invoice Example
Slide 16: Progress Bio Sketch – Senior Key Personnel (if applicable)
· Biosketch 
· If you have new Senior Key personnel please submit a new Bio Sketch. Please note, that there is a new Bio Sketch format as of May 2015 (http://grants.nih.gov/grants/guide/notice-files/NOT-OD-15-032.html) 
· Other Support
Please note, if there is a change on the Senior Key Personnel’s Other Support, NIH requires an updated other support with active awards listed only. Please note, this is a change to what we used to submit to NIH. In addition, NIH wants to know what changed in the Other Support http://grants.nih.gov/grants/funding/2590/2590.htm 
· Senior/key personnel are defined as individuals who contribute in a substantive measurable way to the scientific development or execution of the project, whether or not a salary is requested. Do not include other support information for Other Significant Contributors; e.g., those that may contribute to the scientific development or execution of the project, but are not committing any specified measurable effort to the project.
· **See manual for biosketch and other support samples 
Slide 17: Advanced Accounts
· DFCI allows the subcontract sites to have advance accounts if needed. 
· Grants and contracts can send an email to the institutional official confirming the award information
· There is no limit on the amount that can be spent on the advance account as long as it is within the approved budget
· Most institutions require a default department account for all expenses should a formal award not be received 


