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Vendor Name: ____________________________________

Scorer’s Name
:____________________________________
Date: _________
Time:  __________

Location D260

	Session 11 Budget/Grants

	Scenario 11.1 Budget Development

	Setting:

	The District’s Budget Office is responsible for the preparation and submission of the Annual Operating Budget.  The budget is typically prepared based upon the budget adopted in the previous fiscal year.  Changes are applied to the previous year’s budget to prepare the new year’s budget.

Gain an understanding of the flexibility and ease of use of the budget module to develop the Annual Operating Budget and other budgets, including the following:

· Process to develop budgets using electronic workbooks

· District-defined levels and periods for which budgets can be developed

· Budget templates or system copy features to support the process

· District-defined controls to facilitate the budget development process

· Methods provided by the system to calculate budget-line item amounts

· System validations performed during the budget development process

· Standard workflow for the budget approval process

· Mass budget change abilities

· Carry-forwards of budget and actual surpluses from one year to the next

Integration with other ERP modules

	Criteria:

	1. Discuss how the ERP system supports creation of budgets and the process for the development of the Annual Operating Budget.  Provide an overview of the process and specifically address how the budget development system is integrated with the general ledger, HR/Payroll systems, and any other systems (e.g., grants accounting) to support this process and discuss what data is integrated from these systems. 

2. Discuss the system options by which the District can prepare and control a budget.  The ability to process different functions of the budget system should be fully integrated with all ERP modules.  Specifically address the following:

a. Ability to do “all funds” (general funds, sponsored, capital, etc.) budgeting and to develop the budget at any District-defined organizational levels (e.g., district-wide, campus level, school or college level, division, department, program level, cost-center) 

b. Ability to easily summarize the budget at all the various District-defined organizational levels. 

c. Ability to define and budget for multiple periods, including budget periods that may cross the District’s fiscal year. 

d. Ability to allocate/allot budgeted amounts for a budget period to smaller periods as defined by the district (e.g., an annual budget to monthly, quarterly, semi-annual periods). 

e. Ability to create budget pools whereby the District can designate the detail account code combination comprising the budget pool. 

f. For example: (1) The district has six different Object Codes for office supplies defined in the general ledger, but is only interested in budgeting and controlling total office supplies; or (2) A department has three units of activities it wants to separately track in the financial system from the same funding source.  The District wants to track the budget from the total Department funding source level.   

g. Discuss the system’s ability to create budget pools by division, school, unit, and/or department level to track and monitor actual revenue and expenditures that are recorded at a more granular level in the general ledger.

h. Ability for the District to budget for a project that is funded by multiple sources. 

i. Ability for the budget to be pushed down or rolled up for certain fund types, account types, or expenditure types.

j. Ability to create a multi-year budget for a grant or other fixed-term account, and to show budget by both project years, as well as fiscal years.

3. Discuss how initial budget development workbooks are created by the District’s Budget Office and adjusted for district-wide adjustments to create the proposed base budget for the new fiscal year. 

4. Demonstrate how Budget Office adjustments are reflected in the workbook and can only be modified by approved Budget Office users.

5. Discuss any system features such as templates or ability to copy existing data from one budget to another in order to expedite creating a new budget.

6. Demonstrate how a new object code that was not previously budgeted for the particular Department/Fund may be added and budgeted.  

7. Demonstrate the options provided by the budget development system for capturing comments and discuss any system limitations to the maximum number of characters for comments.  Specifically address the following: 

a. Ability to add comments at the detail-line item level.  

b. Ability for comments to be required if a budget change has been entered

c. Ability to add general comments that apply to the entire budget being submitted by the department

8. Demonstrate how the individual budget unit adjustments are tracked separately from those adjustments made by Budget Office.

9. Discuss District-defined controls that can be established to facilitate the budget development process.  Specifically address:

a. How an individual budgetary unit cannot send its budget for approval unless it is balanced or revenue exceeds the expenses.  

b. Whether the Budget Office has the ability to override such validations.

10. The budget prepared by the individual budget unit will require a hierarchy of approval levels (e.g., department head, dean) and upon final approval by the Budget Office will become effective.  Discuss the standard workflow provided by the system for the approval process. 

11. Discuss whether the system provides any unique workflow features related to the budget development process that was not already addressed in the General Session.  Provide examples of the flexibility of the budget workflow.

12. Discuss how end users can determine the status of a budget under development (e.g., work-in-progress by the individual budgetary unit; awaiting approval and by whom, approved).

13. Discuss how a budget change is made during the approval process and whether: (1) the approver is allowed to make the change and the initial budget creator is notified of the specific change made or (2) the change must be performed by the budget creator and thus the budget workbook must be returned to him or her and then rerouted for approvals.

14. Discuss how the Budget Office can create target budget amounts and then view summary budget data at any organizational level within the District (e.g., total District, school or college, department) at any point in time during the budget development process and compare against the targeted budget amount.  Specifically address how such can be accomplished even though budget workbooks may still be under development and have not been final approved.

15. Discuss how the Budget Office can apply a mass budget change (increase or decrease) to all budgets or select budgets at a specific object code level prior to finalizing the budgets.  For example, the Budget Office may need to apply an administrative fee to specific accounts.  Specifically discuss how the Budget Office can identify whether a particular budgeted account is subject to the administrative fee or whether the fee has been waived by the Vice President of Business and Finance. 

16. Demonstrate how the final approved budget is “frozen” to prevent further updates.

17. Discuss how the budget, upon final review by the Budget Office, is uploaded into the General Ledger and/or subsidiary ledger at the beginning of a fiscal year. 

18. Discuss how the budget development system provides carry-forwards (budget surplus or actual surplus) upon closing of the current fiscal year and roll-forward of balances for the next fiscal year.  Specifically address how the system creates a budget entry by unit (account) and by division for the surpluses that are being carried forward. 
19. Discuss how the budget development system can support the preparation of an “all funds” five-year projected plan.

	Outcomes:

	

	Questions:

1. Is there any system limitation of the number of fiscal years of historical data that can be maintained within the budget development system? 

2. Is there any system limitation of the number of month ends of historical data that can be maintained within the budget development system? 
3. Can the system support preparing and processing budget transactions for two fiscal years within the same month?

	Scenario 11.2 Budget Modifications

	Setting:

	The Colleges have been approved for new programs and must prepare a budget for these programs.  In addition, it has determined that a budget transfer must be completed from one of its accounts to another.

Need to gain an understanding of how budget changes are processed in the ERP system during the fiscal year after the final Annual Operating Budget has been uploaded to the General Ledger, including the following:

· ERP module(s) and electronic budget document(s) utilized to process budget transfers

· System controls to assist the District with the budget transfer process
System ability to maintain detail history of budget revisions

	Criteria:

	1. Discuss how changes to the budget are made in the ERP system after the Annual Operating Budget has been uploaded to the General Ledger.  Specifically address the following:

a. The ERP module utilized to create a budget for a newly approved project.

b. The ERP module utilized to create a budget modification to a previously budgeted account.

c. The process flow to create a budget modification.

d. The integration of the modules utilized to support the budget modification process.

2. Discuss whether there are multiple types of budget documents available to generate different types of changes to the budget (i.e., create an entire budget for a new account versus a budget transfer) 

3. Demonstrate how the system provides controls for the following budget change scenario: 

a. Zero-dollar impact budget modification (debits equal credits or increases equal decreases), thus only allowing a transfer of budget amounts between multiple accounts (Department/Fund), which may also cross organizational hierarchies

4. Discuss the system’s capabilities to increase the budget when actual revenues exceed the budgeted revenues, within District-defined tolerances.

5. Discuss the standard workflow provided by the system for the budget modification process.

a. Discuss whether the system provides any unique workflow features related to budget modifications that were not already addressed in the General Session.

b. Discuss whether workflow is available for budget modifications in the subsidiary ledger or module for tracking projects.

6. Demonstrate how the system tracks the “original approved” budget and budget revisions made.

7. Discuss how the system tracks whether a detail budget line item is recurring versus nonrecurring for purposes of initiating the budget base for the next fiscal year. 

8. Demonstrate how an end user can view the entire detail history of budget revisions. 

	Outcomes:

	

	Questions:

Are the same standard system security features that were demonstrated and discussed in the General Session available to control who at the District can perform budget modifications?

	Scenario 11.3 Budget Monitoring, Reporting and Queries

	Setting:

	Gain an understanding of on-line views and reports provided by the budget development system and the ability to prepare reports to support the budget development process and budget monitoring during the fiscal year.

The new fiscal year has begun and actual versus budget variances need to be identified and explained.  In addition, the Budget Office wants to perform various projections to determine whether the District will remain within the targeted budget amounts.

	Criteria:

	1. Demonstrate standard views that support the system’s ability to display budget versus actual data based upon user-defined time spans and periods. 

2. Demonstrate standard views and reports that summarize budget versus actual data at a unit level, department level, school or college level, campus level, and district level.

3. Demonstrate standard views or reports that reflect an over-spent account (Department/Fund), detailed to individual line items and also by different levels; e.g., total school versus individual departments.

4. Discuss the graphics capabilities for actual and budget for current and prior year with respect to financial information. 

5. Demonstrate any additional tools, which were not demonstrated in the General Session, which may be provided with the budget development module for budget forecasting or budget modeling features for creating projections to year-end based upon actuals incurred to date and for creating “what-if” scenarios.  Also, discuss whether historical budget and actual amounts are available for budget modeling. 

6. Demonstrate ability to convert from project year to fiscal year, and vice versa, for a particular account or group of accounts.

7. Demonstrate tracking  and reorting of Budget revisions and transfers 

8. Demonstrate tracking and reporting of transfer of budget between various different funds

9. demonstrate spreadsheet uploads for transaction processing

10. Demonstrate ability to account for non-fund accounting entities (enterprise funds (bookstores, etc) in P&L format.

11. Demonstrate how assignments are rolled over from HR system into FR system (integration of position control between both systems), how available funds are tracked in HR and FR(lapsing) 
12. Demonstrate ability to upload batches and view immediate update from this batch feed.

	Outcomes:

	

	Questions:

	Scenario 11.4 Grants - Receive Award

	Setting:

	Gain an understanding of the flexibility and ease of use at which sponsored awards are established in the grants accounting system, including the following:

· Standard attributes provided by the system

· Ability for the District to define additional attributes

· Ability to establish a project budget

Integration with the proposal and general ledger systems

The District has received an electronic notice from NSF (National Science Foundation) that it has been awarded a two-year project. The first year of the award is authorized for spending and the District received the full amount proposed award.  However, the award amount for the second year is less than what was proposed and will be released pending the acceptance of the annual technical and financial reports.  

“Prior to Arrival,” the vendor needs to establish a proposal to NSF in the grants proposal system such that it can be utilized during the demonstration of the following script.  In addition, the vendor should bring copies of a list of the standard data elements available to define a sponsored award in the grants accounting system.  Copies of this list will be distributed to District attendees for reference purposes during this demonstration script.

	Criteria

	1. Discuss how the system supports receipt of the electronic award notification from the sponsoring agency and provides the ability for the District’s Sponsored Award Programs office to review it and incorporate its contents into the award set up process.  

2. Discuss the processes available to notify the principle investigator, Deans and Vice Presidents, and others of award notification from the agency.

3. Demonstrate how the proposal is updated in the proposal system as being awarded.

4. Demonstrate how the proposal system is integrated with the grants accounting system and how an award record is initiated upon notification of receipt of the award.  Specifically address the following: 

a. Demonstrate which data elements are carried forward from the proposal system to the grants accounting system.

b. Discuss how the system tracks and report changes between the proposed budget and the award budget.  

c. Discuss how the system tracks other changes in award terms and any other items (including scope changes) that may have changed since the proposal.

d. Discuss whether the District can select which data elements/attributes are transferred from the proposal record to the award record. 

5. Discuss the overall architecture of the grants accounting system utilized to track the funding source and use of funds.  Specifically address the following:

a. Whether the system provides two separate components: 

i. funding source - the sponsored award

ii. use of funds – project 

b. Whether the system has the ability to support: 

i. one award funding multiple projects

ii. one project funded by multiple awards

c. How the system supports a multi-year award and tracks changes, if any, in the data elements throughout the life of the award 

d. How the system tracks related projects – e.g., program projects 

6. Demonstrate the award setup process, including the available attributes for reporting, billings, and queries.  Provide at the demonstration a list of all the standard data elements available in the system.  Discuss the standard data elements captured in the award set up process such as:

a. Unique identifier utilized by the system

b. Award long and short name

c. Award number

d. Award type

e. Sponsor information

f. Total award

g. Award start and end date

h. Funding amount / budget for each period

i. Facilities and administrative (F&A) base and rate

j. Contact information (e.g., name, address, all phone numbers)

k. CFDA number

l. General and special terms and conditions of award (e.g., report requirements, carryover) 

m. Billing requirements: types, frequency, amounts, and due dates

n. Reporting requirements: types, frequency, and due dates

o. Subcontractor information

p. Names of principal investigator (PI) and co-PI's

q. Organization(s)/department(s) owning the award

r. Account Manager

s. Optional user-defined data elements

7. Discuss further the capability and flexibility to add user-defined fields.

8. Discuss how the system distinguishes between sponsored funds and other funding sources, such as internal funds.

9. Discuss how the system identifies the ultimate funding source when the funding received by the District is flow-through funds or from a subcontract. 

10. Demonstrate any system features such as templates or ability to copy existing data from one award to another in order to expedite creating a new award. 

11. Discuss how the system can allocate the award between multiple departments and how the system will track the spending by multiple departments.

12. Demonstrate the budget set-up process for a sponsored award.  Specifically address the following:

· Discuss whether the budget is carried forward from the proposal record.

· Discuss whether the budget can be copied from another sponsored award to initiate the budget create process for a new award. 

· Discuss whether the system supports multiple budget periods on an award. 

· Discuss the various levels at which an award can be budgeted and if budgeted at the lowest level how the system supports summarizing the budget data. 

13. Discuss how the system tracks the budget by award year for a multi-year award. 

14. Demonstrate how the system tracks modifications to the budget and whether it captures all iterations of the budget. 

15. Demonstrate how the system will use F&A rates in the budget set up process.  Specifically address the following: 

· Demonstrate the ability to accommodate different rate bases such as salaries and wages or specifically designated cost categories.

· Demonstrate how the system will allow for multiple F&A rates to be established for the same award. 

· If certain expenditure categories are adjusted that affect F&A, demonstrate how the system will automatically adjust the F&A budget. 

16. Discuss how the system will differentiate the second year funding separate from the first year.  Discuss how the system tracks total funding for the award term. 

17. Upon completion of the award set up, discuss how the system will support routing the award and budget setup from originator to other District personnel for final approval.  Specifically address the following:

· How others are notified that the award has been established in the system and is available for processing transactions. 

· How the system notifies departments when changes to the award and budget occur.

18. Discuss how the system will allow for various roles such as business manager, principle investigator, etc. and how the system limits access for those to update, edit or approve to have access to project information and/or budgets.  Specifically address the following: 

· Whether there are any system limitations as to the number of personnel associated to the award record 

· Whether the system prohibits end departmental users from being able to change the data elements/attributes in the award record. 

19. Discuss how the award record in the grants accounting system links to the general ledger. 

	Outcomes:

	 

	Questions:

Does the system have the capability to create an award budget for a future period by applying a percentage increase?

	Scenario 11.5 Transaction Processing - Pre-Award Spending

	Setting :

	To gain an understanding of the features available in the grants accounting system when processing transactions to assist the District in its compliance with the terms and conditions of a sponsored award, including the following:  

Allowability of specific types of expenditures

Budgetary spending controls

Ability to prohibit expenditures incurred after the award ends

The District receives sponsored awards from many different federal and nonfederal agencies.  They have various types of requirements depending upon the sponsor and type of award.  Each sponsor can have monitoring requirements unique only to them, such as those associated with cost sharing, rules regarding unallowable expenditures, limitations on grant expenditures, etc.  For some awards, certain costs must be approved by the sponsor prior to purchase.

Cost charged to a federal award must meet four tests—reasonableness, allocability, consistency, and conformance with limitations or exclusions as specified in the terms and conditions of the award, including those in OMB Circular A-21 – Cost Principles for Educational Institutions.  For example, alcoholic beverages as entertainment costs are unallowable, whereas costs such as advertising expenditures are allowable in certain circumstances.  Accordingly, compliance must be maintained throughout the life cycle of a sponsored award as transactions are processed.

“Prior to Arrival,” the vendor should create a sponsored award, establish a purchase order for goods prior to the award end date and be prepare to receive such goods after the award end date during the demonstration as stated in step 2 below.

	Criteria:

	Discuss specific controls provided by the grants accounting system to support the propriety of transactions charged to a sponsored award.

Discuss how the system supports the following transaction validations and note:

At what point the system invokes the validation and 

Whether the system handles validations consistently regardless of the source of the transaction (e.g., direct entries (project journal), integrated entries from purchasing, accounts payable, labor distribution, etc. or interfaced entries from legacy systems). 

Specifically address the following as to how the system:

Disallows expenditure transactions on a particular budget line item (i.e., natural classification code) that is not allowed on the award.  For example, the system rejects a transaction to reimburse a PI for travel on an award that disallows travel;

Disallows transactions with incorrect account code combinations (e.g., selecting the wrong funding source code value for a particular project); 

Disallows expenditure transactions that are incurred after an award end date. Specifically address the following:  

Whether the system has the ability to warn or prevent certain types of transactions within a District-defined time frame before and/or after the project end date.

Whether central accounting (not the academic department user) may override a rejected transaction.

Whether the system provides the ability to reverse transactions on a sponsored account after the final invoice/report is issued.

Discuss whether the system can disallow expenditure transactions, but allow revenue and revenue-related transactions (i.e., billing and cash collection of the award).

Demonstrate how a purchase order for goods encumbered prior to an award end date but not received until after the award end date is automatically processed upon receipt of the goods.

Discuss whether there are any differences in the types of budgetary spending controls provided for sponsored accounts recorded in the grants accounting system as compared to the budgetary spending controls provided for non-sponsored accounts recorded only in the general ledger.  Specifically address the following:

Ability to control spending within the award budget categories (i.e., line item level – natural classification).  

Ability to control spending at the award and/or project level.

Ability for District-defined tolerances and electronic notification to the PI when transaction exceeds the budget either in total or at a budgeted line level, but is within tolerance level. 

Demonstrate how the system supports the requirement for prior approval from NSF for the purchase of equipment that will exceed $25,000 per unit.

	Outcomes:

	

	Questions:

Does the system have the capability to validate the allowability of expenditures during the pre-award period?  If so, how.

	Scenario 11.6 F&A Rates (Multiple)

	Setting:

	To gain an understanding of the grants accounting system features provided to calculate and record facilities and administrative costs on sponsored awards and its flexibility to handle numerous rates and bases.

Sponsored awards are subject to various Facilities & Administrative (F&A, formerly called indirect) cost requirements and calculations.  Some sponsored awards carry restrictions on the types of expenses on which F&A may be applied.  

Dr. Murray has a joint sponsored award project with the School of Math and Engineering at UC Santa Cruz.  Some of the research will be performed in Dr. Murray’s lab and another portion will be performed at a lab on the UC Santa Cruz campus.  In addition, they will utilize an off campus facility for a portion of the project.  For our purposes, the F&A rates are as follows:

District – 36% MTDC

UC Santa Cruz – 45% MTDC

Off Campus – 25% MTDC

The District records F&A costs on its sponsored awards as expenditures are incurred.

	Criteria:

	Discuss and demonstrate how F&A rate schedules are created in the grants accounting system, including the identification of the components of the rate base. Examples include: 

Multiple rates with the same base,

Same rate with multiple bases, and

Rate applied to revenues, not expenditures.

Demonstrate the system functionality available to identify ranges of natural classification (object) codes when creating F&A schedules.  Specifically address the following:

Ability to add new natural classification codes to the rate bases that fall either within or outside of the range of codes already included in the bases. 

Ability to exclude certain natural classification codes within a range of codes.

Discuss how the system supports the change in F&A rates as rate agreements are negotiated with the DHHS-NSF.

Discuss and demonstrate the system options to calculate and record F&A charges.  Specifically address the following:  

Whether a dollar or percentage threshold for total F&A costs on an award can be established; 

Whether F&A is also calculated on committed/encumbered amounts, including both personnel and non-personnel costs;

Whether the District defines the level at which F&A transactions are recorded (i.e., detail transaction level or in summary);  

Whether the District controls when the F&A costs are generated; and 

Whether F&A transactions are posted real-time. 

Discuss how manual adjustments to F&A charges are considered in the generation of revenue.

Demonstrate how the system will allow for certain awards to maintain the historical F&A rates for the entire project period while other awards adopt the new F&A rates.

Discuss the ability of the system to create retroactive rate changes on a project to the beginning of the project (e.g. a provisional rate used prior to finalization of negotiations).

	Outcomes:

	

	Questions:

How are the definitions of the rate bases maintained throughout the fiscal year?

	Scenario 11.7 Transaction Processing - Cost Transfers

	Setting:

	To gain an understanding of the on-line cost transfer capability of the grants accounting system and the ability to validate transaction through proper workflow approvals.

Dr. Treanor in the Biological and Health Sciences Department identified $10,000 of lab supplies on her project that were incorrectly charged.  After some analysis, she determined that they related to another PI’s NSF project in the Biological and Health Sciences Department.  Dr. Treanor would like to initiate an electronic process to transfer and approve the cost transfer.  The supply budget is a total of $8,000 on this NSF project and may not be overspent by more than 20%.

Cost transfers on NSF grants that represent corrections of clerical or bookkeeping errors should be accomplished within 90 days of when the error is discovered. The transfers must be supported by documentation that fully explains how the error occurred and a certification of the correctness of the new charge by a responsible organizational official of the grantee, consortium participant, or contractor. An explanation merely stating that the transfer was made "to correct error" or "to transfer to correct project" is not sufficient. Transfers of costs from one budget period to the next solely to cover cost overruns are not allowable.

	Criteria:

	Demonstrate the system’s capabilities to process the cost transfer. 

Discuss the ability of the system to check funds availability during the transfer approval process.  Also, discuss whether funds are encumbered on a cost transfer transaction, especially while it is in the approval process 

Discuss the standard workflow provided by the system for the cost transfer process.  Discuss whether the system provides any unique workflow features related to cost transfers that were not already addressed in the General Product Overview.

Demonstrate ability for the cost transfer to require an explanation for transfers processed after the 90-day window in accordance with institutional policy.  Discuss whether the system supports the ability for the District to create standard explanations from which the user can select.

	Outcomes:

	

	Questions:

	Scenario 11.8 Transaction Processing – Award Re-budgeting

	Setting:

	Gain an understanding of the processes used by the grants accounting system to re-budget cost categories on a sponsored award.

Re-budgeting for sponsored awards is different from re-budgeting in non-sponsored accounts.  It refers specifically to reclassifying the budgeted amount from one budget cost category to another and obtaining the requisite internal approvals and if required, external approvals. 

Mr. McNamara needs to purchase a piece of equipment using funds from his NSF Animation grant for which it has no equipment budget.  NSF allows a certain degree of latitude to re-budget within and between budget categories to meet unanticipated needs and to make other types of post-award changes. Some changes may be made by the grantee only within limits established by NSF. Other changes require NSF prior written approval before modifying the budget or undertaking the activity in question. The degree of discretion permitted varies by type of grant, grantee, and coverage by, or participation in, a special initiative.  NSF has already given the District prior approval authority to re-budget funds for this type of activity.  Demonstrate the ability of the system to handle this re-budget request.  The contracts and grants office is required to approve the request.

	Criteria:

	Demonstrate the system’s ability to provide a standard re-budgeting request form on-line for departments to enter re-budget requests for both federal and non-federal accounts.  Specifically address the following: 

Ability for the system to automatically adjust the F&A budget due to the re-budgeting of other costs 

Ability to restrict those budget cost categories where re-budgeting require prior sponsored approval 

Ability to enter justification for the budget adjustment must be included. 

Discuss the workflow ability to designate departments for electronic approval depending on the budget modification requested. 

Discuss how the grants accounting system tracks approved budget modifications.  Specifically address the following: 

Ability to track cumulative changes to the original budget or the most recent agency approved re-budget.  

Ability to restrict cumulative changes by a percentage of the total budget.

	Outcomes:

	

	Questions:

	Scenario 11.9 Cost Sharing

	Setting:

	Gain an understanding of the system options for capturing and recording cost sharing

Background Information:  The following represents an example of how cost sharing is handled and processed at the District.  The OTI Department receives a grant in the amount of $100,000 from the California Community College Chancellor’s Office.  The conditions of the grant are that the District must also spend $100,000 on the project, thus having a $1 to $1 match.  

The department determines that the $100,000 District cost sharing obligation will be spent as follows:  $80,000 salary plus fringes and $20,000 in other operating expenses.  The funds to cover the $100,000 will be paid from the department’s state general fund operating budget, 142001.  

The funds to cover the $100,000 grant are set up in account 212001.  The grant budget also reflects the $100,000 in cost sharing as a memo entry. (The actual cost share charges will post to the account as a debit and credit to object code/class 8988 and 8999.)  

The personnel cost sharing is documented in the HR system, and the transactions flow from Payroll to the accounting system. As expenditures are made for personnel from the grant the coding is:  

Dept        Account  Object Code (class)  Amount
OTI       212001           2000                 $1000.00 

As cost sharing salary is made from the department’s account 142001, the charge is:  

Dept       Account   Object Code (class)   Amount
OTI      142001            2000                  $1000.00

The grant also reflects the following cost sharing entry:

OTI      212001            8988                   $1000.00

OTI      212001            8989                 ($1,000.00)

The cost sharing is noted on the grant account (212001) and in the HR/Payroll system.  The code is picked up in the computer system as a two sided journal entry to the grant account. 

Non personnel cost sharing charges are processed manually.  Documentation is sent to the Office of Sponsored Research noting the charge and requesting that it be cost shared to the appropriate grant.  The same object code/class is used for non personnel.  

Mr.Dishno, from the Occupational Training Institute, has a supply cost sharing requirement on a project.  He is required to cost share $80,000 salary plus fringes as well as $20,000 of other operating expenses

	Criteria:

	Demonstrate how the ERP system supports capturing and recording cost sharing.  Specifically address the following:

Whether actual entries versus memo entries are recorded 

Whether entries are recorded in the award or the matching account and in which ERP module 

Options available for the District to set-up and record cost sharing  

Discuss whether there are any differences as to how the system handles cost sharing for personnel versus non-personnel expenditures.

Discuss whether the system can automatically calculate cost sharing as follows: 

Percentage basis 

Lump-sum amount 

Transaction-by-transaction

	Outcomes:

	

	Questions:

	Scenario 11.10 Subcontractor Process

	Setting:

	Gain an understanding of the ability for the grants accounting system to support the subcontractor management process, including:

Management of contract and terms and conditions

Tracking and approval of invoice payments

Accounting for subcontractor indirect cost cap

Background Information:  The District manages a Basic Skills Professional Development grant from the California Community College Chancellor’s Office.  The current project is a three-year project to provide Statewide training and support to address the professional development needs of Community College administrators, faculty, and staff in the areas of basic skills and ESL instruction in the areas of English, mathematics, reading, writing and ESL instruction.  

The District must be able to monitor each subcontract individually to ensure no overpayment occurs and that each subcontract is closed out in a timely manner.  The subcontract date parameters are often times different from the overall award begin and end dates.  A sponsored award can have multiple subcontracts with varying date parameters.  F&A is calculated on only the first $25,000 of expenditures billed to the District for each subcontract.

Scenario: The District is in year one of a three-year project.  The total project budget is $2.1 million, $700,000 each year.  The District has two subcontractors performing a significant portion (more than 50%) of the work. One of the subcontractors is a not-for-profit organization.  Monthly billing is required for each of the two subcontractors.

	Criteria:

	Demonstrate how a subcontract is established and tracked in the ERP system.  Discuss the data elements entered for a subcontract and how special terms and conditions can be monitored. 

Discuss options in the system to access, update, and store subcontractor agreements.  

Demonstrate how the system will support multiple subcontract agreements for this Basic Skills Professional Development grant.  

The District received a monthly invoice from one of the subcontractors:

Discuss and confirm that subcontractor invoices are entered using the payables processes.

Demonstrate the ability to track payments against the awarded amounts.

Discuss how the system will support the review of subcontract terms and conditions during the invoice approval process.

Discuss how the system checks to make sure that the performance period of the subcontract is within the dates of the main grant agreement.

Demonstrate how the system will account and report on subcontractor costs. 

Discuss how cost categories such as salaries, fringes, supplies and capital items are captured.

Demonstrate how facilities and administrative costs are calculated on the first $25,000 of subcontractor costs. 

In year two of the agreement, demonstrate how the system will account for the cumulative limit. 

Demonstrate the ability of the system to track subcontractor deliverables required as a part of the project.  Discuss whether the system has the ability to hold invoice payment or approval if deliverable has not been met.  

Discuss the ability of the system to track compliance and document subcontractor compliance required by the OMB Circular A-133 Compliance Supplement.

	Outcomes:

	

	Questions:

Does the system offer any reminders for administrators if a subcontractor invoice has not been received in a timely manner?

	Scenario 11.11 Revenue Recognition - Cost Reimbursable Awards

	Setting:

	Gain an understanding how the grants accounting system recognizes and records revenue for cost reimbursable sponsored awards, including the following: 

Set-up of cost reimbursable sponsored awards in grants accounting

Recognition of revenue for cost reimbursable awards

Integration of the grants accounting, accounts receivable, and general ledger systems

Process to handle recording deferred revenue

Background Information:  Sponsored awards requirements for recognizing revenue, billing, and reporting vary and thus, must have attributes on each award to support such.  In addition, each sponsored award must be associated to the sponsoring agency, which should be established as a customer in the accounts receivable system.  

Some of the District’s sponsored accounts are processed under a Letter of Credit (LOC) arrangement.  The amount of the letter of credit request equals the amount of expenditures incurred to date that have not yet been reimbursed for eligible sponsored awards.  Also, the federal government allows the LOC amount to include any amounts that will be disbursed within the next three days.  

Two other reimbursement methods utilized are: (1) billed amounts and (2) direct or scheduled payments.  Billed amounts are where an invoice is physically generated and sent to the sponsored agency requesting payment, based upon the actual costs incurred or for the agreed-upon fixed fee.  In such cases, the invoice formats and the level of detail provided on the invoices varies, depending upon the sponsor’s detail requirements.  Generally speaking, invoice formats are either sponsor-defined or a standard District-defined format is utilized.  For some direct or scheduled payments, the sponsored awards effectively are cost reimbursable, but a fixed dollar amount is paid automatically by the sponsor based upon a pre-defined schedule (i.e., with a defined amount for a defined period: monthly, quarterly, semi-annually, etc.) and thus a physical invoice is not required to be sent.  In such cases, a final reconciliation is done on the last payment to adjust the amount paid-to-date to equal the total costs incurred.  Sometimes, sponsors do not require the District to return overpayments.

The type of sponsored award dictates the manner in which revenue is recognized.  For example, for cost-reimbursable awards the revenue is recognized as costs are incurred.  Thus, the receivable for such awards must have a clear audit trail back to the expenditures recorded in the grants accounting system.  However, the request for the reimbursement of the expenses is only performed periodically and may be done via Letter of Credit or by sending an invoice to the sponsor.

For other sponsored awards, a fixed fee is received from the sponsor and the District is required to generate an invoice that matches this amount and recognize revenue accordingly.  

This demonstration script (SP05.01) addresses revenue recognition for cost reimbursable awards, with the continuation of the billing cycle being addressed in demonstration script SP05.02 by having such awards reimbursed by Letter of Credit.  Revenue recognition for a fixed fee sponsored award is addressed in SP05.03, with the billing of such being demonstrated in script SP05.04.

“Prior to Arrival”, the vendor should establish multiple cost reimbursable sponsored award accounts with a single sponsor, record expenditures, and then recognize revenue on the expenditures incurred, such that the results may be reviewed during the on-site demonstration.  For such awards, revenue should be recognized on an accrual basis and recorded as the costs are incurred.

	Criteria:

	Provide an overview of the revenue recognition process and the data flows between the grants accounting, accounts receivable, and general ledger systems.  Discuss the revenue recognition process and specifically address the following: 

How the system recognizes revenue only on the transactions posted since the last revenue accrual;

Whether the District controls how often the revenue recognition process can be run; and

How the system prohibits revenue from being recognized on over-expenditures on an award.

Demonstrate the results of the transactions that were processed “prior to arrival” for the recognition of revenue for the sponsored award by online inquiry in systems.

Discuss how the system handles an advance payment received upon receipt of a cost reimbursable award.  Specifically address how deferred revenue is recorded and then expenditures are incurred, the deferred revenue is reduced and revenue is recognized.

	Outcomes:

	

	Questions:

	Scenario 11.12 Letter of Credit

	Setting:

	Gain an understanding of the flexibility and ease of use for requesting reimbursement of expenditures drawn under a Letter of Credit (LOC), including the following:

Integration of the grants accounting, accounts receivable, and general ledger systems

Electronic submissions to LOC Payments system such as the DHHS Payment Management System

Standard on-line queries or reports to support the LOC process

The focus is sponsored awards reimbursed under a LOC.

Scenario – NASA/Ames/DHHS reimburses the District using a Letter of Credit.  The District will be reimbursed by NASA/Ames/DHHS by completing form SF 272 (Federal Cash Transaction Report) and drawing down funds from the Payment Management System.

“Prior to Arrival”, the vendor should establish multiple sponsored accounts for a single LOC agency and perform the following processes such that the results may be reviewed during the onsite demonstration:

Record expenditures - one of the sponsored accounts should have a total negative amount for the monthly expenditures, but the total amount to be drawn for all accounts under the LOC should be a positive balance.

Recognize revenue,

Run the billing process,

Assume the amount of the LOC draw request equals the amount of the revenue recognized plus an additional $100,000 for unrecorded expenditures anticipated within three days following the draw, and 

Apply the cash receipt for the amount of the LOC draw request.

	Criteria:

	Provide a high-level overview of the LOC process and the data flows between the grants accounting, accounts receivable, and general ledger systems. 

Demonstrate how LOC accounts are identified and associated to a single LOC agency.

Demonstrate how the system will support the NASA/Ames/DHHS Payment Management System (PMS) detailing the cash draw-down process, electronic payment, SF 272 Quarterly Report, and verification of data between PMS and the system such as, award amounts, award document number, award ID number, etc.  Specifically address the following: 

Discuss the billing process and the related accounting entries that are generated and recorded in the system.  Specifically address at what account level the system records the receivable balance and the relationship of the receivable balance for the multiple awards that are associated to the single pooled LOC account.

Demonstrate the results of the transactions that were processed “prior to arrival” for the billing process for the LOC agency by inquiry in the grants accounting, accounts receivable, and general ledger systems.  Specifically demonstrate how the LOC amount included the sponsored account with a negative amount and offset the total amount to be drawn. 

Discuss the cash application process for the receipt of the LOC draw and the related accounting entries that are generated and recorded in the system.  Specifically address how the District would apply the additional $100,000 received that represents an estimate of unrecorded expenditures to be posted within the 3-day period following the LOC draw. 

Demonstrate the results of the transactions that were processed “prior to arrival” for the cash receipting process for the LOC draw request by online inquiry in the grants accounting, accounts receivable, and general ledger systems.  Specifically demonstrate how the LOC single payment was applied to multiple accounts.

Demonstrate any standard online inquiries or discuss any standard reports that the system provides to aid the District in estimating its federal LOC draws and in monitoring its LOC receivables.

	Outcomes:

	

	Questions:

	Scenario 11.13 Revenue Recognition – Fixed Fee

	Setting:

	Gain an understanding how the grants accounting system recognizes and records revenue for fixed fee sponsored awards, including the following: 

Set-up of fixed fee sponsored awards in grants accounting

Recognition of revenue for fixed fee awards

Integration of the grants accounting, accounts receivable, and general ledger systems

Process to handle recording deferred revenue

For detail background information, refer to demonstration script SP05.01.  The focus of this demonstration script (SP05.03) is a fixed fee sponsored award. 

A faculty member is going to conduct a test for a company. There are to be 25 samples that are selected. The fee charged is $1,000 per completed sample report plus 10% for indirect costs. In addition, the company will make an advance payment of $10,000 to be credited against the total amount due from the Sponsoring Company.

	Criteria:

	Discuss any differences in the system revenue and billing processes for fixed fee sponsored awards. 

Demonstrate how this sponsored award is set-up in the systems to only record facilities and administrative costs at 10% of each completed sample report and to recognize revenue on a per unit basis. 

Discuss how the advance payment of $10,000 is handled by the system and highlight differences, if any, in the recording of deferred revenue that was discussed in demonstration script SP05.01 step 3.

	Outcomes:

	

	Questions:

	Scenario 11.14 Billing Other Sponsored Awards

	Setting:

	Gain an understanding of the flexibility and ease of use for billing fixed fee sponsored awards and payment request for sponsored awards not under a letter of credit (LOC) arrangement, including the following:

Ability to establish billing schedules

Ability to combine the billing for multiple awards on a single statement

Integration of the grants accounting, accounts receivable, and general ledger systems

Standard invoice or forms provided associated with billing sponsored awards

For detail background information, refer to demonstration script SP05.01 

This demonstration script (SP05.04) addresses some of the unique requirements related to the billing process and cash collection for non-LOC sponsored awards.

Scenario A - Continuing the scenario presented in demonstration script SP05.03, the District has completed 25 tests and completed the sample reports.  

“Prior to Arrival” – the vendor should process direct expenditures totaling $26,000, and apply the F&A costs at 10% of the budgeted revenue.  During the demonstration, the District is going to bill the Sponsoring Company for the 25 tests.

Scenario B – The District has a cost reimbursable award totaling $100,000.  It is being reimbursed under a quarterly scheduled (direct) payment of $25,000 per quarter.  “Prior to Arrival” process monthly expenditures, including F&A charges that totaled the following at the end of each quarter:

Quarter                 Inception-to-Date Expenditures
$26,000

$51,000

$73,000

$98,000

“Prior to Arrival” process the three quarterly invoices.  During the demonstration, the vendor will prepare the final billing for the last quarter.

	Criteria:

	Scenario A - Demonstrate how the system invoices for a fixed amount per unit.  Specifically address how the system recognizes the $10,000 advance payment when processing this invoice. 

Scenario B – Demonstrate how a sponsored award is established in the system that is cost reimbursable, but reimbursed via scheduled (direct) payments.  Demonstrate the final billing to the sponsored award that reflects the total expenditures incurred of $98,000.

Discuss how to combine charges on several accounts for the same sponsor so that a single invoice can be automatically prepared, and so that the sponsor only has to remit one payment. 

Discuss how the system handles the billing process if the current invoice amount is negative and how such amount is carried forward to subsequent billing periods until the amount becomes positive. 

Discuss whether the system supports the standard sponsoring agencies invoice formats (SF270, SF1034, SF1035A, etc.).

	Outcomes:

	

	Questions:

	Scenario 11.15 Ad Hoc and Annual Reporting

	Setting:

	Gain an understanding of the standard on-line views and reports provided by the grants accounting system and the ability to prepare reports for purposes of reconciliation and annual sponsored award reporting.

The District performs many compliance reviews and ad-hoc reports to keep all business offices and centers aware of the sponsored activity. Our grant from NASA/Ames requires an annual Financial Status Report (SF 269) and an annual technical report.   

“Prior to Arrival,” the vendor should prepare transactions and information for a sponsored award to populate a Financial Status Report FSR 269 whose project year-end is September 30.

	Criteria:

	Demonstrate how the system will track various report deliverables, some of these reports will be completed by the system (e.g. financial SF 269) and some will be completed outside of the system (technical and invention reports). 

Discuss notification options as to how the system notifies the various users when reports are due or becoming due. 

Demonstrate how the system will produce the necessary annual financial report SF 269.  

Demonstrate how the system will allow for expenditure adjustments to the annual financial report for those expenditures that were incurred but not yet recorded in the account. 

Demonstrate how the system will support a reconciliation of the quarterly Federal Cash Transaction Report SF 272 with the annual Financial Status Report SF 269. 

Demonstrate standard on-line views and standard reports provided by the system to support analysis and detailed reconciliation of the actual revenue and expenditures against budgeted amounts.  Specifically address the following:

How the system can support various queries of the awards: PI, Award ID, Award Name, Award Start and End Dates, etc. 

Whether the system provides a standard on-line view or report that reflects summary and detail budget vs. actual, encumbrances, and reflects total funds available. 

Whether the system supports the ability for the District to query on-line and report on District-defined fields.  

How the system provides financial information across fiscal, calendar, and project years. 

How the system provides the Schedule of Federal State Assistance required by our External Auditors listing the Award amount, carry-over funds, cash received, accounts receivable, accounts payable and program expenses for all of the federal and state sponsored grants.

	Outcomes:

	

	Questions:

	Scenario 11.16 Personnel Activity Reporting System (Effort Reporting)

	Setting:

	Gain an understanding of how the ERP system supports the effort reporting process, including the following:

Ability to generate a salary cost transfer when changing level of effort

Ability to distinguish mandatory and non-mandatory cost sharing on the effort report

Integration of the payroll, labor distribution, grants accounting, and general ledger systems

	Criteria:

	Discuss how the ERP system supports the effort reporting certification process.  Specifically address how the payroll, labor distribution, grants accounting and general ledger systems are integrated for effort reporting purposes. 

Demonstrate how the system generates effort reports that the PI can certify the amount charged to his grant and other activities such as departmental administration. 

Demonstrate how the effort reporting system will generate a cost transfer simultaneous with the changes made on the effort report.

Demonstrate how the system-generated effort report reflects cost sharing for the excess of salary that was over the cap of $183,500. 

Demonstrate how the system distinguishes between mandatory cost sharing from voluntary cost sharing on the effort report. 

Discuss how the system-generated effort report will be used to monitor the committed effort on active projects of a faculty member on future awards that he receives.

Discuss how the system supports an adjustment to a previously certified effort report and requires another effort report to be certified.

	Outcomes:

	

	Questions:

	Scenario 11.17 Award Close Out

	Setting:

	Gain an understanding of the capabilities of the system to manage and track activities in the award close out process such as, but not limited to:

Preparation of the financial status report

Status of required deliverables and technical reports

Notifications or aging of up coming due dates

Documentation of transfer of residual funds

Extension process

Limitations of expenditures once a project is closed

Typically the District’s sponsored awards are closed within 90 days of the stated end date of the grant or contract.  The principal investigator (PI) will be notified 90 days prior to the end date by the Office of Contract and Grant Accounting with project close out instructions.  During this time frame, several activities take place to prepare a project for closure.  Note: if a project extension is expected, the Department / PI will follow the procedure to notify the Office of Contract and Grant Accounting.

Generally, 30 days prior to the end date, Personnel Activity Reports should be updated for new effective assignments.  In the first month following the end date, the PI reviews the project for accuracy and completeness of the financial activity and any corrections, if needed, are made.  In the second month after the end date, a draft financial report is prepared for review and finalized in the third month.  All forms are due 90 days after the expiration of the contract.

	Criteria:

	Demonstrate how the system will create the final Financial Status Report SF269 incorporating the previously filed annual report. 

Demonstrate how the system will account for the adjustments made to the previously submitted annual financial report so they are not reported as expenses in year 2 of the contract.

Discuss how the system will support the changing of funding sources for recurring charges such as telephones after the closeout of an award.

In demonstration script SP03.02 the vendor was required to discuss how the system provides controls to support the propriety of transactions charged to a sponsored award.  Discuss any other system controls (e.g., award status of “closed”) that may be provided by the system to support the award closeout process.  If the grants accounting system provides a “closed status” control discuss:

Whether such status prohibits all transactions associated with a specific award (e.g., revenue, expense, cash collection on an open receivable, etc.)

Whether authorized District staff can override or “reopen” an award to process necessary entries to transfer any residual funds from the award to the general “E” funds or cost transfer other expenditures to another account (e.g., continuation year). 

Discuss the process to archive and purge closed sponsored accounts from the grants accounting system that have had no activity within a District-defined time frame.

	Outcomes:

	

	Questions:

If the project is not actually ending, how does the system support the process to request a project extension?
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