PI and Grants Manger Responsibilities

Research Administration Procedures for Sponsored Research(
· New Awards:
· The PI is responsible for working with the Grants Manager to finalize the budget based on awarded fund level.

· The PI must complete PI designee form for the new award, if applicable.

· The PI and Grants Manager need to work together to ensure all service center system accesses are completed for the new award, e.g. Polaris, Cell Center, etc.

· Monthly reports (Business Objects query titled “grant report”) of previous month’s expenditures:
·  On a monthly basis, the PI will receive an electronic version of each “grant report” for which he/she is responsible.
· This report will provide a summary and detail of all transactions on the PI’s grant for the previous month.

· In the email, the grants manager will outline possible errors or concerns (i.e. low balances, approaching end dates, cost transfers that were processed, etc.)

· The PI will be required to review & approve these transactions electronically by replying to the email, or manually by printing out and signing the report.  
· The grants manager will be required to follow-up to ensure that the PI approves his/her monthly report. The approval and report should be filed in the grant file.
· Cost transfers and payroll reallocations: 
· Please refer to the “quick reference guide” with new instructions for the new policy
· Reference University policy #2113 Cost transfers and payroll reallocations.

· http://www.finance.upenn.edu/vpfinance/fpm/2100/2100_pdf/2113.pdf
· Cost transfers and journal entry approvals must be documented either electronically in the email from the PI, or manually on the form and report. In addition both PI and grants manager must work together to provide the following:

-How and why did the error occur?

-Describe the expenditure’s direct benefit to the new grant.

- Is it allowable for the project being charged?
-Is the cost transfer timely (within 90 days of month-end, unless extenuating circumstances exist)?

-email must be sent to ORS

· Explanations such as “to correct an error” or “to transfer to correct project” are unacceptable.

· Note that the original invoice must be pulled from the expense folder and re-filed in the debited account’s expense folder attached to the Journal Batch form (business office).

· Cost transfers need to be approved (signed) by the PI or electronically approved by the PI
· It is imperative that this approval be kept together with the journal batch.

· Before completing the cost transfer all documentation should be provided to your director for review and signature before completing the journal. After approved send all documentation electronically to ORS via BEN upload.  GM must file this documentation in the Cost Transfer folder per Fiscal year.

· Payroll reallocations

· PI approval and justification answering the questions above must be filed with the appropriate reallocation screen.  

· Before completing the cost transfer all documentation should be provided to your director for review and signature before completing the journal. After approved you may proceed in the University system and it will be routed to ORS. GMs must file all documentation electronically in the Cost Transfer Fiscal year folder.
· ULAR purchases and per diem:
It is requested that the PI forward the business office/grants manager a copy of the ORA approval letter for filing, to assure that these request forms are signed in a timely manner.

· The title for the protocol # on ULAR request forms must relate and match the appropriate grant and grant title. This can be done by comparing this information using BEN reports (this technique will change when administrators are given access to protocol information in PennERA).

· The PI must complete the following access forms in POLARIS:

· Authorization and Access form for Animal Requistioner

· Authorization and Access form for Additional Cage Card Requestor 

· Human subjects (participant remuneration):
· One blank current IRB approved informed consent must be given to the Grants Manager (IRB DATE STAMP MUST BE CURRENT)
· PI/designee should have a log for tracking of any pre-paid remuneration (gift cards, parking coupons). Relevant information includes:
· to whom payments are made (recipient of the payment)
· amount of the payment

· type of payment

· account number

· reason for payment
· C-2 completed at distribution

· reconciliation of used balances.

· 2 vouchers must be completed for all payments on C-form and Petty Cash

· Reimbursements if out of pocket expenditures for participants:

· Receipts- no matter what the dollar amount.
· PI authorization

· Included in approved consent form.

· Subcontract Invoices:
· Subcontract invoices must be manually or electronically approved by the PI and filed in the expense file in the business office before invoices are paid by Accounts Payable.
· Miscellaneous:
·     PI Designee 

· Letters are required to be updated on an annual basis. This will also ensure that designees are being monitored by the PI.

· Post-doc charges

·  A copy of each post-doctoral fellow appointments letter must be filed in his/her personnel file to justify the current year’s health insurance expense.
·   Service centers:
· When lab members need to be added to a service center website for ordering the PI or PI designee will need to complete this task. Some service centers require the Grants Manager to approve this. Please notify your Grants manager if this is the case. 

· Time reporting: 
· PI’s, lab managers and supervisors are required to keep track of their staff’s time balances for all employees. 
· Time off requests are to be requested and approved in the new Workday system. https://portal.apps.upenn.edu/penn_portal/u@penn.php
· Computer Connection & Bookstore Requisitions 

· When approving these requisitions, the approver must follow-up to assure that the original receipt is returned to the business office and filed in a current expense folder.  The PI must be informed if receipts are not returned. Requestor will no longer be permitted to obtain requisitions if receipts are not returned to the business office.
· Purchase Orders/Requisitions:
· Please reference University policy #2106 Financial Responsibility concerning responsibility for the financial administration of sponsored projects.

· http://www.finance.upenn.edu/vpfinance/fpm/2100/2106.shtml
· All purchase orders/requisitions must be approved by the PI/PI-designee using the purchase order request form and filed appropriately by the business office.
· Labs that have requisitioners need to complete the PO request form and have it approved by the PI or PI-designee. These request forms must be sent to the PO manager before he/she approves the requisition. The business office will then file the request form in the appropriate grant’s current expense folder.
· Approval from CPUP or SOM directors is required for orders using departmental funds. 
· PI may be required to provide justifications for orders that may not appear allocable to one project. Example:  computers, computer software, licenses, and accessories.  NOTE: Office supplies are not allowable on federal grants. Please refer to University Policy and A-21 for additional information.
· PI will be emailed directly to confirm orders submitted by lab members (including designees)for Computer/accessories/software.
· ProCards:
· Please reference University policy #2300 Procurement/Disbursements concerning the use of a MasterCard purchasing card.
· https://www.finance.upenn.edu/sites/default/files/2303.pdf

· https://cms.business-services.upenn.edu/purchasing/making-purchases/purchasing-basics/card-programs/purchasing-card/279-card-usage-guidelines.html

· ProCard holders must complete a request form entitled “ProCard Purchase of Good and Services” for all procard transactions. This form will be sent electronically to all ProCard holders and can be obtained in the business office.

· It is mandatory that all procard holders forward a copy of their credit card monthly statements with attached supporting documentation to the business office with the appropriate authorizing signatures. (Supporting documentation must be pCard form which includes the justification of the purchase and PI signature with account number as well as a copy of the receipt)
· Amazon-it is expected that Amazon Business will be utilized only when sourcing miscellaneous items that cannot be obtained through Penn’s preferred contract suppliers. https://cms.business-services.upenn.edu/purchasing/making-purchases/purchasing-basics/amazon-business-account.html
· Can only be utilized for University Business related expenses
· Travel and Request for Payment forms (Reimbursements):

· Travel Reimbursement Requests: must use a US carrier and you should be utilizing the University recommended Travel agency http://portal.worldtravelinc.com/uofp/Home.aspx
· University Forms page:  http://www.finance.upenn.edu/comptroller/forms/
· Domestic: this must also be accompanied by a Justification form for Grants “Travel and Entertainment Form” 
· Must include: 

· Detailed/itemized receipts 
· justification form. (if for some reason an original signature is unable to be acquired, an email from the individual with a description of the reimbursement dates, amounts and travel location must be in the email from the requestor)
· If you are requesting per diem than you need to provide a copy of the site you obtained the per diem if not in Concur
· Proof of attendance to event are required (program, conference badge etc). This is also used to verify if meals were provided.  (meals should not be requested if they were provided at the conference)
NOTE: object code 5214 is UNALLOWABLE on federal awards. Object codes for travel reimbursement are 5200-5212, if you are unsure please contact our office.

. 
System went live 4/2018-revised instructions
· Non-PO Requests for payments: Any reimbursement not related to entertainment or travel.  

· System:  https://weblogin.pennkey.upenn.edu/login?factors=UPENN.EDU&cosign-isc-seo-bsdceapprl01-0&https://prod.campusexpress.upenn.edu/weblogin/sciquest/access
· W-9 if the vendor is not in the university system (you must click on “request New Supplier link”)

· REQUIRES:

https://cms.business-services.upenn.edu/purchasing/making-purchases/marketplace-enhancements/training/reference-guides.html
· http://www.finance.upenn.edu/ftd/documentation/QRG_NonPO_Request.pdf
· Reimbursements to students/trainees are required to also have a “statement of Business connection form”

· Honorarium payments are required to have “Honoraria Eligibility Certification Form”
· Contractors are required to also provide “C-12 Independent Contractor Determination & Certification form”

· NOTE:

· CONCUR requests need to have all the same documentation and policies apply to the electronic payment request process. Justification and PI approval are absolutely necessary. These can be uploaded as an email or a completed justification form.
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