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WHAT - PURPOSE 

Reconciling accounts on a regular basis will help you manage 
your sponsored projects to ensure expenditures and revenues 
are within appropriate limits and guidelines.  Effective award 
management supports the PI in accomplishing the statement 
of work on time, within budget, and in compliance with 
University policy and as well as sponsor regulations. 

 
UT Southwestern’s Financial Controls and Monthly Financial 
Review Procedures communicate UT Southwestern’s fiscal 
responsibilities in accordance with UT System Administration 
Policies & Standards.  More information can be found in the 
UT System Policy on the Annual Financial Report UTS 142.1. 
 

http://utsouthwestern.net/intranet/administration/accounting/doclib/financial-control-review-procedures.pdf
http://utsouthwestern.net/intranet/administration/accounting/doclib/financial-control-review-procedures.pdf
http://www.utsystem.edu/documents/ut-system-reports
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WHAT – PURPOSE (CONT’D) 

UT Southwestern expects department managers to provide oversight on how funds are 
used including ensuring; 
 
• Authorization to expend the funds exists, 

 
• Funds are handled in accordance with relevant fiscal policies (e.g. funds are spent 

appropriately in compliance with UTSW policy, as well as the sponsor, donor or 
federal guidelines), 

 
• Valid chart fields are consistently and accurately used to record financial 

transactions, 
 

• Processes and internal controls are in place, 
 

• Financial activity is reviewed for accuracy on a regular basis and reconciled to the 
departmental subsidiary systems on a regular basis (if applicable).  
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WHO – ROLES & RESPONSIBILITIES 

Principal Investigator &  
Departmental Support 
• Administers award in accordance with   

Uniform Guidance. 
• Review sponsor guidelines for terms of 

award and ensures adherence to 
sponsor guidelines and institutions 
policies. 

• Initiate salary distributions, purchase        
requisitions, check requests, expense 
reimbursements, and purchasing card 
transactions to appropriate sponsored 
projects. 

• Monthly review of all charges 
 
 
 

Sponsored Programs Administration 
 

• Award set up of sponsored project and 
notifies PI/Departmental Support of 
new subledger for sponsored project.  

• Review sponsor guidelines for terms of 
award and ensures adherence to 
sponsor guidelines and institutions 
policies. 

• Provides guidance to PI/Departmental 
Support regarding allowability of costs. 

• Approve expense transactions on 
sponsored projects. 
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WHO – ROLES & RESPONSIBILITIES 

Principal Investigator &  
Departmental Support 
• Initiate request for cost transfers to 

include system generated 
documentation reflecting original 
expense entry 

• Initiate rebudget requests 
• Timely submission of cost share 

supporting documentation, where 
applicable 

• Requests for No Cost Extensions / 
Notification of Continuation Funding to 
SPA 

• Coordinate extension request with 
SPA-Pre Award 

• Preparation of carryover request  
      (if approval required) 

• Provide Carryover Request Letter 
• Provide Carryover Budget 

 
 
 

Sponsored Programs Administration 
 

• Process cost transfer requests for 
approval in PeopleSoft system 

• Process rebudget requests 
• Email notifications of approaching end 

dates 
• Submission of No Cost Extension 

Requests to Sponsor 
• Submission of Carryover Requests to 

Sponsor 



Office of Business Affairs 
Sponsored Programs Administration 

WHO – ROLES & RESPONSIBILITIES 

Principal Investigator &  
Departmental Support 
• For sponsored projects in its final year, 

clear encumbrances/POs 
• Resolution of overdraft or unused funds 

on sponsored projects 
 

 

Sponsored Programs Administration 
• Final review of charges on grant to 

ensure compliance 
• Refund unspent funds 
• Preparation of ALL financial reports 

• Federal Financial Report (FFR) 
• Award-specific 
• Quarterly cash reconciliation 

• Report of Expenditures 
• Audit Requirements 

• Program-specific 
• A-133 audit 
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WHY – WHY MONITOR / WHY ME 
 The Office of Management and Budget developed circular A-21 (now 2 CFR, Part 

220) to describe the treatment of costs on sponsored project activities (direct and 
indirect) that can be billed to the federal government.  
 

 Uniform Guidance applies to all federally funded projects including federal 
funding through a non-federal agency.  
 

 From the Uniform Guidance, “The recipient institution is responsible for ensuring 
that costs charged to a sponsored agreement are allowable, allocable, and 
reasonable...”  
 

 The UT Southwestern accounting system places considerable authority and 
responsibility directly with the Principal Investigator and their respective 
departmental personnel.  
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WHY – WHY MONITOR / WHY ME 
 Such a system requires the development of significant expertise at the department 

level and relies heavily upon the compliance of principal investigators, 
administrative assistants and those who create accounting documents.  
 

 Charges on grant accounts are certified by Principal Investigators to confirm the 
appropriateness of the expense each month. 
 

 UT Southwestern expects sponsored projects expenditures to be managed in 
conformity with the budget for an activity and deviations should be clearly 
explained.   
 

 It is especially important to understand that deviations from the budget may 
require approval from the sponsor.   
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WHY – WHY MONITOR / WHY ME 
 Also, any expenditure in excess of the authorized budget must be transferred to 

another allowable source.   
 

 All expenses over and above the sponsors approved total awarded amount will not 
be approved for reimbursement by the sponsor and therefore must be moved to 
an alternate source of funds. 
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RECENT AUDITS AND SETTLEMENTS 

Disallowed costs &  
Effort Reporting  

Non-Compliance: 
  Significant Audits & Settlements 

Johns Hopkins University 
Overstatement of Committed Effort    
$2.6 million 

Northwestern University 
Effort Inappropriately Charged 
$5.5 million 

University of South Florida 
Equipment Purchases After Grant 
Ended 
$4 million in clerical costs 

Harvard 
Effort Reporting 
$2.4 million 

Mayo Clinic 
Unallowable Charges 
$6.5 million 

University of Minnesota 
Program Income and Clinical Trials 
$32 million 

University of Connecticut 
Training Grant Issues 
$1.3 million 

University of Chicago 
Mischarging Federal Grants 
$650,000 

East Carolina University 
Incorrect Effort Reports and 
Equipment Charge Not Used on 
Grant 
$2.1 million 
 

George Washington University 
PI Fraud 
$10 million 

Florida International University 
Improper Billing for Scientists’ Time & Travel 
$11.5 million in requested refund 

Stanford University 
Unallowable Costs 
$3.1 million 
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HOW – WHAT TO LOOK FOR 
TASK SYSTEM(S) SOURCES SUGGESTED REPORTS 

MONTHLY BUSINESS PROCEDURES 

Review payroll reports to verify that hires, 
terminations, leaves, salary changes, etc. 
have been properly recorded.  

PeopleSoft HCM  
 

Department EOPE Report 
Payroll to GL Recon Report 
Leave Activity Report by Report-To 
HCM Payroll Reports by Funding Dept. 

Respond to communications from 
Accounts Payable regarding PO/ voucher 
approvals, amounts, etc. to ensure timely 
posting in the financials. 

PeopleSoft Accounts Payable and/or 
Purchasing module  
 

PeopleSoft Accounts Payable Inquiry 
Purchasing Inquiry 
Requisition Inquiry 
PeopleSoft GL Summary 

Verify that approved vouchers have been 
processed and paid.   
 

PeopleSoft Accounts Payable and/or 
Purchasing module  
 

PeopleSoft Accounts Payable Inquiry 
 

Obtain and file monthly statements and 
receipts from purchasing cardholders. 

BuyCard Marian Colorado (Purchasing) 

https://my2.swmed.org:44320/psp/HCPRD/EMPLOYEE/HRMS/c/UT_HR_EOPE_RPT.UT_HR_EOPE_RUN.GBL?PORTALPARAM_PTCNAV=UT_HR_EOPE_RUN_GBL&EOPP.SCNode=HRMS&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UT_DEPT_RPT_F&EOPP.SCLabel=UT%20Department%20Reports&EOPP.SCPTfname=UT_DEPT_R
https://my2.swmed.org:44320/psp/HCPRD/EMPLOYEE/HRMS/c/UT_PY_HCM853.UT_PY_PYTOGL_RECON.GBL?PORTALPARAM_PTCNAV=UT_PY_PYTOGL_RECON_GBL&EOPP.SCNode=HRMS&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UT_DEPT_RPT_F&EOPP.SCLabel=UT%20Department%20Reports&EOPP.SCPTfname=UT_
https://my2.swmed.org:44320/psp/HCPRD/EMPLOYEE/HRMS/c/UT_RPTS_TO_RUNCTL.UT_RPTS_TO_RUNCTL.GBL?PORTALPARAM_PTCNAV=UT_RPTS_TO_RUNCTL_GBL&EOPP.SCNode=HRMS&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UT_DEPT_RPT_F&EOPP.SCLabel=UT%20Department%20Reports&EOPP.SCPTfname=
https://swap.swmed.org/sites/ba/reports/SitePages/Home.aspx
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/ERP/c/ENTER_VOUCHER_INFORMATION.AP_VCHR_INQ.GBL?PORTALPARAM_PTCNAV=EP_AP_VCHR_INQ_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=Vouchers&EOPP.SCFName=EPAP_VCHR_REVIEW&EOPP.S
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/ERP/c/MANAGE_PURCHASE_ORDERS.PO_INQUIRY.GBL?PORTALPARAM_PTCNAV=EP_PO_INQUIRY&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=Review%20PO%20Information&EOPP.SCFName=EPPO_REVIEW_POS
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/ERP/c/REQUISITION_ITEMS.REQ_INQUIRY.GBL?PORTALPARAM_PTCNAV=EP_REQ_INQUIRY_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=Requisitions&EOPP.SCFName=EPCO_REQUISITIONS&EOPP.SCSe
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/UTRPT/c/UTFIN1314.UTFIN1314.GBL?PORTALPARAM_PTCNAV=UTFIN1314_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=UT%20Southwestern%20Custom&EOPP.SCFName=UT_FI_CUSTOM&EOPP.SCSecond
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/ERP/c/ENTER_VOUCHER_INFORMATION.AP_VCHR_INQ.GBL?PORTALPARAM_PTCNAV=EP_AP_VCHR_INQ_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=Vouchers&EOPP.SCFName=EPAP_VCHR_REVIEW&EOPP.S
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HOW – WHAT TO LOOK FOR 
TASK SYSTEM(S) SOURCES SUGGESTED REPORTS 
Check recurring charges (i.e. 
telecommunications, copier(s) for 
existence and reasonableness.

  

PeopleSoft Financials 
 
OAS Archived Reports 
UTSW Administration > Decision 
Support > Financial and HR Reports > 
*OAS Legacy Reports > Department 
Reports > Financial Reports 

PeopleSoft GL Summary 
 
Full list of reports will populate 
OAS Archived Reports > Department 
Reports  

Process accruals for any unrecorded 
revenue or expenses (for admin 
departments).  

PeopleSoft Financials  
 

PeopleSoft GL Summary 
Hospital Income Statement 
UTSW MDF Report 

REVIEW TRANSACTIONS 

Salary and benefits expense. Verify the 
employees and amounts are correct. 

PeopleSoft HCM Payroll to GL Recon Report 
HCM Payroll Reports by Funding Dept. 

Review payroll reports for disallowed 
fringes (fellowships/training 
grants/private sponsors ) 

PeopleSoft HCM Payroll to GL Recon Report 
HCM Payroll Reports by Funding Dept. 

https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/UTRPT/c/UTFIN1314.UTFIN1314.GBL?PORTALPARAM_PTCNAV=UTFIN1314_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=UT%20Southwestern%20Custom&EOPP.SCFName=UT_FI_CUSTOM&EOPP.SCSecond
http://communities.utswhs.com/badecisionsupport/SitePages/OASArchiveReports.aspx?RootFolder=/badecisionsupport/Reports/OAS-HRMS%20Archive%20Reports/4.%20Department%20Reports/Financial%20Reports&FolderCTID=0x01200092C2810B98D87343AE11F2C6317268D3&View=%7B003A61C7-E472-474F-8410-AD0F1127E4DA%7D
http://communities.utswhs.com/badecisionsupport/SitePages/OASArchiveReports.aspx?RootFolder=/badecisionsupport/Reports/OAS-HRMS%20Archive%20Reports/4.%20Department%20Reports/Financial%20Reports&FolderCTID=0x01200092C2810B98D87343AE11F2C6317268D3&View=%7B003A61C7-E472-474F-8410-AD0F1127E4DA%7D
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/UTRPT/c/UTFIN1314.UTFIN1314.GBL?PORTALPARAM_PTCNAV=UTFIN1314_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=UT%20Southwestern%20Custom&EOPP.SCFName=UT_FI_CUSTOM&EOPP.SCSecond
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/ERP/c/REPORT_BOOKS.NVS_REPORT_REQUEST.GBL?FolderPath=PORTAL_ROOT_OBJECT.UTSW_PS_FSCM.UT_FM_PT_REPORTING_TOOLS.UT_FM_PT_REPORT_BOOKS.UT_FMPT_NVS_REPORT_REQUEST_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,I
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/ERP/c/REPORT_BOOKS.NVS_REPORT_REQUEST.GBL?FolderPath=PORTAL_ROOT_OBJECT.UTSW_PS_FSCM.UT_FM_PT_REPORTING_TOOLS.UT_FM_PT_REPORT_BOOKS.UT_FMPT_NVS_REPORT_REQUEST_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,I
https://my2.swmed.org:44320/psp/HCPRD/EMPLOYEE/HRMS/c/UT_PY_HCM853.UT_PY_PYTOGL_RECON.GBL?PORTALPARAM_PTCNAV=UT_PY_PYTOGL_RECON_GBL&EOPP.SCNode=HRMS&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UT_DEPT_RPT_F&EOPP.SCLabel=UT%20Department%20Reports&EOPP.SCPTfname=UT_
https://swap.swmed.org/sites/ba/reports/SitePages/Home%20(All%20Departments).aspx
https://my2.swmed.org:44320/psp/HCPRD/EMPLOYEE/HRMS/c/UT_PY_HCM853.UT_PY_PYTOGL_RECON.GBL?PORTALPARAM_PTCNAV=UT_PY_PYTOGL_RECON_GBL&EOPP.SCNode=HRMS&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UT_DEPT_RPT_F&EOPP.SCLabel=UT%20Department%20Reports&EOPP.SCPTfname=UT_
https://swap.swmed.org/sites/ba/reports/SitePages/Home.aspx
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HOW – WHAT TO LOOK FOR 
TASK SYSTEM(S) SOURCES SUGGESTED REPORTS 

Travel and entertainment expense. Verify 
the expense is legitimate.  

PeopleSoft Financials PeopleSoft GL Summary 
Reimbursement Report by Report-To 

Telecommunications & desktop support 
expense. Verify the accuracy of the 
amount charged.   

PeopleSoft Financials PeopleSoft GL Summary 

Transactions from unfamiliar or 
questionable authorities reviewed.  

PeopleSoft Financials 

 
PeopleSoft GL Summary (Exceptions) 

Large amounts reviewed. PeopleSoft Financials PeopleSoft GL Summary 

Miscellaneous expenses reviewed. PeopleSoft Financials PeopleSoft GL Summary 

REVIEW FINANCIAL ACTIVITY 

Review current activity compared to past 

trends.   
PeopleSoft Financials Dept. Financial Summary Reports & 

Subledger Reports 
All Funds Reports 
PeopleSoft GL Summary 

https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/UTRPT/c/UTFIN1314.UTFIN1314.GBL?PORTALPARAM_PTCNAV=UTFIN1314_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=UT%20Southwestern%20Custom&EOPP.SCFName=UT_FI_CUSTOM&EOPP.SCSecond
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/ERP/c/UT_RMBRSE_RPT.UT_RMBRSE_RPT.GBL?FolderPath=PORTAL_ROOT_OBJECT.UTSW_PS_FSCM.UT_FI_CUSTOM.UT_EXPENSES.UT_RMBRSE_RPT_GBL&IsFolder=false&IgnoreParamTempl=FolderPath,IsFolder
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/UTRPT/c/UTFIN1314.UTFIN1314.GBL?PORTALPARAM_PTCNAV=UTFIN1314_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=UT%20Southwestern%20Custom&EOPP.SCFName=UT_FI_CUSTOM&EOPP.SCSecond
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/UTRPT/c/UTFIN1314.UTFIN1314.GBL?PORTALPARAM_PTCNAV=UTFIN1314_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=UT%20Southwestern%20Custom&EOPP.SCFName=UT_FI_CUSTOM&EOPP.SCSecond
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/UTRPT/c/UTFIN1314.UTFIN1314.GBL?PORTALPARAM_PTCNAV=UTFIN1314_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=UT%20Southwestern%20Custom&EOPP.SCFName=UT_FI_CUSTOM&EOPP.SCSecond
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/UTRPT/c/UTFIN1314.UTFIN1314.GBL?PORTALPARAM_PTCNAV=UTFIN1314_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=UT%20Southwestern%20Custom&EOPP.SCFName=UT_FI_CUSTOM&EOPP.SCSecond
https://swap.swmed.org/sites/ba/reports/SitePages/Home%20(All%20Departments).aspx
https://swap.swmed.org/sites/ba/reports/SitePages/Home%20(All%20Departments).aspx
https://swap.swmed.org/sites/ba/reports/SitePages/Home%20(All%20Departments).aspx
https://my.swmed.org:44350/psp/PAPRD/EMPLOYEE/UTRPT/c/UTFIN1314.UTFIN1314.GBL?PORTALPARAM_PTCNAV=UTFIN1314_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=UTSW_PS_FSCM&EOPP.SCLabel=UT%20Southwestern%20Custom&EOPP.SCFName=UT_FI_CUSTOM&EOPP.SCSecond
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ALLOWABLE, ALLOCABLE, REASONABLE 
Monitoring awards ensures expenditures are allowable, allocable, and reasonable to a 
specific sponsored project in accordance with award budget, sponsor guidelines, 
and UTSW policy. 
 
Allowable:  A cost is allowable to a project if the costs are: 
• Reasonable; 
• Allocable to the specific project; 
• Treated consistently in like circumstances; and 
• Conform to any limitations of the cost principles or the sponsored agreement. 

 
Allocable:  A cost is allocable to a project if goods or services involved are chargeable or 
assignable in accordance with the relative benefits received by the projects. In order to be 
allocable a cost must be treated consistently in like circumstances. 

 
Reasonable:  Costs must reflect what a “prudent person” would pay.  
 
For further information see 2 CFR 220 (OMB Circular A-21). 
 

http://www.gpo.gov/fdsys/pkg/CFR-2012-title2-vol1/pdf/CFR-2012-title2-vol1-part220.pdf
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TYPICAL UNALLOWABLE COSTS 
1. Advertising-including radio, television, 

exhibits, promotional items, production of 
internal newsletters and magazines. 
Advertising costs for patient recruitment 
and fellowship and  

2. Alcoholic beverages 
3. Graduation ceremonies and other 

commencement expenses 
4. Bad debt expense 
5. Internal allocation of interest 
6. Fund raising 
7. Fines and penalties 
8. Costs of professional investment advice 
9. Costs of faculty or administrative housing 
10. Personal use of institutional automobiles 

or other property and services 
11. Club and civic and community 

memberships 
12. Alumni activities 
13. Lobbying 

 

14. Public relations 
15. Medical malpractice insurance 
16. Meals and travel associated with lobbying 

and fund raising, alumni activities 
17. Entertainment for holidays, retirements 

and other costs for recruiting, entering and 
tickets to events 

18. Student activities 
19. Unrecovered costs (losses) of service 

centers 
20. Costs for prosecuting claims against the 

federal government 
21. Overdrafts on restricted funds 
22. Contributions and donations 
23. Passports 
24. Meetings/Conferences 
25. Membership Dues – Non Faculty 
26. Postage 
27. Duplicating and PhotoCopy 
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TIPS – TRICKS - TOOLS 
TIPS/TRICKS: 
 

• Always review sponsors guidelines for allowable/unallowable expenses 
 

• Use a bank account reconciliation method to monitor expenses (always know how 
much you have, how much you spend and how much you have left) 
 

• When submitting rebudget requests – be sure to properly account for affected F&A.  
F&A eligible vs. F&A ineligible categories of expense  
 

• Items normally excluded from F&A Calculation: 
• Capital expenditures 
• Equipment 
• Fellowships 
• Patient care costs 
• Rental costs of off-site facilities 
• Scholarships 
• Subcontract costs in excess of the first $25,000 
• Tuition 
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TIPS – TRICKS - TOOLS 

TOOLS: 
 
• UTS 142.1 – Financial Controls and monthly financial review procedures (for 

Depts):  http://www.utsouthwestern.net/intranet/administration/sponsored-
programs/doclib/financial-control-review-procedures.pdf 
 

• PI guidance to Allowable Costs for Sponsored 
Programs:  http://www.utsouthwestern.net/intranet/administration/sponsored-
programs/doclib/pi-guidance-on-allowable-costs-14-13.pdf 
 

• Explanation of reasonable/allocable/allowable 
costs:  http://www.utsouthwestern.net/intranet/administration/sponsored-
programs/research-lifecycle/award-management/explanation-of-costs.html 
 

 

http://www.utsouthwestern.net/intranet/administration/sponsored-programs/doclib/financial-control-review-procedures.pdf
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/doclib/financial-control-review-procedures.pdf
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/doclib/pi-guidance-on-allowable-costs-14-13.pdf
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/doclib/pi-guidance-on-allowable-costs-14-13.pdf
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/research-lifecycle/award-management/explanation-of-costs.html
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/research-lifecycle/award-management/explanation-of-costs.html
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TIPS – TRICKS - TOOLS 
TOOLS: 
 
• Monthly monitoring of expenditures on sponsored 

projects:  http://www.utsouthwestern.net/intranet/administration/sponsored-
programs/research-lifecycle/award-management/#monitoring-and-oversight 
 

• Monthly financial review tool 
set:  http://www.utsouthwestern.net/intranet/administration/sponsored-
programs/doclib/monthly-financial-review-toolset.pdf 
 

• PI All Funds 
Report:  http://www.utsouthwestern.net/intranet/administration/sponsored-
programs/doclib/pi-all-funds-report-admin.pdf 
 

• Monthly financial review 
checklist:  http://www.utsouthwestern.net/intranet/administration/sponsored-
programs/doclib/monthly-financial-review-checklist-form.pdf 

 

http://www.utsouthwestern.net/intranet/administration/sponsored-programs/research-lifecycle/award-management/#monitoring-and-oversight
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/research-lifecycle/award-management/#monitoring-and-oversight
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/doclib/monthly-financial-review-toolset.pdf
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/doclib/monthly-financial-review-toolset.pdf
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/doclib/pi-all-funds-report-admin.pdf
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/doclib/pi-all-funds-report-admin.pdf
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/doclib/monthly-financial-review-checklist-form.pdf
http://www.utsouthwestern.net/intranet/administration/sponsored-programs/doclib/monthly-financial-review-checklist-form.pdf
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TIPS – TRICKS - TOOLS 

TOOLS: 
 
• Budget Overview Inquiry 

Manual:  http://www.utsouthwestern.net/intranet/administration/accounting/doc
lib/budget-overview-inquiry-manual.pdf 
 

• Encumbrance and Pre-encumbrance 
guidelines:  http://www.utsouthwestern.net/intranet/administration/accounting/
doclib/encum-pre-encum-guidelines.pdf 
 

• BI-Portal GL-Post Award Report:   
http://swlxpbi1.swmed.org:9704/analytics/saw.dll?PortalPages&PortalPath=%2fsh
ared%2fAnalyst%2f_portal%2fDepartmental%20Financial%20Reports&Page=GL%2
0-%20Post%20Awards%20Report&Done=close 
 

 

http://www.utsouthwestern.net/intranet/administration/accounting/doclib/budget-overview-inquiry-manual.pdf
http://www.utsouthwestern.net/intranet/administration/accounting/doclib/budget-overview-inquiry-manual.pdf
http://www.utsouthwestern.net/intranet/administration/accounting/doclib/encum-pre-encum-guidelines.pdf
http://www.utsouthwestern.net/intranet/administration/accounting/doclib/encum-pre-encum-guidelines.pdf
http://swlxpbi1.swmed.org:9704/analytics/saw.dll?PortalPages&PortalPath=/shared/Analyst/_portal/Departmental%20Financial%20Reports&Page=GL%20-%20Post%20Awards%20Report&Done=close
http://swlxpbi1.swmed.org:9704/analytics/saw.dll?PortalPages&PortalPath=/shared/Analyst/_portal/Departmental%20Financial%20Reports&Page=GL%20-%20Post%20Awards%20Report&Done=close
http://swlxpbi1.swmed.org:9704/analytics/saw.dll?PortalPages&PortalPath=/shared/Analyst/_portal/Departmental%20Financial%20Reports&Page=GL%20-%20Post%20Awards%20Report&Done=close


Office of Business Affairs 
Sponsored Programs Administration 

  

A Walk Through  
The Process 



Office of Business Affairs 
Sponsored Programs Administration 

Notice of Award 



Office of Business Affairs 
Sponsored Programs Administration 

  



Office of Business Affairs 
Sponsored Programs Administration 

  



Office of Business Affairs 
Sponsored Programs Administration 

  



Office of Business Affairs 
Sponsored Programs Administration 

BUDGET REQUESTED 



Office of Business Affairs 
Sponsored Programs Administration 

SPONSOR GUIDELINES 



Office of Business Affairs 
Sponsored Programs Administration 

GRANT GUIDELINE CONTENTS 



Office of Business Affairs 
Sponsored Programs Administration 

GUIDELINE CONTENTS   



Office of Business Affairs 
Sponsored Programs Administration 

GUIDELINE CONTENTS   



Office of Business Affairs 
Sponsored Programs Administration 

GUIDELINE CONTENTS   



Office of Business Affairs 
Sponsored Programs Administration 

NEXT STEPS 
AWARD ACCEPTANCE 
• Review the Notice of Award 
• Review the Sponsor Guidelines 
• Obtain your subledger number 
• Allocate payroll to the subledger 
• Initiate purchase requisitions 

 
MONTHLY REVIEW 
• Review your expenses monthly 
• Know what has posted to your subledger and what has been spent 
• If errors are found, initiate requests for corrections 

 
UPON TERMINATION OF THE AWARD 
• Stop allocating expenses to the subledger 
• Review your expenses to prepare for final close out 
• Initiate release of encumbrances 
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QUESTIONS? 

CONTACT INFORMATION 
 

SPONSORED PROGRAMS ADMINISTRATION 
 
Su Cole, Supervisor   Tonya Kimble, Supervisor 
Research Award Accounting  Reporting  
su.cole@utsouthwestern.edu  tonya.kimble@utsouthwestern.edu 
214-648-4392   214-648-0837 

mailto:su.cole@utsouthwestern.edu
mailto:su.cole@utsouthwestern.edu
mailto:tonya.kimble@utsouthwestern.edu
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