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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 

(CGAO).  The Pre-Award office is responsible for assisting principle investigators (PIs) 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 PI is responsible for overall project management and completion of the statement of 

work.  The PI (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. 
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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 (PI) 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 PI 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 CGAO.  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 
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 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 PI 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 

 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. 

 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.  

 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 
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they are incurred, or a more complex access database or excel worksheet with complex formulas 

and macros.   

Positive Aspects: 

 Shadow systems can track Payroll encumbrances and all other encumbered items accurately 

if a well constructed system is used and maintained.   

 Shadow systems can be used to develop budget scenarios. 

 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. 

 Shadow systems can be used to produce customized reports. 

 

Negative Aspects: 

 Banner does all of the above, with the exception of some advanced payroll encumbrance 

tracking.  

 In order to track payroll encumbrances in a shadow system, a great deal of expertise is re-

quired to develop and maintain the system. 

 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: 

 Are expenses pertaining to the grant.  This includes payroll expenses. 

 Are allowable on the grant. 

 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. 

FRH0001 & 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. 

FRH0003-Contract and Grant Ledger Executive Summary Report 
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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. 

FRH0004-F&A Generated by PI 

This F&A report by PI 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, PI, or Account Ad-

ministrator, to see what is outstanding and where it is in the workflow process. 

FSH0001-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 PIs.  Some PIs 

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 PI wants to see; what 

he has remaining to spend. 



10 

 

Appendices 
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Appendix 1B-FRH0002 Contract and Grant Ledger Summary Report 
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Appendix 1C-FRH0003 Contract and Grant Ledger Executive Summary Report 
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Appendix 1D-FRH0004 F&A Generated by PI Report 
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Appendix 1E- FRH0005 Closeout Workflow for Funds Ending on C&G Report 
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Appendix 1F- FSH0001-Salary Labor Benfits and Encumbrance  Report 

x  
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Appendix 1G- FSH0002-Labor Distribution  Report 

x  
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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 

When 

Completed 

Date  

When 

Completed 

Item Comments 

  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 

 



18 

 

into the correct grant fund. 

  All encumbrances are at zero.  

  The PI 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. 

 

 



19 

 

Appendix 3A-HSC Contract & Grant Checklist 

(Used by HSC Campus Fiscal Monitors to Close a Grant or Fund) 
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Appendix 3B-Main Campus Contract & Grant Checklist 

(Used by Main Campus Fiscal Monitors to Close a Grant or Fund) 
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 APPENDIX 4A– Main Campus Closeout Reconciliation Sheet 

University of New Mexico 

Contract & Grant Accounting 

MSC01 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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2. _____________________________________ 

 

2. 

_____________________________________ 

 

3. _____________________________________ 

 

3. 

_____________________________________ 

 

4. _____________________________________ 

 

4. 

_____________________________________ 

 

5. _____________________________________ 

 

5. 

_____________________________________ 

 

       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, I 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 
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APPENDIX 5– Signature Authorization Sheet Sheet 

 

 


