Best Practices for Account Management Reports
A. Reporting Requirements

Report Type
Responsible Party:

Invention:
Principal Investigator in cooperation with OVPR
Technical:
Principal Investigator
Financial:
Sponsored Programs Services
Property:
Sponsored Programs Services
Expectations:

· Take appropriate action to ensure timely submission of reports.

· Communicate issues related to any overdue report.
· Communicate staffing needs if unable to complete those due in 0-30 days.

 

B. Grants on NTP (Notice to Proceed)
Valid-to Date

Definition:

The end date assigned to the NTP period.

Expectations:

· On a new NTP the Grant validity dates will be the NTP dates.
· The valid-to date of an NTP should be the first of the month following the ending month of the NTP. For instance, use 10/1/09 instead of 9/30/09. 

· When putting an existing grant on (Continuation of Award) NTP, the Grant validity end date will be changed to reflect the NTP end date and the Budget validity end date will be the NTP end date plus one month.

· When putting an existing grant on NTP for an increase in funds, the Grant validity end date and Budget validity end date will not be changed. The NTP liability field will be changed to either Purdue or Department backed and the budget will be increased using the NTP sponsored class (78850).

· The NTP should be extended if appropriate (Email department to provide a NTP form to extend if the NTP is department backed).

NTP Liability

Definition:

Department – The applicable department is responsible if the funding is not received from the sponsor.  
Purdue - Purdue is responsible if the funding is not received from the sponsor.
Expectations:

· Department backed - The Business Office is primarily responsible for reviewing these accounts and determining if action is necessary. SPS should also review and email the department.

· Purdue backed - SPS is primarily responsible for reviewing these accounts and determining if action is necessary.

Tips:

· If a Continuation of Award NTP is not approved by the sponsor, change the dates back to the original award dates.
Expense
Definition:

Total Life to Date Expenses (from the Project Financial Report – ZFIR_RP_FSSR_PROJ_FINANCIAL).

Expectations:

· New NTP - The total expenses should not exceed the NTP budget.
· Continuation of Award (COA) NTP – The total expenses should not exceed the overall budget (NTP budget plus awarded budget).

Tips:

· Contact the Business Office or SPS if the NTP budget needs to be increased.
NTP Budget

Definition:

Amount of Budget in the Notice to Proceed Sponsored Class (78850). When a grant is awarded, there should not be any funds budgeted on the 78850 sponsored class.

Tips: 

· An audit report is run monthly to check if there are any grants in award status with a NTP budget. 

C.  F&A Validation for Newly Established Accounts

IDC Rate
Expectations:

· Review the rate assigned to each sponsored program for accuracy. 
· Verify the rate is correct for regional campus accounts.

· If the rate is the off-campus rate, verify the off-campus flag has been marked as such.

· If the rate is different than one of the approved rates, verify a F&A waiver is on file or check for a sponsor restriction.

Tips:

· If a Sponsored Class is not IDC relevant, the rate will appear as 0.000.

· MTDC base accounts are typically assigned the approved Purdue rate for the applicable campus.

· Regional campus responsible funds centers begin with 10, 20, or 30.

F&A Budget

Expectations:

· Verify a budget has been entered if the sponsored program IDC Rate does not equal zero.

F&A Actual Expenditures

Expectations:

· Verify there is a rate assigned to the sponsored program if there are Indirect Costs expenditures.
D. Cash Deficits
Cash Deficit

Definition:

Total expense less income received less receivables.

Expectations:

· Review the difference between the cash deficit and receivables balance to determine if an invoice is needed.

· Review the Billing Rule if the Receivables Balance is greater than the Cash Deficit. (Does the billing rule need to be corrected?)

Tips:

· For billing rule RRB, the cash deficit should equal the previous month’s expenses.
Available Balance

 

Definition:   

 

Budget less Life to Date Expenses and Commitments (from the Project Financial Report – ZFIR_RP_FSSR_PROJ_FINANCIAL)

Tips:

· A negative available balance indicates that the overall grant is overdraft.  

Outstanding A/R
Definition:

Total outstanding receivables

E. AR Aging – Days Overdue Analysis

Expectations: 

· Review outstanding invoices and take action as necessary (ex. Contact sponsor, cancel invoice)
· Accounts over 60 days past due - The Account Management staff will follow-up with the sponsor(s) regarding the status of the outstanding payment(s) that are over sixty days past due.

· Accounts over 90 days past due - The Account Management staff will identify outstanding receivables over 90 days past due. The Account Manager will follow-up with the sponsors on outstanding receivables. 
· Accounts over 120 days past due - A summary report of the outstanding receivables over 120 days past due identifying accounts that required Purdue actions and those with cash/billing issues will be sent to the Assistant Director Post-Award of SPA. 

· Accounts over 150 days past due - A summary report of the outstanding receivables over 150 days past due identifying accounts that required Purdue actions and those with cash/billing issues will be sent to the Assistant Director Post-Award of SPA. 
F. Overdraft Report

Management Balance Current Month End (-1, -2, -3)

Definition:

Budget less Life to Date Expenses and Commitments (from the Project Financial Report – ZFIR_RP_FSSR_PROJ_FINANCIAL)

Expectations:

· The available cash balance for University funds or available budget balance for SPS accounts should not be less than $0.
· Business Office staff will review the monthly overdraft report and overdraft accounts should be resolved within the month. 

· Move charges to an appropriate account. 

· Change demurrage, MERS numbers, etc. to prevent further overdrafting of the account. 

· For accounts with multiple IO/SP’s, if a budget reallocation is appropriate, it should be prepared immediately. If unsure how to proceed with the request, consult the SPS Account Manager/Project Administrator.
· Overdrafts on internal funds are the sole responsibility of the Department to review and take appropriate action (budget increase or move expenses).
Tips:
· For SPS accounts, if charges are being incurred for a project on department funds, the Business Office must request a Notice to Proceed (Form #27).

If additional funding is anticipated, the Business Office must request a Notice to Proceed (Form #27).
G. Expired/Expiring Accounts with Any Balance

Available Balance
 

Definition:   

 

Budget less Life to Date Expenses and Commitments (from the Project Financial Report – ZFIR_RP_FSSR_PROJ_FINANCIAL)
 

Expectations:  
· The total available balance should not be less than $0 

· If total available balance is less than $0, the Business Manager will review overdrafts monthly and make arrangements to clear within the month. 

· Account should be ready to close by 60 days after expiration unless sponsor requires final fiscal reports to be submitted earlier (charges reviewed, overdrafts cleared, post termination charges removed).
· Accounts will be zeroed in accounting records within 4 months of project expiration except if awaiting income. 

Tips:

· Balance doesn't include F & A (IDC) charges (if applicable) for the commitments amount.

 

 
Outstanding A/R
 

Definition:

 

Total outstanding receivables
 

Expectations:

· Primary responsibility is with SPS for follow up on outstanding receivables.

 

Tips:

· Contact Department Business Office if overdue technical or invention reports impact outstanding receivables.
 

Unallocated Balance
 

Definition:

 

Amount of budget not allocated to a specific sponsored class.

Unallocated Available - Awarded and ready to be budgeted, but budget information has not been provided yet from department/business office.

Unallocated Restricted - Awarded, but unable to use until approval is received from sponsor
 

Expectations:

· Dual responsibility as Department is primarily responsible for unallocated available balance and SPS for unallocated restricted balance.

· Verify the unallocated budget is decreased when allocating the budget to specific sponsored classes within a grant.

· Run the Budget vs Grant Value vs Total Awards Report in AIMS to verify that the balances match.  This report should be run monthly to prevent errors in closing.

· An Audit report for grants with budget in Unallocated Available and Restricted will be ran monthly to be reviewed by SPS.

Tips:

· Unallocated restricted budget amount is not reflected in AIMS.

· If Unallocated Budget is not reduced when funds are budgeted to a specific sponsored class, then the line items will be doubled and the total budget will appear to be greater than the actual award amount.

Possible Times to use Unallocated Available sponsored class:

· Grant has been awarded, but SPS does not have a Coeus budget from the Department/Business Office.

· When SPS receives a fully executed agreement from the sponsor, they will notify the PI and Business Office immediately in order to receive the necessary information to establish the account.  If all the requested information is received except for the budget information, which has not been provided after five days, SPS will proceed with the establishment of the Grant and place the funds in unallocated available until the information is provided by the Business Office.

· If the funding is truly unallocated because a portion of the budget is allocated for yet-to-be-determined projects.  For instance, if an RFP is being distributed as part of a grant.

· A portion of the budget is allocated for subcontractors, but the subcontracts have not been executed yet.  If the number of subcontracts and dollar amounts for each is known, then the unallocated available balances can be budgeted in each respective IO.
 
 

Commitments
 

Definition:

 

Total Amount of Outstanding Commitments
 

Expectations:

· Earmarked balance should be zero by 60 days after expiration. 

· Primary responsibility is with the Department. 

Cash Deficit
 

Definition:

 

Total Income Received less Total Expenditures Less Accounts Receivable 

 

Expectations:

· Cash Deficits should be minimized. 

· Primary responsibility is with SPS but Department should be aware and provide information as necessary.
