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Organizing UNM Contracts and Grants

This Manual will help you to understand Contracts and Grants at UNM, and will assist you in
evaluating the way your department manages Contracts and Grants. If you determine upon evalua-
tion that changes in your department processes need to be implemented, this material will help you
decide what changes to make.

The goal of this manual is to make the management of Contracts and Grants more effective
for you, your principal investigators, and your department as a whole.

Introduction

About Contracts and Grants

Contracts are legal agreements entered into by UNM and one or more party to provide a good
or service in exchange for money. The Contract will spell out what UNM is to provide, when it is to
be provided, and other pertinent information.

Grants are awards of money to be used for a specific purpose. Grant money is not a loan or a
gift.

At UNM, both Contracts and Grants are tracked in the Contract and Grant Accounting Office
(CGAOQ). The Pre-Award office is responsible for assisting principle investigators (Pls) and their de-
partments in the proposal stage of a contract or grant.

Once the award notification is sent to the CGAO, an index is set up in Banner and all expendi-
tures must be recorded in Banner. These funds are restricted funds. There are specific ways in
which these funds may be spent, and the purchases made with these funds must further the scope
of work of the contract or grant award.

Departmental Responsibilities

The Pl is responsible for overall project management and completion of the statement of
work. The Pl (or a delegate) is also responsible for initiating and reviewing expenditure documents
and reconciling. An efficient way of gathering and tracking contract and grant documents is neces-
sary. Contracts and grants spending must be monitored for appropriateness per the award docu-
ments, and for accuracy. Any errors should be corrected monthly.  Original source documents
must be retained by the department, these are usually time cards, participant records, and technical
reports. The CGAO is responsible for retaining any documents processed centrally (e.g. travel
vouchers, purchase requisitions).

There is no “one way” to properly organize contract and grant documents. Some basic me-
thods are:

1) Have an organizational plan. Select a way to organize your contracts and grants that works
for you.



2) Keep key documents for each contract or grant readily available as well as other information
collected and accumulated for that contract or grant.

3) Have an assigned person for each contract or grant who is responsible for:
a. Understanding the contract or grant
b. Reconciling the contract or grant monthly

c. Communicating with the principle investigator (Pl) regularly about the contract or
grant

You may have different people assigned to complete each of these tasks, but each task will be
done for each contract or grant within your department.

Document Collection Systems

Binders. Put all the information concerning a given contract or grant in a binder with tabs divid-
ing the material into sections such as Correspondence, Grant Documents (award document, in-
dex notification, cost share documentation, F&A split) agreements, Cost Categories (salaries,
supplies, travel, subcontracts, equipment, etc.).

Accordion Folders. Same as above, but use less expensive folders. The categories into which
the material is divided generally depends on the contract or grant involved for any document
collection system. For instance, if sub awardees are involved, a sub awardee section is included.
If cost share is involved, a cost share section is included.

Manila folders. Same as above, but using manila folders and kept in a filing cabinet drawer.

Documents

Generally, a copy of all contract and grant documents are kept by the department. These may
include:

Pre Award Documents
Final Proposal

This is what the principal investigator submitted to the awarding agency to obtain the grant.
“Final” means this is the one that the grantor accepted. It may have a different budget than the
preliminary proposals, especially if the grantor did not award all the money that was requested.

The Internal Budget Worksheet (HSC)

This is an important document. It explains how your department estimated the pricing and
translated the budget information to the proposal (bid) document. You may need this if the sponsor
wants a breakdown or explanation of cost elements. It will show you what dollar amounts are ex-
pected to be spent in each Banner expense account.
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Cost Share Commitment Form

If cost share is involved, this document will explain how much cost share is proposed, and
where the cost share money is coming from.

F&A Split Agreement

F&A stands for Facilities and Administration. A percentage of the F&A earned is usually re-
turned to departments, and it may be split between several areas within UNM, depending on the
grant. This documentation will list which departments are involved, and what the percentage of
return will be. Each department tracks the F&A expense to make sure it is correct.

Proposal Data Sheet (PDS) or Proposal Summary

This is an internal document that contains information about the proposal. It is completed by
the Pl or department administrator, and routed to the appropriate Pre-Award office.

Post Award Documents

Award Notice, Award Modifications, and Pre-Award Transmittal Sheet

The award notice comes from the granting agency and contains the terms and conditions of
the award. The Pre-Award office generates a transmittal sheet which summarizes the award and
sends the transmittal and a copy of the award to the department and the CGAOQ. If an award is mod-
ified (e.g. period of performance or additional funding), the Pre-Award office generates another
transmittal sheet to include the modification.

Notice of Index or Indices

The CGAO will send an email to the department notifying them that an index has been created
in Banner. This will be the index used to expense items to the grant via P-Card, requisitions, payroll,
DPEZx, and purchase orders. Until an index is set up, you cannot expense items to the grant. You
will also receive the Signature Authorization Form with the Index notice. This form delegates signa-
ture authority and indicates the over-expenditure index to be used.

Sub Award Contract and Invoices

If one or more sub awards exist, the Pre-Award office will generate a contract to the subcontractor.
It contains the terms and conditions of the sub award, the budget, and the statement of work. The
subcontractor will submit invoices for payment according to the terms of the award.

Expenditure Documents

These can include copies of DPIs, Journal Vouchers, Purchase Requistions, stipends, honora-
riums, internal service invoices, etc.

Reports



Copies of monthly expenditure reports, generated from either Banner or internally, and any
reconciliation notes should be filed.

Closeout Process

Once the grant fund is complete, a closeout process occurs. This process will be initiated via
workflow. Workflow will generate an email to the account administrator listed for the grant in
FRAGRNT. The Pl will be copied but will not have access to the closeout documents. Those can only
be accessed by the account administrator. This will happen when the grant fund is due to end in 90
days.

The account administrator will respond to the email that the grant fund is ending (or is being
extended). If it is ending, The Fiscal Monitor will receive notification, and will forward the account
administrator the closeout documentation.

Once the account administrator has completed the closeout documentation and returned it to
the Fiscal Monitor, and the Fiscal Monitor will close the grant fund.

Final Reconcilement

In order for the CGAO to close the grant, a final reconcilement will need to be done.
The department will verify that the expenses in Banner are correct throughout the life of
the grant. They will return information received via workflow to the CGAO. Once this in-
formation is received, the grant will be closed. No more financial activity will be allowed in
Banner when the grant has been closed.

Closeout Helps
e Reconcile monthly. When the grant fund closes, you will only have the last month to ex-
amine and correct for any irregularities before completing and returning the closeout do-
cumentation to the Fiscal Monitor.

e Use Hyperion Report FRH0005-Closeout Workflow for funds ending on Contracts and
Grants, run by account administrator, to see where your grants are in the closeout
process.

e The Department Closeout Checklist (Appendix 2) can be used to help you get through all the
steps of closeout successfully.

Shadow System Pros and Cons

A shadow system is a duplicate financial system departments may utilize to track their grants.
When used, the shadow system MUST be reconciled to Banner monthly. Shadow systems are de-
veloped by the department, and may be as simple as an excel worksheet used to list all expenses as



they are incurred, or a more complex access database or excel worksheet with complex formulas
and macros.

Positive Aspects:

e Shadow systems can track Payroll encumbrances and all other encumbered items accurately
if a well constructed system is used and maintained.

e Shadow systems can be used to develop budget scenarios.

e Shadow systems can be used as a tool when reconciling Banner. If all entries are made ac-
curately to the shadow system, anything in Banner that is not in the shadow system is inves-
tigated and corrected and vise versa.

e Shadow systems can be used to produce customized reports.

Negative Aspects:
e Banner does all of the above, with the exception of some advanced payroll encumbrance
tracking.
e In order to track payroll encumbrances in a shadow system, a great deal of expertise is re-
quired to develop and maintain the system.
e For the most part, shadow systems are duplicate work.

Reconcilement

Reconciling your grant indices is expected to occur monthly. This means someone looks at all
the expenses in Banner, using either Banner forms or Hyperion reports, and makes sure all the ex-
penses:

e Are expenses pertaining to the grant. This includes payroll expenses.
e Are allowable on the grant.
o No expenses to your grant are missing.

Reporting

The most common reports available in Hyperion that are used when working with Contracts
and Grants are:

Hyperion:
Examples of these reports are in Appendix 1. Note the different layouts and report lengths, depend-
ing on what selection criteria is used.

FRHO0001 & FRH0002-Grant Ledger Detail and Summary Reports

Note that the detail page (Appendix 1A) is page 5 of 10. This report runs for one month, or in-
ception to date. You cannot run a fiscal year with this report.

The Summary report for the same grant (Appendix 1B) is only 2 pages long. Both reports can
be exported or printed.

FRHO0003-Contract and Grant Ledger Executive Summary Report



The Executive Summary report is run by organization level. It can be run within an organiza-
tion by grant, as the example report (Appendix 1C) was. This report shows active grants, inception
to date.

FRHO0004-F&A Generated by PI
This F&A report by Pl shows all the F&A generated for a selected organization level. In the ex-
ample (Appendix 1D) the organization chosen is 564A.

FRH0005-Closeout Workflow for funds ending on Contracts and Grants
You may also run the Hyperion Closeout Workflow report by organization, Pl, or Account Ad-
ministrator, to see what is outstanding and where it is in the workflow process.

FSHO0001-Salary Labor Benefits and Encumbrance Report
The Salary report, FSH0001, will show you the salary breakdown, by employee and by index. It
will allow you to reconcile the salary area of your indices.

FSH0002- Labor Distribution Report

The Salary Labor Distribution Report, FSH0002, also adds the percent of the employee’s distri-
bution to each index included. This report can be used to make sure the amount of each employee
on a grant is correct.

FOP Hierarchy and Index Lookup Report

This report is currently in Hyperion under “Finance”. It will be moved to the Production folder
in Hyperion soon. This report can be run by index, fund, organization or program code. You are able
to look up FOAPAL elements with this report.

When this report is run by organization code, it will give you, in the far left column, the finan-
cial Manager’s name for that segment of the organization. It will also give you the current operating
ledger balance, showing you at a glance what areas are in an over expenditure condition.

Customized Reports:

Many departments customize reports for their monthly meetings with their Pls. Some Pls
want all the detail and some want a summary level report. All seem to want to know how much of
the grant they have left to spend. In cases where customized reports are used, a section showing
projected expenses, such as future payroll expense and F&A expense, is usually included. When all
the projected future expenses are included, the amount left is the number the Pl wants to see; what
he has remaining to spend.



Appendices

Appendix 1A- FRH0001 Contract and Grant Ledger Transaction Detail Report

FRHO001 Contract and Grant Ledger Transaction Detail by Index RunDate/Time:  10/14/10 02:39 PM
Through The Month of OCT 2010
GRANT: 2R422: Advanced High-power Near-infrared
Transaction —Document Rule Encumbrances
Date Initiator Transaction Description D Type Class Budget Actuals [Reservations
Account: 3110 - Books Periodicals Gen
03(10/2005 MOTERO Manuals Plus 50077207 INV IPMI 0.00 61.97 0.00
Account: 3110 Total: £0.00 $61.97 $0.00
Account: 3140 - Computer Software Gen
04M13/2005 MOTERO Symantec 50094195 INV IPMC 0.00 (2.02) 0.00
04/13/2005 MOTERO Symantec S0094196  INV IPMC 0.00 (2.02) 0.00
04/13/2005 MOTERO Symantec 50094198 INV IPMI 0.00 g7 0.00
Account: 3140 Total: £0.00 $27.93 $0.00
Account: 3180 - Non Capital Equipment <$5,001
06/30/2004 LGULBRAN 324821 - Actuals Converted JGBDO4 JV ITG 0.00 1,196.00 0.00
Account: 3180 Total: $0.00 $1,196.00 $0.00
Account: 31KO0 - Postage Gen
09/01/2004  JNIXON United Parcel Senvice 10005048 INV IMMI 0.00 481 0.00
09/27/2004 MOTERO Apallo Instruments Inc 10021290 INV IMMI 0.00 50.00 0.00
03/30/2005  JMIXON DHL V52031 Joo27s3s v JE2 0.00 103.00 0.00
Account: 31K0 Total: $0.00 $157.81 $0.00
Account: 3800 - In State Travel Gen
06/30/2004 LGULBRAN 324821 - Actuals Converted JGBDO4 Jv ITG 0.00 5,059.54 0.00
06/30/2004 JOKEEFE 324821 - Budgets Converted JBDM17 JV ITB 5,325.00 0.00 0.00
Account: 3800 Total: $5,325.00 $5,059.54 $0.00
Account: 3820 - Out Of State Travel Gen
11/30/2004  JLILLIE Mocofanescu, Anca 10045621 INV IMMI 0.00 1,321.14 0.00
12M3/2004 JLILLIE Jain, Ravinder K. 10050213 INV IMMI 0.00 1,706.90 0.00
06/01/2005 JLILLIE Jain, Ravinder K. 10088064  INV IMMI 0.00 218011 0.00
10/01/2005  JNIXON DPI0D088064TY/Jain/OFCINFOEDMar 0 JO0s4170 IV JE2 0.00 (2,180.11) 0.00
Account: 3820 Total: $0.00 $3,028.04 $0.00
Account: 3840 - Foreign Travel Gen
06/30/2004 LGULBRAN 324821 - Actuals Converted JGBDO4 Jv ITG 0.00 344887 0.00
06/30/2004 JOKEEFE 324821 - Budgets Converted JBDM17 JV ITB 1,800.00 0.00 0.00
Account: 3840 Total: $1,800.00 $3,448.87 $0.00
Account: 4000 - Student Tuition Fee Expense Gen
11/23/2004 FINANCEAPPWORX  MOCOFAMESCUAMCA  FALLO4 000357 SA000257 OV JFR 0.00 513.75 0.00
Page 5 of 10




Appendix 1B-FRH0002 Contract and Grant Ledger Summary Report

FRHO002 Contract and Grant Ledger Summary Run Date/Time: 101410 03:02 PM
Through The Month of OCT 2010
GRANT: ZR422: Advanced High-powsr Masr-infrared
Project Percent
Budaget Including ~ Current Month Inceptionto ~ Encumbrances %ot
Account Code: Description Revisions Actual EYTD Actual Date [Reservations Available Balance Budget
Revenue
0410 - Federal Grants Contracts Gen $328,301.00 $0.00 $0.00 $328,301.00 $0.00 ($0.00) -0.00
RevenueTotal: $328,301.00 $0.00 $0.00 $328,301.00 $0.00 ($0.00)  -0.00
Expenses
2000 - Faculty Salary Detail Gen $25535.00 $0.00 $0.00 $35,305.36 $0.00 ($9,770.36) -38.25
2020 - Administrative Professional Gen 50.00 $0.00 50.00 §7,051.72 50.00 ($7,051.72) 0.00
2040 - Technician Salary Detail Gen $10,000.00 $0.00 $0.00 $2,948.54 $0.00 $7,051.46 70.51
20A0 - GaTa Ra Pa Salaries Gen $22 140.00 $0.00 $0.00 $11,587.12 $0.00 $10,552.88 47 66
20F0 - Housestaff Postdoc Salaries Gen $84,675.00 $0.00 $0.00 $90,198.26 $0.00 ($5,523.26) -G.52
21E0 - Tuition Waivers Gen $3,624.00 $0.00 $0.00 $1,841.60 $0.00 $1,782.40 4918
2140 - Other Staff Benefits Gen $21,451.00 $0.00 $0.00 $17 24775 $0.00 $4,203.25 19.59
2130 - Ra Pa Tuition Compensatio Gen $0.00 $0.00 $0.00 $513.75 $0.00 ($513.75) 0.00
3100 - Office Supplies General $7,550.00 $0.00 $0.00 $11,330.95 $0.00 ($3,780.95) -50.08
3110 - Books Periodicals Gen 50.00 $0.00 50.00 561.97 50.00 (561.97) 0.00
3140 - Computer Software Gen $0.00 $0.00 $0.00 $27.93 $0.00 (527.93) 0.00
3180 - Non Capital Equipment =85,001 $0.00 $0.00 $0.00 $1,196.00 $0.00 ($1,196.00) 0.00
31KO - Postage Gen 50.00 $0.00 50.00 $157.81 50.00 ($157.81) 0.00
3800 - In State Travel Gen $5,325.00 $0.00 $0.00 $5,059.54 $0.00 $265.46 499
3820 - Out Of State Travel Gen $0.00 $0.00 $0.00 $3,028.04 $0.00 ($3,0258.04) 0.00
3840 - Foreign Travel Gen $1,800.00 $0.00 50.00 5344887 50.00 ($1,648.87) -91.60
4000 - Student Tuition Fee Expense Gen $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 0.00
4970 - Other Research Costs Gen $0.00 $0.00 $0.00 $2,838.68 $0.00 ($2,838.68) 0.00
G3A0 - Conference Fees Gen $0.00 $0.00 $0.00 $865.00 $0.00 ($865.00) 0.00
G3L0 - Typesetting Printing Gen $2,000.00 $0.00 $0.00 $0.00 $0.00 $2,000.00 100.00
7000 - Equipment Repairs Maintenance Gen $0.00 $0.00 $0.00 $696.28 $0.00 ($696.28) 0.00
8600 - Loss On Sponsored Project Gen 50.00 $0.00 $0.00 ($22.16) 50.00 $22.16 0.00
8920 -F and A Expense Gen $92,051.00 $0.00 $0.00 $97 702.50 $0.00 ($5,651.50) -G.14
9000 - Equipment/Furniture =§5,000 50.00 $0.00 50.00 $13,215.49 50.00 ($13,215.49) 0.00
9040 - Equipment Man Unm Titled Gen $52,150.00 $0.00 $0.00 $22,000.00 $0.00 $30,150.00 57.81
ExpensesTotal: $328,301.00 $0.00 $0.00 $328,301.00 ($0.00) ($0.00) -0.00
Page 1of 2
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Appendix 1C-FRH0003 Contract and Grant Ledger Executive Summary Report

FRH0O003 Contract and Grant Ledger Executive Summary by Grant Run DateTime: 10/14/10 03:21 PM
Through The Month of OCT 2010
For Grant Organization Level 5: 564A
Project Percent
BudaetIncluding Inceptionto  Encumbrances/ Available % of Project.
Agency Grant Title 2] Grant Revisions Date Resenvations Balance Budget End Date
Mational Institutes of Health ARRA-Evaluation of a CCR5 Chackerian 3R88Z $1,000,000.00 5430,124.25 §102,185.67  $467.690.08 5323 0813111
Gates (Bill and Melinda) Founda AVLP-Based Phage Display Chackerian 3R83B $100,000.00 $79,217.04 $7.403.32 $13,379.64 86.62 1003110
Mational Institutes of Health AVLP-based Platform for Va Chackerian 3RA83 $300,167.00 $3,225.32 §30,145.48  $266,796.20 1112 0713114
Mational Institute of Allergy and | Autoagraphy in Tuberculosis Deretic 3R50R $1.455,115.00 $1,361.410.13 $37.178.16 $56,526.71 96.12 11430111
Mational Institutes of Health ARRA-Autophagy and Crohn Deretic 3RETN $500,000.00 526472145 $16,174.33 521910422 56.18 083111
Mational Institutes of Health Pattern Recognition and Rer Deretic 3RE4M $875,575.00 $387,161.93 $136,960.83 535145224 59.86 05/3114
Crohns & Colitis Foundation of £ Crohn's Disease and Autopl Deretic 3RTOX $288.646.00 $172,886.52 $45.769.37 $69,990.11 7575 06/30/11
The Foundation for AIDS Resear Autophagy and Intracellular | Deretic 3R730 $120,000.00 $114,951.90 -50.00 $5,04810 9579 01/3110
Cystic Fibrosis Foundation Furin and Cystic Fibrosis Deretic 3RE7TF $112,245.00 $112,226.35 $0.00 $18.65 99.98 03/3110
Mational Institutes of Health Polony Sequencing the Hur Edwards 3R59A $900,000.00 $898,967.85 579469 $237.46 9997 0713111
Mational Institutes of Health Sequencing Chr 6 in Melanc Edwards 3R75P $371,250.00 $372,566.44 $570.91 ($1,887.35) 100.51 0813110
Mational Human Genome Rese Polony Sequencing andthe Edwards 3RATA $1,047.823.00 $32,796.40 $148,829.78 $866,196.82 17.33 06/30M13
Mational Institutes of Health ARRA-C-Reactive Protein R¢ Mold 3R8BR $414,063.00 $185,505.45 $59,572.93 $168,984.62 5919 083111
Mational Cancer Institute Requlation Of V-myb & C-my MNess 3R029 $1,141,027.00 $980,539.06 $32,158.07  $128.329.87 8875 0713111
Mational Institute of General Mec Genetic Analysis Of Cell Cyc Osley 3R164 $1,346,625.00 $1,133,749.73 $54,913.21 $157,962.06 88.27 033111
Mational Cancer Institute Chromatin Regulation of Do Osley 3R36Z $1,300,370.00 51,117 345.94 534 45811 $148565.95 8858 0143111
Mational Institutes of Health ARRA-Genetic Analysis of H Osley 3RBEW $164.450.00 $90.096.15 $28.218.50 $46,135.35 71.95 0313111
Mational Institutes of Health Deregulated Wnt Signaling i Osley 3RB5K $53,810.00 $43,926.39 $0.00 $9.883.61 81.63 1143010
University of Wisconsin Identification and Preclinical Ozbun 3RETG $65.000.00 $57.076.69 $0.00 $7.923.31 87.81 08/3110
American Cancer Society Inc Mitric Oxide & Tobacco As C Ozbun 3R24T $718,000.00 $699,950.07 50.00 $18,019.93 9749 06/30M10
Mational Institutes of Health Entry of Oncogenic HPVs int Ozbun 3RTTM $622,500.00 $527 707.76 $47,099.20 $47,693.04 0234 1113013
The Susan G Komen Breast Cal Human Papillomaviruses: C Ozbun 3R44R $145,802.00 $145,766.79 $2,440.00 (52,404.79) 101.65 04/30M10
Mational Institutes of Health Hantavirus RMA Encapsidat Panganiban 2R71U $1,121,250.00 5875754 41 $82 465.79 $163,029.80 8546 05/3113
Mational Institutes of Health Bacteriophage MS2 Virus-Li Peabody 3R73D $982,123.00 $664,185.56 $102,301.47 $215,635.97 78.04 05/3112
Mational Science Foundation ARRA-Interactions in Yeast| Ruby 3RE5H $723,443.00 $203,34510 $41,358.36 5475,7389.54 3382 083112
Mational Science Foundation EAger: Shifting the Spliceos: Ruby 3ROZF $30,000.00 $26,632.64 $1,621.51 $1,74585 9418 013111
Page 1of 2
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Appendix 1D-FRH0004 F&A Generated by PI Report

FRHOO04

* This amount reflects total F&A generated, not the amount returned to your unit :(

F&A Generated by PI

For The Period Of: JAN 2009 Through DEC 2009

Report Run Date:

101410 03:34 PM

Agency Name Grant ID
Alzheimers Association 3R30U
American Cancer Society Inc 3R24T
Crohns & Colitis Foundation of America Inc 3RT0X
Crohns & Colitis Foundation of America Inc 3R70X
Crohns & Colitis Foundation of America Inc 3RT0X
Cystic Fibrosis Foundation 3R22R
Cystic Fibrosis Foundation 3R67F
Cystic Fibrosis Foundation 3RGTF
Department of Defense IRG4A
Glaxo Foundation 3R08H
Glaxo Smith Kline 3R35Z
Glaxo Smith Kline 3R35Z
Glaxo Smith Kline 3RG63R
Glaxo Smith Kline 3R15Y
Glaxo Smith Kline 3R15Y
Glaxo Smith Kline 3R4TX
Glaxo Smith Kline 3R14B
Merck & Company Inc 3RAB5P
Merck & Company Inc 3R550
Merck & Company Inc 3R513
Merck & Company Inc 3R510
Mational Cancer Institute 3R36Z
Mational Cancer Institute 3R36Z
Mational Cancer Institute 3R10U
Mational Cancer Institute 3R10U
Mational Cancer Institute 3R243
Mational Cancer Institute 3R243
Mational Cancer Institute 3R212
Mational Cancer Institute 3R212
Mational Cancer Institute 3R252
Mational Cancer Institute 3R29M
Mational Cancer Institute 3R029
Mational Cancer Institute 3R029
Mational Cancer Institute 3R11F

Mational Institute of Allergy and Infectious Disease 3R50R
Mational Institute of Allergy and Infectious Disease 3R40W
Mational Institute of Allergy and Infectious Disease 3R25L
Mational Institute of Allergy and Infectious Disease 3R075
Mational Institute of Alleray and Infectious Disease 3R074
Mational Institute of Allergy and Infectious Disease 3R074
Mational Institute of Allergy and Infectious Disease 3R073
Mational Institute of General Medical Sciences 3R164
Mational Institutes of Health 3RE7N

Index Code Index Title

564138 330U0 Vaccines Against Amvyloid
564233 3R24T-Nitric Oxide & Tobacco as Cof
564285 370X1 Autophagy and Crohn's Disease
564316 370X2 Autophagy in Crohn's Disease
564264 370X0-HR Crohn's Disease and Autoph
564244 322R2-Increased TGF-betain CF
564262 367F0-Furin and Cystic Fibrosis
564282 367F1-Furin and Cystic Fibrosis
564259 364A0-Computational Modeling
564133 457371-GLAXD WELLCOME-General Activ
564146 335Z0-Clinical Trial - Phase Ill

564149 335Z0-Clinical Trial Phase Ill

564258 363R0-Clinical Trial Agreement
564093 315Y0 Clinical Trial Phase Il

564192 430851-Clinical Trial Phase Ill

564172 347X0 Clinical Trial Phase lll b

564132 416441-GLAXOSMITHKLIN-General Activ
564241 355P0 Clinical Trial

564242 35500 Clinical Trial

564098 431921-MERCK & CO INC

564097 431821-MERCK & CO INC

564147 33620 - Chromatin Requlation of Do
564148 336Z0-Chromatin Regulation of Dou
564141 31000 DSB Repair, Recombination
564188 416641 DHHS/PHSMIHMNCI

564086 413302-DHHS/PHSMNIHMCI

564112 413301-DHHS/PHS/NIHMN-Crosswalk Uni
564081 412278-DHHS/PHSMNIHMCI

564080 412277-DHHSIPHSMNIHMNCI

564087 413512-DHHS/PHSMNIHMCI

564134 329M0 Myb Protein Specificity in
564168 30292 HR-Reqgulation of the v-Myb
564311 30293 Regulation of v-Myb Oncoprote
564186 416771 DHHS/PHSMIHMNCI

564177 350R0 - Autography in Tuberculosis
564153 340W0 HR-Induction of Autoantibod
564235 3R25L-Innate Immunity and Bacterial
564072 403843-DHHS/PHS/MNIHMIAID

564108 3R074 Mechanism of M. tuberculosis
564174 30742-SerioDeHaro Supplement
564070 403822-DHHS/PHSMNIHMIAID

564181 31641-Genetic Analysis of H2B
564204 ARRA-387MO-Autophagy and Crohn's Di

Page 10of 3

Total Activity
$0.00
$22,860.01
$2,776.37
$0.00
$5,660.62
(5195.42)
$1.531.70
$5,418.20
($1.819.06)
$246.03
$80.00
$50,102.46
$672.48
$0.00
$34,218.24
$7.480.25
$250.25
$0.00
$0.00
(58,233.20)
$6,353.62
$0.00
$80,377.39
(5840.51)
$21,985.43
(5391.24)
$0.00
$0.00
$0.00
$0.00
$65,775.02
$87.173.76
$0.00
$0.00
$123,545.94
$43,811.99
$51.405.43
(5852.14)
$67.858.44
$6,944.79
$25,106.56
$108.758.84
$9,881.69
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Appendix 1E- FRH0005 Closeout Workflow for Funds Ending on C&G Report

FRHODDS 1015410 05:01 AM

Waiting for AA to Respond to Recon

xie | Org Code

J5IHD AREIH B23817T B23K03 21 Peter Jens=n Patricia Montano Mancy Absyta

Total Scriptix):uncaught

14



Appendix 1F- FSH0001-Salary Labor Benfits and Encumbrance Report

FSHOO001 Salary Labor Benefits and Encumbrance by Index Report Run DateMime: 10/29/10 01:00 PM
For the month of September, FY2010
Index: 258000 - Unrestricted Acct HSC Admin
Fund: 3U0044 Grant1D:
Orgn: 25868 Short Title:
Prog: P131 Project Start Date:
Actv: GNACTV Project End Date:
Included Months: September Agency Mame:
Fringe
FICA Fringe Fringe Fringe UE-Fringe WC-  Prof Fringe
Pay Trans Trans 2110, Retirement Insurance Comp Comp Liability Other Total FYTD Salary
ID  Code Date Labor 2120) (2140) (2160) (2180) (21A0) (21C0) (21J0) Fringe Encumbrance
Index: 258000 - 2020
09/10/09 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 41,356.09
09/25/09 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (1,606.08)
09/30/09  1,606.06 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
§1,606.06 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 $39,750.03
09/25/09 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (5,806.63)
09/30/09  5806.63 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
$5,806.63 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 ($5,806.63)
09/25/09 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (7,146.91)
30009 7.146.91 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
§7,146.91 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 (87,146.91)
09/25/09 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (3,057.45)
09/30/09  3,057.45 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Subtotal: - $3,057.45 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 ($3,057.45)
09/25/09 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (1,240.29)
09/30/09  1,240.22 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
$1,240.22 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 (51,240.29)
09/25/09 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (3,577.08)
09/30/09  3,577.08 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Page 1of ?
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Appendix 1G- FSH0002-Labor Distribution Report

x!

FSHO002 Active Labor Distribution by Organization

997B0 Pediatrics General Administration

Accou
Banner Id Emplo Name s Position

Labor Dist
Start Date

Labor Dist
End Date

Job Start

Date Job End Date

997252 Fy0254 Clinician Ed-Assoc Prof 08/17/2010 11/24/2010 11/01/2010 12/31/2099

997252 FyY0254 100 Clinician Ed-Assoc Prof 523F 6.76 100  08/17/2010 11/24/2010 10/01/2010  10/31/2010
997252 FyY0254 100 Clinician Ed-Assoc Prof 523F 6.76 100  11/25/2010 12/31/2099 11/01/2010 12/31/2099
997252 FY0254 00 Clinician Ed-Assoc Prof 523F 6.76 100  11/25/2010 12/31/2099 10/01/2010  10/31/2010
997256 RPO00 100 Resident Physician Il 400C 549 100  07/01/2010 06/30/2011 07/01/2010  12/31/2099

1
997715 2020 S012%8 00 Counselor/Saocial Warker 9970 40 100 07/01/2010 12/31/2099 07/01/2010 12/31/2099
2

997590 2020 OQCO74 00 Professional Consult/ 9978 100 25 01/05/2010 12/31/2099 07/01/2010  12/31/2099
5 Technical

997252 2000 FY0374 00 Clinician Ed - Professor 9978 24100 07/01/2010 12/31/2099 07/01/2010  12/31/2099

997000 2000 FY0374 00 Clinician Ed - Professor 9978 64 100  07/01/2010 12/31/2099 07/01/2010  12/31/2099

997712 2000 FY0374 00 Clinician Ed - Professor 9978 12 100 07/01/2010 12/31/2099 07/01/2010  12/31/2099

997590 2020 S00913 00 Sr Med Practice 9978 100 100 07/01/2010 12/31/2099 07/01/2010  12/31/2099

Specialist

997590 2040 S01644 00 User Support Analyst 3 483A 100 100 07/01/2010 12/31/2099 07/01/2010 12/31/2099

997813 2005 FY1236 U2 Clinician Ed-Assist Prof 997F 100 100 10/01/2010 10/31/2010 07/01/2010  12/31/2099

997590 2020 S01223 00 Operations Specialist 9978 100 75 07/01/2010 12/31/2099 07/01/2010  12/31/2099

997590 2060 S05297 00 Office Assistant 9978 100 56 08192010 12/31/2099 08/19/2010 12/31/2099

997256  20F0 RPOOO 00 Resident Physician lll 400C 849 100  07/01/2010 06/30/2011 07/01/2010  12/31/2099
1

997590 2020 S04015 00 Accountant 1 9978 476 100  07/01/2010 12/31/2099 09/01/2010 12/31/2099

997256  20F0 RPOOO 00 Resident Physician lll 400C 16.9 100  07/01/2010 06/30/2011 07/01/2010  12/31/2099
1 9

997252 2000 FTWO06 00 Visiting Professor 9978 355 25 07/01/2010 12/31/2099 07/01/2010 12/31/2099
0 4

997000 2000 FTWO6 00 Visiting Professor 9978 64.4 25 07/01/2010 12/31/2099 07/01/2010  12/31/2099
0 6

997256  20F0 RPOOO 00 Resident Physician lll 400C 849 100  07/01/2010 06/30/2011 07/01/2010  12/31/2099
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Appendix 2-Department Closeout Checklist

Grant/Contract Principal Investigator

Fund Dept. Closer

Index Completed (sign & date)

End Date Reviewed (sign & date)
Initial Date Item Comments
When When

Completed | Completed

Is the Grant or contract clos-
ing?

Is the Fund closing?

If the fund (but not the grant
or contract) is closing, is the
new fund/index set up?

All recurring charges are
moved off the grant/contract
with the correct effective date
(including Telecom/ITS).

All expenses are correct
grant/contract charges. Any
incorrect charges have been
moved off.

No correct grant/contract
charges are missing. Any miss-
ing charges have been moved
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into the correct grant fund.

All encumbrances are at zero.

The Pl has confirmed that all
Progress reports have been
turned in.

All other required documents
have been completed (list un-
der comments).

The Reconcilement Form has
been completed and sent to
Contract and Grant Accounting
Office.

(HSC only) direct expenses
match Banner direct expenses.

Confirm the grant/contract or
fund has been closed by the
Core Office.
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Appendix 3A-HSC Contract & Grant Checklist
(Used by HSC Campus Fiscal Monitors to Close a Grant or Fund)

Award Moz

Fund Code:

Index:

Avenrd Period:
Amount Authorized:
Gain or {Loss):

Initials

FINAL BANNER FUND CHECK-OFF LIST

Agency:

Sponsor Awnrd #:

Cost Reimbursemen! YES or NO

FROE:

Fé&A Rate:

Date

Fimal Financial Reconcilistion Memo cenified and relumed from Depariment

Costs verified, including charges posted to fund BEFORE hudget period stan date (documnentation atinched).
Costs verified, mncluding charges posted to fund AFTER budge! perind end dote { documentation sttached).
Unallewed cosis such as p-cards, telecom charpes have been moved

Cutstanding commitments clearsd

FRAAREV balance equal to zero, FRABDCM no unbilled items

FRICITD balance equal io zero

FGITBSR ADCC, Unbilled AR, Billed A/R, Unapplied Payments and Def Rev equal to zero
Do Not Remove A2410A243 or 04X0 from FTMFUND

Cost Share commitment verified (3rd party cost share documented)

Equipment and loaned equipment verified sceording to Agency requirements

Subcontractor closeaus completed per UBPP 24707

Tuition Verificd

IF mudtiple funds and carryforward spplies, reflect in current year find budgst

Are previous nward years' balances ot zera? [ nod, research and resolve

Final F&A and revenue verification completed (include calculator tape)

IF award bins o gain, review terms of the swarde<iT necessary, request refund check

Fimal adjustraents submitted: JV's for F&A, revenue, AR, transfers of gain, loss or refund
Huotiflcation 1o department of gain or loss per LBPP 2485

Final reports completed and submitted, if required (FSR, Patent, Property, cic). Copy in File
Complete LOC Final Report Form ond have LOC final expenditures verified (272)

Check for nssociated files: Subcontracts (Cost Share closed separately), Billings, Documsents
i ¢ pathorization sheed(s) pulled and placed at front of file

Check ol folders for loose papers and misfiles; everything in arder and in correct folder
FTMFUND--Verify termination dale ans Expend dote are date of dosing entry ar befre
FTMFUND--change fund title 1o (sample} FROE: $X, 3000 XX, 100407

FRAGRNT.-change the stotus code to “C" for cloged if all funds have boen elosed ou

HEC only UBIT: if AAMC code=T ond Program code=P | TR, copy contracl/protecal send o Taxotion
File to CGAC Accounting Mannger/Accounting Supervisor far review and sipnature

Fiszal Monitor Sipnature

CGAD Final Reviewer

Date
Revized
Tate TS 2009
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Appendix 3B-Main Campus Contract & Grant Checklist
(Used by Main Campus Fiscal Monitors to Close a Grant or Fund)

AErd g

Funl Caade

lmilers:

Avward Perkil!
Aol Adithoriael:
Coatin o | Lo

Hipr-CHT
Frral
Nleairar

—————
—

FIMAL BANNER FUND CHECK.OFF LIST

Pi:

Hponssr Awaed &2
Casl Bedmbursemeni [ I bl
FIDE:

Fauh Haie:

Final Firancial Reconcilizton Meme (Puple Shewt senidfhed and rensmed fom Deparima
Creds verified, ineluding charpes to fusd afier b= peried end dia

Chrisand ing commanments oleaned

FRAAREV FRAKDET halarsoe oqual e zemo

PRIEGITI balance equead 1o oo

FGITAAL CC, Unhilled AR, Bilksd AR, Unapelied Paymenis and Dl Rev squal o 2860
Uit Share commim ent verified

Exquigimeit and hoaned sgsipmeni verlfled socending 1o AGEniy rajurTmans
Subcnnracior closen o compleizd per UEPP 247),F

Tukaan Voeri Ged

Irmeltipls fonds ond carry fonward epplies, reffect in corrent vear fund badgst

A previous rvand yearsd halances o0 pere? |1 non, ressasch and nes vy

Firal Fa and reseni: venfication compleied Jine hade cal oulaior apej

If orvwand b & i, review dormes of the pward-«f necesaary, rajms rafund check

Final saljpsimaeis submined: JVs for Féea, sovenue, AV irassfiars of gein, log or refund
Sl Eratkon e deparimen] of gain or koas per UBPF 2485

Final reports comgleied and sibnined, il rajuired (review agency docemenes Cepy in Mike
Uomplstz LOC Fanal Repor Form and i in e

Chik for sssccined fies: Suboeniaicts (Cost Shere cloed separaiely ), Billings, Dicumens:
Skgneture authosisstioe sheen'shpulked and placed o Sost ol file

Check all folders For loose pepers and misffli; averviing in onder asd is comeel ki
FTMFLIND--Virily termination Jove and Experad Aut: are dide of closing ey or belire
FUMFUND==change M tick: w Cxamples FROE: SX 00008 152407

FRAGRMT —charge the siaie oode 16 "0 for dbesed il all fonds have Boon ¢ losed oul

Fila s 0N MoCoEnliag .'l-1i.rq!|.'r For review mmil A e

Fiaal Ffonigor Sigeniure

e

Feavissdd

COAE Manaper

Do [ ey
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APPENDIX 4A- Main Campus Closeout Reconciliation Sheet
University of New Mexico

Contract & Grant Accounting
MSCO01 1245

Phone; 277-4721 Fax: 277-8567

Contract & Grant Closeout Reconciliation

Grant Code:

Fund Code:

Index Number:

Funding Agency:

End Date:

Principal Investigator:

According to our records, the above referenced grant has ended. Please complete, sign, and return this Contract &

Grant Closeout Reconciliation by . If you do not

respond by this date, Contract & Grant Accounting will proceed with closing the above grant/fund/index
OMB Circular A-110, Sec. D.71 requires Federal Funds to be closed within 90 days of their Budget Period End
Date. Please take this opportunity to assist Contract & Grant Accounting. If you have any questions regarding

this form please contact your Fiscal Monitor at the above phone number.

If changes need to be made, please process the appropriate Legacy Redistribution Forms or Labor Redistributions
(PZAREDS) for any salary expenses and/or journal vouchers for other expenses in Banner Finance. If necessary,

please submit any 90-Day memos with the closeout reconciliation.

Please list any charges not yet recorded in Banner (FRIGITD) in Column A.

Please list any items that have been transferred out and not yet recorded in Banner (FRIGITD) in Column B.

(A) (B)

Additional Charges In Additional Charges Out
1.

1.
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Also, required for the closeout are any items checked below:
Documentation for cost share (in-kind, third party matching, etc)
PI certification/documentation required by agency
PO modification to cancel or transfer outstanding open commitments

Other:

If applicable, transfer residual balance / loss to Banner Index:

Prepared By: Date:

As PI, | certify that all expenditures reported above are for appropriate purposes and in accordance
with the sponsored agreement. On cost reimbursement indices, this will be the final invoice amount.

No further changes are authorized by the department other than those referenced above.

PI Certification: Date:
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APPENDIX 4B- HSC Campus Closeout Reconciliation Sheet

CONTRACT OR GRANT CLOSE-OUT RECONCILIATION
REETUEN TO FsD BY:

Bemmto:  MSCD9 5225 Total Budget:
Grant Ciode:
Fund Code: FRS account #
Index Coda:
End Date: Expanded Authority? (check if ves)
Funding Agency:
Principal Investigstor:
Dept Accomit Adminisirator:
Diepartment:
Date of FRIGITD Screenrpint: Attach copy of Banner sereen FRIGITD ("Grant Inception To Diate™).
A B C ]
Project Vear-to-Date Adjustments Final Total Explanation of
(Exanyples; nse what's om FRIGITD) Amonnts as of (Additions of Expenses Adjustments
Arct Code Description Sobtractions)

2000 Faculty Salaries

2020  Admin Salaries

2040  Technician Salaries
20A0 GATARA PA Sal
20F) Housestaff Salaries
20J0  Student Salaries

20L0  Federal Work Study
20P0  Temporary Salaries
HMEQ  Tuition Waiver

21J0 | Other Benefits

300 | Office Supplies

3150  Computer Supplies
3180  Noncapital Equipment
KD Postage General
3M0  Recruitment Expense
3800 Travel

4600  Animal Expenses
4640  Participant Incentives
J0E0  LabiMedical Supplies
F3Z0 | Other Patient Exp
G3C0 Copying

TODO  Equipment Rental
8060 | Other Operating Costs
3000  Equipment - Furniture
9020 Equipment - Computer
B9Z0 FRA

TOTAL 0.00 0.00 0.00

T B e B B B B B Y BT B BT B Y BT B BT B Y R B B D B
'

If applicable, transfer residual balanceloss to Banner Index:

The reconciliation mnst be retarned and the charges moved on/off the Fund by the due date specified above. The due date is 60
days after the Budget Period End Date of the Fund, unlez: agency requirements are more stringent. OMB Circular A-110, Sec. INLT]
requires Federal Funds to be clozed within 90 days of their Budget Period End Date.

Prepared By:

Diept Account Administrater Date:

As PL I certfy thar all delfverables are met and all expendinures reported above are for appropriafe purposes and in accordance
with the agreements sef forth in the applicadon and oward documents. On Cost Reimbursement indices, this will be the final invoice amount.
No further changes are andhorized by the department than shown above.

Principal Ivestimator Dlate: Jamuary 8, 2004
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APPENDIX 5- Signature Authorization Sheet Sheet

Signature Authorization Please submit TYPED form to Appropriate Accounting Office
Index: Fund:
Index Description: Org. Code & Name:
Program:
Date: Activity:
Responsible Person/ or PI: UNM ID: Telephone:
Index Administrator: UNM ID: Telephone:
The following individuals are authorized to sign on the above index for the documents specified:
Names(s) of Individuals Authorized to Approve Signature Title UNM ID AllHR Internal Non Petty P-Card
Documents Documents® PRs Travel | Cash forms
DPEZ

* Separate UNM Signature form is required for time sheets.

RESTRICTED INDICES ONLY AWARD NO:
Thus contract or grant is governed by policies and procedures of the University of New Mexico, Awarding Agency, and the OMB Circulars A-21 and A-110.

The accountant assigned to this index 1s - It 1s recommended that a meeting be scheduled to answer questions regarding proper
accounting and reporting. Overexpenditures to this index will be charged to the departmental IDC index or (mndicate Unrestricted
Index #) as necessary.

Expenditure documents will not be processed until this FULLY completed and signed original authorization is received.

More information on University Policies may be obtained from the UNM Faculty Handbook available at the Office of the University Secretary.
Scholes Hall Rm 101, 277-4664: and the University Business Policies and Procedures Manual (Big Red) available in your department administrative
office. Agency Guidelines are available from the team assigned to your account, at appropriate Accounting Office.

As P.I for this accounting string. I am aware of and agree with the department’s electronic approval queue. In my long term absence or illness the

Department Chair or Dean may also sign.

I understand that although the above are authorized to sign for this index in my absence, as Dean, Director, Principal Investigator or other
Responsible Person, I am ultimately responsible for my transactions.

Signature Date
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