
November 8th and 9th, 2010

Presented by Terry Shoebotham



Organizing UNM Contracts & 
Grants
Understand Contracts and Grants at UNM

Will assist you in evaluating the way your 
department manages Contracts and Grants

 If you determine upon evaluation that changes in 
your department processes need to be 
implemented, this material will help you decide 
what changes to make.  



Organizing UNM Contracts & 
Grants

 Today’s goal:

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
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 Departmental Responsibilities



 Have an organizational plan.

 Keep key documents readily available

 Department person assigned to:

 Understand the Contract/Grant

 Reconcile the Contract/Grant monthly

 Communicate with PI



Know who is responsible for 
different tasks, and when they are 
to be completed

 Gather/file PreAward documents

 Gather/file Contract & Grant (Post Award) Documents

 Make copies of all expense documents/ 
correspondence

 Prepare Reports for PIs monthly

 Communicate grant status to PI monthly

 Make any needed corrections in Banner



Well Organized Reconcile Monthly

Grant Documents are 
available

Communicate Regularly

Successful 
Administrators



Have a physical System to Organize 
Documents

 Manila folder

 Accordion Folder

 Binders



Documents

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

 Preaward documents

 Postaward documents

 Closeout Process Information



PreAward Documents

 Final Proposal

 Internal Budget Worksheet

 Cost share documents

 F&A Splits

 Proposal Data sheet (PDS)



Post Award Documents

 Award Notice, Modifications

 Pre-Award Transmittal Sheet

 Notice of Index or Indices

 Sub Award



Post Award Documents

 Expenditure Documents

 Reports

 Reconciliation Note



Closeout Process Information

• Grant expenses 
verified 

• Workflow email 
sent-Grant fund 
ending in 90 
days

Administrator 
& PI

“Yes” response

Documents 
completed & 

Returned

Fiscal Monitor 
closes Grant 

fund



Closeout Helps

 Reconcile Monthly

 FRH0005- Closeout Workflow for funds ending on 
Contracts and Grants

 Department Closeout checklist (Appendix 2)



Shadow Systems

 Duplicate entry system

 Must be reconciled monthly

 Developed and Maintained by the Department



Shadow System
Pros Cons

Accurately track 
encumbrances

Banner does all of 
this

Budget scenarios Tracking payroll
requires expertise

Reconcilement tool Duplicate work

Used for customized 
reporting



Reconcilement

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

 Are allowable on the grant.

 No expenses to your grant are missing.



Reporting

 FRH0001 & FRH0002-Grant Ledger Detail and 
Summary Reports

 FRH0003-Contract and Grant Ledger Executive 
Summary Report

 FRH0004-F&A Generated by PI

 FRH0005-Closeout Workflow for funds ending on 
Contracts and Grants



Reporting-Additional tools

 FSH0001-Salary Labor Benefits and Encumbrance 
Report

 FOP Hierarchy and Index Lookup Report



Reporting



Reporting



Reporting



Reporting



Reporting



Reporting



Reporting



Reporting



Reporting



Customized Reports
• Developed by the department

• Can give your PI exactly the level of detail they want

• Once developed, can be re-used each month

• MUST be reconciled to Banner



Reporting



Communication-a key ingredient

 Principal Investigators

 PreAward Office

 Fiscal Monitor



Communication-a key ingredient



You Have LEARNED:

 What Grant documents you need to keep

 Your Grant related Responsibilities

 The importance of regular reconcilements

 Reports currently available

 Possibility of Custom Reports

 Importance of Communication


