PART B

1. Procedure

a. External sub-grant – advance sent and treated as a receivable until actual expenditures are reported by the collaborator

· Complete a cheque requisition (sample attached) on the Advance Receivable account 0-40000-1330 using the Finance person as approver, with the account sending the advance included in the payment detail and Ref# fields.

· Finance sets up a commitment in the account on FAS and maintains a reconciliation of all outstanding advances

· When the collaborating university sends the statement of expenditures, Finance does the journal entry to record the expenses in the account, credit the receivable, and reduce or remove the commitment from the account.

· If any funding is returned it is deposited to the Advance Receivable account 0-40000-1330 to eliminate the balance outstanding.

b. Internal sub-grant – funding is transferred to a Ledger 8 account in the sub-grantee’s name

· Complete a journal entry debiting subcode 0996 in the main grant account and crediting subcode 0996 in the sub-grant account.

· Finance will add the activity in the two accounts together for the statement of expenditures to the sponsor.

· If any funding is returned it is transferred by journal entry using subcode 0996.

c. Fee for service  – invoice sent after services rendered and treated as an expense to the account

· Collaborator submits an invoice detailing activity and payment due

Complete a cheque requisition using an expense subcode on the research accoun
