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Overview

B Introduction

m Office of Business & Budget Services (OBBS)
Budgets
Transfers
Actuals
Cost sharing of salaries
Timing of cost share transactions

m Office of Research & Sponsored Programs (ORSP)
Cost transfers
Charging of salaries & wages
GL Statement and How to read it
Determining a project balance

® Open for Questions
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A look at MaineStreet

http://www.umaine.edu/mainestreet/
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Cost Transfers — How To

You may download cost transfer forms from ORSP’s website. On
ORSP’s homepage, click the Forms and Downloads link. Then click on
the Project Adjustment Request Form link.

Once opened, notice the four tabs located in the bottom and select
which form you need.

These ORSP forms should only be used for adjustments for grants and
contracts.

The form should not be used for adjustments where 540xxxx projects
are not involved. Our office processes only Grants & Contract project
related adjustments.

The Cost Adjustment form is used to adjust a non-payroll type expense.
Fill in the information for the entry. Up to seven entries can be put on
the form.

The Labor Distribution Adjustment form is used to re-distribute a payroll
expense. Enter all the appropriate chartfields, including the 10-digit
Accounting ID that maps the expense to the appropriate line in your
project.
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Detailed Explanation * See Instructions

Orniginated By: {Signature)”
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ORSP Anthorization

Pleasge forward to Eesearch and Sponsored Programs, 424 Corbett Hall, for signaturefapprowval.
+LDAs gubmitted more than 30 days from the month-end of the original charge must be signed by the department chair or unit director.
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Cost Transfers — HOW TO contined

m Enter the Pay End Date as shown GL Inquiry by
drilling down to the Payroll Journal Detail page. Do
not enter the Journal Posting date. It is not needed.
A printout of the Payroll Journal Detail page should
be attached to the LDA.

®m A detailed explanation should be provided as to why
the adjustment is being requested. When the
adjustment is related to an oversight issue, steps
should be taken to avoid this in the future.

m Explanations like to “Correct Account” or to “Charge
Project” are not acceptable.

® The explanation should state what happened to the
original posting and why it is being corrected.
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Cost Transfers comine

B COST TRANSFERS SHOULD NEVER BE
USED TO TRANSFER CHARGES INTO A
PROJECT FOR THE PURPOSES OF
“SPENDING DOWN AN ACCOUNT”

® It's not only against the law, 147
Utlis .
/ U We!

it is a red flag to auditors!

Recently, Yale agreed to pay $7.6 million to settle a grant v
investigation in which questionable cost transfers were
Involved: http://www.yaledailynews.com/articles/printarticle/26951
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Charging of Salaries & Wages

The Right Way

A\ V4

41\

Salaries & wages should be charged directly to a
project (to the appropriate fund code)

An Earning Distribution Form should be processed,
through Human Resources, that reflects an accurate
distribution of an employee’s time & effort before the
work is done.

If at the end of a payroll cycle it is determined that an
employee’s actual time spent on a project differs from
the payroll distribution record, a Labor Distribution
Adjustment (LDA) should be processed to adjust the
discrepancy.

The Earning Distribution Form should then be
reviewed, and if needed, updated, so that another LDA
won’t have to be done later on.
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Charging of Salaries & Wages

An Example of “The Wrong Way”

Here is an example of a project where all salary
charges posted to a project were posted by way of
LDA and not by way of normal payroll charges.

The sponsor had requested monthly invoicing, and
when invoices were sent showing no salaries, they
questioned it. The invoice conflicted with the technical
progress report that the researcher submitted.

LDAs were eventually processed to charge the
project for work done, but too much was transferred
for July, August & September and another round of
LDAs had to be processed in October. The
automatically generated September invoice then had
to be edited to remove the excess salary, benefits
and indirects before it could be mailed out.
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Charging of Salaries & Wages

An Example of “The Wrong Way” (continued)

¥ Revenues/Expenses
Account Class Base Budget Current Budget Current Month Year to Date  Project to Date Encumbrance Budget Variance
BEGINNING OF YEAR BALANCE

- " Total non-faculty salaries to date (FY09- March)

CURRENT YEAR ACTIVITY
Grants - Corparate/Bus 0.00 0 0.00 2 7 -10,057.07 0.00 -16

Total Revenue J -27,003.00 . -10,057.07 -10,057.07 . -16,945.93
Facu aries 0.00 0.00 0.00
Mon-Facult ies 0.00 4.241.00

Total Salaries & Wages 12,394.00
Employee Benefits Distribution 0.00 5 . 0.00

Total Compensation 0.00 . 268563 8,705.68 0.00
Out of State Travel 0.00 A 0.00 0.00 1,117 0.00

Total Supplies & Services 0.00 0.00 0.00 1,117.30 0.00
Total Expenses and Transfers 0.00 18,537.00 268563 7,676.86 9,822.98 0.00
F&AFa nd Admin C 0.00 0 1 T 0.00
Total Facilities & Admin Costs 0.00 8,466.00 1,302.53 3,723.27 . 0.00
Total Net Expenses 0.00 27,003.00 3,988.16 11,400.13 \ 0.00 12,957.77

e L =TT 0.00 0.00 3,988.16 1,343.06 3,988.16 0.00 -3,988.16
Expenses




ORSP

Revised 6/30/09

Charging of Salaries & Wages

An Example of “The Wrong Way” (continued)

Journal Entries Find | view &l First 120620
N Journal Journal Line - Journal Line -
Account Class =0 Date Posted T Amount Source SRR Journal I Sed
- - F - Description - Reference -

51000 0572172008 052272008 o el PAYETRATO4

Journal Entries Find | ViewAll  First U202 >
- , Journal o cres 0 ine Journal Line
Account Class = Date Posted - . Amount Source Reference Journal i Seq

51000 0ai 8 0Srogrzo08 etro 4 a PAY PAYRTR2241

Journal Entries Find | Wiew All First 4 1.4 o4 [¥
Journal Line

Journal il Seq
Reference —

Account Class

51000

21000 ants 1050008 Fayol ey Fome seesen | Total $6128.14:

a1000 1003072008 1053172008 2 etro 1,188 04 PAY The entire non-
Journal Entries faCU|ty Sa|al‘y '[O
Account Class 2R hate Posted TG date)

51000 031152008  Pawroll Entry - Retro PAYRTHA420

This all could have been accomplished by simply providing
Human Resources with an updated Employee Data Sheet!
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GL Statement & How to read it

Basic Project Structure:

® In Grant & Contract projects, sponsor funds are
budgeted in fund code 20.

® Not all projects have the same expense budget
structure. (direct and indirect)

® Most projects have F&A associated with them.

B Some don’t because a sponsor does not allow F&A
to be shown.

® Some projects have Costs Sharing being contributed.
This Cost Sharing may be from:
Direct dollars
The waiving of F&A costs
Third Parties or some other In-Kind contribution
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GL Statement & How to read it

Basic Project Structure:

When direct dollars are involved, the funds may be from an un-
restricted source, such as University Departmental funds (E&G).
These funds are budgeted in fund code 04. When the source of funds
is a restricted source such as MEIF monies (State of Maine Bond
funds) the budgets are in fund code 24, so they can be tracked
separately.

Sometimes costs sharing may be contributed by third parties. Such
contributions are accounted for separately, that is, not in fund codes 04
nor 24. The contributor will provide as documentation, a written
statement, and should specify exactly what was contributed, when it
was contributed, and its dollar value.

There is no distinction as to whether in-kind or third party contributions
are restricted or un-restricted. They are not budgeted in either fund
code 04 or 24. An example of an in-kind contribution could be the
University donates the use of the baseball field for a sponsored event.
Obviously, we would not set up a fund code 04 budget for this. The
value of the contribution would have to be documented is some other
way.
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GL Statement & How to read it
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# MaineStreet

¥ Revenues/Expenses

54800

61500

BEGINNING OF YEAR BALANCE
5 Restr Research

CURRENT YEAR ACTIVITY
Grants - Federal

Total Revenue

Faculty Salaries
Mon-Faculty Salaries
Wages Classified - Regular

Total Salaries & Wages
Employee Bengfit bution

Total Compensation
Out of State Travel

Total Supplies & Services
Total Expenses and Transfers
FEAFa and Admin
Total Facilities & Admin Costs
Total Net Expenses

Total Net Revenue and
Expenses

NET BALANCE

Class Base Budget

0.00

0.00

0.00

0.00

0.00
0.00

0.00
0.00

0.00
0.00
0.00
0.00
0.00

Current Budget

-100,000.00
100,000
00

52,871.00

21,149.00

74,020.00
0o

5,345.00
79,365.00
20,635.00
20,635.00

100,000.00

Home Workfist WuttiChanne

Current Month YeartoDate ProjecttoDate  Encumbrance BudgetVariance

Revenue is a entered
as a negative value.

Expenses are entered
as positive values.

0.00 0.00 0.00 £50.00

3,804.16 11412.48 38,041.60 : 7,221.08
4 : n a .

: 3 1 ]
533724 16,011.71 53,292.48 10,674.47 10,053.05
0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00
16,011.711 53,292.48 10,674.47

4163.04 3,856.04 0.00

1,387.68 4,163.04 13,856.04 0.00
6,724.92 20174.75 67,148.52 10,674.47

000 <5} Total Net Budgeted
Revenue & Expenses =0
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Determining a Project Balance

Fund Code 20

* Revenues/Expenses
Account Base Budget Current Budget Current Month Year to Date Project to Date Encumbrance Budget Variance
43730 Grants - Other Mon-Profits 0.o0 -63.471.00 0.0 -36,830.22 -36,830.22 0.00 -26 640,73

Il Total Revenue .00 -63,471.00 .00 -36,830.22 -36,830.22 .00 -26,640.78

AFUM Faculty Salaries Base 0.00 28,600.00 Read top-to-bottom | 20.230.00 0.00 8,370.00

(down rows) for
Total Salaries & Wages 0.00 28,600.00 cash balances: 20,230.00 0.00 8,370.00

Employes Benefits Distribution 0.00 12,095.00 nH+Mm=1v 855729 0.00 3,540.71

Total Compensation .00 40,698.00 .00 28,787.29 28,78T7.29 .00 11.910.71
Supplies and Materials 0.0a a00.00 0.0o 0.0o .00 0.0 a00.00

In-State Trawvel 0.0a 0.0a 105 .45 105 .43 105.43 0.0
In-State Mileage 0.0a 0.0a .00 g2.25 g2.28 0.0
Ot of State Travel 0.0a 1.400.00 .00 .00 .00 0.0
Ot of State Travel 0.0o 0.0o 0.00 d01.04 d01.04 0.aa

Total Travel . 0.00
otat Trave Read left-to-right (acfoss columns) for budget balahces: A — (D +'E) = F
Total Supplies & Services » iy » P T > 0.00

Total Expenses and
Transfers

F&a& Facilties and Admin Costs 0.0a 41.791.00 . 14529173 + 14529173 0.0
F&a Cost Sharing 0.0a -20,915.00 d - 30347 -130347 0.0 -13614.83

2edinl U5l

0.00 42,598.00 103.43 29,779.09 Direct Cost Balance Available

Total Facilities & Admin
Costs

Il Total Net Expenses 0.00 63,471.00 37,067.67 37,067, Budget Balance

.00 20,373.00 1,283.58 1,283.58 .00 13,584.42

v Total Het Revenue and

237.45 | Cash Balance
Expenses —
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Determining a Project Balance conine

Fund Code 04 from previous example

Fund Code: Unrestricted Cost Sharing Refine Search |

Program:
Project: Attributes: Prew Period | Plext Perioc |

Operating Unit:

ﬁ Report Manager

Mo Fitter

Account Class Base Budget Current Budget Current Month Year to Date Project to Date Encumbrance Budget Variance
0000 Transfers From E&G 0.o0 -42 690,00 0.o0 0.o0 0.o0 .00 -42 B90.00

Total Revenue .00 -42,690.00 .00 .00 .00 .00 -42,690.00

Faculty Salaries 0.0o 30,000.00 0.0o ) 0.0o 0.0a 30,000.00

Total Salaries & Wages .00 30,000.00 .00 H .00 .00 30,000.00
Employes Benefits Distribution 0.0o 12,690.00 0.0o J 0.0o 0.aa 12,690.00
Total Employee Benefits .00 12,690.00 .00 H .00 .00 12,690.00
Total Het Expenses .00 42,690.00 .00 . .00 .00 42,690.00

Total Het Revenue and
Expenses
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Determining a Project Balance conine)

m Keep in mind, this balance will only be accurate
to the extent that the budget is being followed.

® |f you deviate from the budget in terms of what is
excluded from F&A and what is not, the indicated
balance may not be accurate.

m If this is the case, than a deeper analysis is
required to determine the spendable balance.

® To do this, you must know two things:
The effective F&A rate
Actual expenses exempted from F&A
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Determining a Project Balance conine)

Calculating a spendable balance
® The effective F&A rate

= This is the rate being charged to the sponsor.

= Example: If the F&A rate applied to a project is
49%, and the University is waiving half (50%),
then the effective F&A rate being charged to the
sponsor is 24.5%.

= It is always the net F&A budget divided by the
base.

The base is the total direct cost budget less items
exempt from F&A (Modified Total Direct Cost or
mtdc)
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Determining a Project Balance conine)

Calculating a spendable balance

®m Actual expenses exempted from F&A

For example:

= Suppose you have $20,000 budgeted for Capital
Equipment and a $4,000 budget for tuition.

= The equipment ended up costing only $17,000
and Tuition came to $5000.

= You have an exempted budget of $24,000, but
exempted actuals of only $22,000.

= The $22,000 figure should be used in the
calculation
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Determining a Project Balance conine)

Calculating a spendable balance

® The formula:

Total Expense Budget Actual expenses

(add all fund codes) exempted from F&A

The inverse of the
effective F&A rate _l

In our previous example, the effective rate was
24.5% so the inverse of that would be 1.245
® The result will give you a figure which represents all
direct costs subject to F&A. Compare it to the actual
(all direct costs except those exempted from F&A) to
obtain your spendable balance.
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Questions




ORSP Contacts

Wendy Eckert 581-2657
Sr. Officer for Research
Admin. & Development

Amanda Ashe 581-1480
Staff Associate

Pre-Award Services:

Charlene Kimball 581-1478
Grant/Contract Admin. Il
Kathy Carson 581-3016
Grant/Contract Admin. |l
Andrew Ines 581-1473
Grant/Contract Admin. |l

Information Services
Cliff Wilbur 581-1419
Information Systems Mgr.

Robin Crocker 581-1471
Admin. Assist Il

Revised 6/30/09

Director: Mike Hastings 581-1484
Reception: 581-1484

Post Award Services &
Project Accounting

Arlene Russell 581-1472
Associate Director
Debbie Carver 581-1477
Grant/Contract Admin Il
Robert Lavigne 581-1482
Accountant

Wayne Astbury 581-1481
Grant Accountant
Jennifer Baker 581-1582
Financial Manager

Cindy Carusi 581-1476
Admin. Assist. Il

Gregory Kolvoord 581-1483
Grant Accountant



OBBS Contacts

Claire Strickland 1-1593
Director of Budget & Business Services

Suzanne Scroggins 1-1542
Associate Director of Budget & Business Services

Alicia Wyman 1-1573
Budget & Position Analyst

Beth Morin 1-1552
Administrative Associate

Vicki Barbalias 1-1599
Administrative Assistant

Jami Brown 1-1545
Accounts Payable Technician
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Resources

ORSP

Main page http://www.orsp.umesp.maine.edu/

Contacts http://www.orsp.umesp.maine.edu/Staff.htm

Policies & Procedures http://www.orsp.umesp.maine.edu/Policies.htm

Workshop Training materials and information http://www.orsp.umesp.maine.edu/Training.htm
OBBS

Maine page http://www.umaine.edu/obbs/

Contacts http://www.umaine.edu/obbs/obbspersonnel.htm

Budget Information http://www.umaine.edu/obbs/default.htm

GENERAL POST-AWARD
“Post-Award Role & Responsibilities of a PI” http://www.orsp.umesp.maine.edu/ORSPDocs/Policies/PIResp.pdf
Post Award FAQ http://www.orsp.umesp.maine.edu/FAQ_Postaward.htm
University of Maine System Administrative Practice Letter (Index) http://www.maine.edu/system/oft/apls/index.php?section=5
OMB Circular A-21: http://www.whitehouse.gov/omb/circulars_a021 2004/
OMB Circular A-110: http://www.whitehouse.gov/omb/circulars/a110/a110.aspx
OMB Circular A-133: http://www.whitehouse.gov/omb/assets/omb/circulars/a133/a133.pdf

AWARD MANAGEMENT
UMS APL VIII-C http://www.maine.edu/pdf/APLVIII.CDirectChargingofExpenses.pdf
ORSP’s Guide to Budget Preparation http://www.orsp.umesp.maine.edu/ORSPDocs/Info/budgetguide.htm
UMS APL VIII-I http://www.maine.edu/pdf/APLVIII.IRevisionofBudgetandProgramPlans4-2-07.pdf
GL Reader (Available on ORSP’s webpage under ‘Forms’) http://www.orsp.umesp.maine.edu/Forms.htm
Project Adjustment Request Form: www.orsp.umesp.maine.edu/AwardAdmin.htm
UMS APL-K http://www.maine.edu/pdf/APLVIIl.KCostTransfers.pdf
UMS APL VIII-D http://www.maine.edu/pdf/APLVIII.DSubrecipientMonitoring4-2-07.pdf
UMS APL VIII-J http://www.maine.edu/pdf/APLVIIIl.JFinancialReporting4-2-07.pdf
UMS APL VIII-E: http://www.maine.edu/pdf/APLVIII.EEffortCertification.pdf
UMS APL VIII-I: http://www.maine.edu/pdf/APLVIII.IRevisionofBudgetandProgramPlans4-2-07.pdf

PEOPLESOFT/MAINE STREET FINANCIALS 9.0
MaineStreet home page: http://www.umaine.edu/mainestreet/
MaineStreet training materials (general) http://www.maine.edu/system/mainestreet/training.php?section=11 %
MaineStreet Financials Training Tools & Materials http://www.maine.edu/system/mainestreet/fin90.php
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http://www.orsp.umesp.maine.edu/ORSPDocs/Info/budgetguide.htm
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