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Introduction 

The purpose of this document is to guide the Southern Utah University community through the 

necessary steps that apply when submitting a proposal or administering any type of externally 

sponsored funds. 

 

Through the years, this division has become known simply as “grants”. However, our staff  

administers more than grants,  hence, we have changed the name of this office to Sponsored 

Programs, Agreements, Research, and Contracts (SPARC). Throughout this year we will be 

conducting many activities as we hope to “SPARC” your interest in applying and obtaining 

extramural funds.  

 

To better help the SUU community understand the types of funding programs we administer, we 

have included an overview of the various types of funds. However, it must be noted, that each type of 

funding is substantially different from a gift/donation.  

 

The funds we administer will always require some use of university resources, and the sponsor will 

receive some benefit (which could range from a single technical and financial report through 

substantial material benefits). By contrast, a gift from a donor may carry a stipulation as to its use, 

but there can be no expectation of benefit back to the donor including the technical and financial 

reports common to sponsored project grants, contracts, or agreements. 

  

The differences are based on the purpose of the funds provided and are completely independent of 

the source of funding. The distinction is important because principal investigators, departments, and 

the campus are required to administer the agreements and account for the funds in a manner different 

from gifts.  

 

Please note, that all contracts and agreements classified as sponsored must be reviewed, 

negotiated, and accepted by SPARC. 

Types of Programs 

 

Sponsored Program: The term "sponsored program" relates only to a research, service, or 

instructional (training) program which is conducted with support provided by some entity outside the 

campus (the sponsor). A sponsored program grant, contract, or agreement is based on a commitment 

from the University to carry out one of those programs in keeping with terms agreed upon by both 

parties.  

 

Agreements:  An agreement is an arrangement where both parties are involved in carrying out a 

portion of the program. Cooperative agreements generally stipulate the responsibilities of both 

parties. Federal cooperative agreements are governed by the same regulations as Federal grants.  
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Contracts: In a contract, one party is buying a service or product from the other in exchange for 

payment. Contracts assume the production and delivery of a specific product that can be an 

instrument, device, report, or training. Consequently, contract requirements are more specific and 

less flexible than grants and agency personnel tend to maintain stricter oversight. Federal contracts 

are governed by the Federal Acquisition Regulations, as well as specific terms and conditions in each 

contract document. SPARC programs typically oversee two types of contracts:  

 

Cost-reimbursable: Cost-reimbursement types of contracts provide for payment of 

allowable incurred costs, to the extent prescribed in the contract. These contracts 

establish an estimate of total cost for the purpose of obligating funds and establishing a 

ceiling that the contractor may not exceed (except at its own risk) without additional 

approval. 

 

Fixed-price: Fixed-price types of contracts provide for a firm price. A fixed-price 

contract provides for a price that is not subject to any adjustment on the basis of the 

contractor’s cost experience in performing the contract. This contract type places upon 

the contractor maximum risk and full responsibility for all costs and resulting profit or 

loss. It provides maximum incentive for the contractor to control costs and perform 

effectively and imposes a minimum administrative burden upon the contracting parties.  

 
 

Grants: These financial assistance instruments provide the researcher with significant flexibility to 

determine spending categories and research direction. Grants are usually made in support of basic 

research, training, or workshop support, requiring technical and financial reports rather than 

specifying definite services or product deliverables. They typically come from a corporation, 

foundation or other organization, not an individual, and are awarded in response to a proposal 

submitted by the University. Unlike cooperative agreements, grants do not require substantial 

programmatic involvement between the parties. Federal grants are governed by the Office of 

Management and Budget (OMB) Cost and Accounting Circulars and by each individual agency's 

grants policy document.  

 

 

If you have any question about the type of funding source you are pursuing, please contact the 

SPARC Director for further clarification. 
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PRE-AWARD ACTIVITY 

PREPARATION PROCESS 

 Provide expert guidance/management on proposal preparation 

Please complete the Intent to Apply Form and submit it back to the pre-award facilitator. 

SPARC staff is available to help you prepare your proposal. Please contact the SPARC 

Office as soon as you have found an external funding opportunity for which you would 

like to apply. SPARC staff will review the proposal request and provide appropriate 

guidance. As soon as you have identified a funding source,  

 

The Principal Investigator’s (PI) responsibilities begin with the project management of 

the proposal.  It is important to set up a timeline to ensure that the funding request meets 

all of the funder’s criteria at least four (4) days prior to the due date. SPARC staff can 

help with project development management, when requested. 

 

 Complete compliance forms 

These forms can be found in many proposals. If there are none included, please contact 

the pre-award facilitator to see what University forms need to be completed. These forms 

need to be completed PRIOR to proposal submission. 

 

 Review  Conflict of Interest Policy  

It is important to report any conflict of interest prior to the development of a proposal. 

Conflict of interest (COI) means any outside activity, commitment, or interest that has the 

potential to adversely affect, compromise, or be incompatible with the obligations of an 

employee of the University or to widely recognized professional norms. It includes but is 

not limited to situations where the designated university official reasonably determines 

that a significant financial or other interest could directly and significantly affect the 

design, conduct, or reporting of research technical or financial activities.  All potential 

Conflicts of Interest require disclosure, evaluation and either management or elimination. 

For more information please contact the Director of Purchasing. 

  

 Review conflict of interest disclosure form and facilitate institutional oversight 

Please bring your completed COI information to the SPARC Pre-Award facilitator for 

review as soon as you have completed it. This will help to avoid any last minute 

submission glitches. 

 

 

 

 

 

http://www.suu.edu/academics/provost/sparc/documents/SPARC-Intent-to-Submit.xlsx
http://www.suu.edu/pub/policies/pdf/PP57Conflicts.pdf


4 
 

 Evaluate requests for F&A (Indirect costs) waivers or reductions 

The SPARC office will evaluate Facilities and Administration (F&A) requests to ensure 

clarification is included with the proposal. It is important to address how your proposal 

will benefit the University. Please include Academic Roadmap criteria, whenever 

applicable. For more information regarding the determination of F&A rates, approved 

F&A rates, or possible reasons for F&A rate waivers/reductions, contact  the Pre-Award 

Facilitator 

 

 Identify need for cost sharing funds 

Cost sharing or matching may be required by sponsors. This requires the campus to 

contribute towards the total cost of the project. The amount of such contribution required 

may vary from less than 5% to greater than 50% of the total project cost. The 

University’s share of such costs may come from several sources: other support for the 

same project, i.e., from non-Federal sources if the project is to be Federally-funded; a 

portion of the faculty member’s project time for which no support funds are being 

requested; a portion of the Facilities and Administrative (F&A) costs may have to be 

contributed (special campus approval is required); and/or contributed resources from the 

Department or College. Cost sharing should be included only where absolutely required 

by the Federal agency. It can never be assumed to be a voluntary or gratuitous 

gesture. Cost-sharing imposes a substantial burden on the PI to provide supporting 

documentation. 

 

 Provide approval of cost sharing requests 

This approval can be found in the Pre-Award workbook. The PI needs to ensure that the 

appropriate Department Head and Dean/VP have signed off on all agreed to cost sharing. 

If a proposal requires cost sharing, SPARC staff cannot submit the proposal to the 

sponsor without the appropriate signatures. 

 

 Write technical narrative 

Once you have submitted the Intent to File form and receive appropriate approvals for 

F&A waivers/reductions and/or cost sharing requests, where applicable, you are ready to 

begin writing your technical narrative. Please contact SPARC pre-award staff for help. 

 

 Provide editing of technical narrative 

Throughout the writing process, please feel free to contact the SPARC pre-award staff for 

editing. While we are not able to write the grant for you, we can provide an independent 

viewpoint to help with both grammatical and content edits. 

 

 

 

http://www.suu.edu/academics/provost/roadmap/index.html
http://www.suu.edu/academics/provost/sparc/pdf/FALetter72013.pdf
http://www.suu.edu/academics/provost/sparc/pdf/FALetter72013.pdf
http://www.suu.edu/academics/provost/sparc/costshare.html
http://www.suu.edu/academics/provost/sparc/documents/SPARC-Preaward-Wrkbk.xlsx
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 Develop budget and budget justification 

The PI should work closely with SPARC staff to develop both the budget and the 

accompanying narrative. This budget needs to include personnel (e.g., faculty, staff, 

students), and fringe benefits, which are individualized to the person being hired, type of 

hiring (e.g., hourly, stipend, release-time, overload), and time period of work (e.g., school 

year or summer). Please note all OBM-21 Principles and SUU Policies (SUU Policy 6.9) 

must be followed. As soon as you have identified the requisite personnel, the SPARC 

staff can get the appropriate numbers for your budget.  

 

In addition, you will need to identify specific supplies, materials, consultants, travel, etc. 

Finally, all grants that SUU submits require the inclusion of F&A costs.  

Each of these budget lines need to be expanded within the budget narrative so the sponsor 

knows exactly what you will be spending these dollars for, as well as when you will be 

using them. 

 Coordinate space agreements 

Sometimes grants require the use of a specific space. It is the responsibility of the PI to 

work with the department administrator to ensure that the appropriate facilities are 

secured.  

 

 Identify subcontractors and request budget and statement of work 

There are times when the PI knows who will be the best match for a particular project. In 

many instances, these individuals have to be identified in the proposal submission. If you 

know the individual/group who you would like to use as a consultant, include it in your 

proposal. Sponsors often score proposal strength based on the consultant whom you are 

planning to hire. If a specific name has not been included, and therefore, not approved by 

the sponsor, this item, by law, has to be advertised. Please see the Purchasing Office 

Procurement procedures for specific details. 

 

 Complete Sub-Recipient Commitment form 

It is important for the sponsor to know if the University is planning to transfer some of 

the funds to another institution, partner, etc. Please contact the Pre-Award Facilitator 

regarding process for Sub-Recipient Commitments. 

  

 

 

 

 

 

http://www.whitehouse.gov/sites/default/files/omb/assets/omb/circulars/a021/a21_2004.pdf
http://www.suu.edu/pub/policies/pdf/PP69Supplemental.pdf
http://suu.edu/ad/purchasing/policies.html
http://suu.edu/ad/purchasing/policies.html
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 Complete Pre-Award Workbook and route proposal for approval 

This workbook is located on the SPARC website. It provides the University with 

information needed to determine if the proposal can go forward to the sponsor. The 

workbook needs to be completed at least four (4) days prior to the submission deadline. 

This will ensure that all the requisite signatures are included. If you need any help 

completing this workbook, please contact the pre-award facilitator. 

 

 Assign grant code 

The pre-award facilitator will complete this task. 

 

 

PROPOSAL REVIEW & APPROVAL 

 Confirm that the proposal meets sponsor requirements (text, font, margins, etc) 

It is standard for extramural funding requests to include information regarding proposal 

specifications. Not adhering to these requirements can cause disqualification of your 

proposal. These requirements will be examined during the SPARC staff editing. 

However, please feel free to contact the pre-award facilitator at any point during the 

proposal process to get further clarity. 

 

 Review entire proposal before sending proposal to SPARC 

It is important for the PI to review the proposal prior to sending it to the pre-award 

facilitator. We will establish a process where volunteer reading committees, comprised of 

faculty and staff members, can review your proposal using the project guidelines.  In 

addition, please make sure that all required forms are attached and completed.  

 

 Verify that mandatory cost-sharing is captured 

More and more we are seeing cost share being written into requests for proposals. It is 

extremely important for you to understand what this means. When you include cost share, 

you are stating, in fact, that you will commit these specific resources for use in the 

project. Once committed, this is a very difficult university obligation to break. Our 

university follows the procedures outlined for most universities in this country: DO NOT 

COMMIT MORE RESOURCES THAN THE SPONSOR REQUESTS. Many times this 

over-commitment is construed as not having a great enough need for the sponsor’s funds. 

 

 Review proposed cost sharing for appropriateness 

It is important to note the percentage/dollar amount being requested by the sponsor. If the 

sponsor is requesting a 100% match (meaning the University has to match the sponsor 

funds dollar-for-dollar) this project may be too expensive for the University. Please 

consult with the pre-award facilitator who can help you make the appropriate 

determination on these funds. 

http://www.suu.edu/academics/provost/sparc/documents/SPARC-Preaward-Wrkbk.xlsx


7 
 

 Provide institutional review and final approval of proposal (Provost) 

Please bring your final proposal, accompanied by your completed pre-award handbook to 

the SPARC office once you have the signature of your Department Head/Director and 

Dean/VP. The pre-award facilitator will ensure that your proposal meets all of the 

sponsor’s guidelines. Once this process has been completed, the pre-award facilitator will 

bring the proposal, and accompanying workbook to the Provost for submission 

authorization.  

 

THE SPARC STAFF CANNOT SUBMIT GRANTS WITHOUT THE PROVOST’S APPROVAL. 

 

PROPOSAL SUBMISSION 

 Only the Director of SPARC can submit an external funding proposal to the 

sponsor 

Please note, PIs may not submit a proposal on behalf of the University. The authority for 

proposal submission on behalf of Southern Utah University rests solely in the SPARC 

office. 

 

AWARD ACCEPTANCE 

 Review sponsor’s terms and conditions 

The Pre-award facilitator will work with the Director to ensure that the terms and 

conditions for the funding align with SUU policies. Should you receive any 

communication from the sponsor, forward to SPARC pre award immediately.  

 

 Negotiate terms and conditions with sponsor 

If the review of terms and conditions indicates that there is a problem, the pre-award 

facilitator will work with the Director, and PI, to negotiate the terms and conditions for 

the award. SPARC personnel will initiate this process. 

 

SPARC personnel will contact the PI to ensure that the negotiated terms and conditions 

are acceptable and SPARC personnel will approve the terms and conditions. 

 

 Accept sponsor notification of project contract or agreement  

Once approved by the PI and Director, the pre-award facilitator will collect the 

appropriate signatures to return an acceptance letter to the sponsor. At this point, the file 

will be surrendered to the post-award facilitator for processing. 
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POST-AWARD ACTIVITY 

Award Set-Up 

 Attend required post-award meeting 

All recipients are required to attend a post-award meeting. During this meeting, the post-

award facilitator will review procedures that guide compliance, cost sharing, program 

income, contracts/sub-awards, and Banner budget set-up. The post-award facilitator will 

help the PI complete the necessary post-award documents. 

 

 Confirm that regulatory compliance requirements have been met 

The post-award facilitator will review the sponsor agreement to ensure that all state, 

federal, sponsor, and/or university compliance issues are addressed appropriately. 

 

 Translate sponsor budget to reflect Banner budget categories 

Due to the quirkiness of the Banner system, it oftentimes does not align with the sponsors 

budget categories. The post-award facilitator will align the sponsor’s approved categories 

with the Banner categories. 

 

 Establish fund number in Banner; notify PI of fund number 

Immediately after the PI attends the post-award conference, the post-award facilitator will 

process, and submit, all paperwork required by the Controller’s Office Grant Accountant 

for fund establishment. Once the Grant Accountant has established a fund number, s/he 

will notify the PI, as well as anyone authorized by the PI to have fund access. 

 

Project Monitoring 

 Initiate purchases on project 

The PI is responsible to ensure that all purchases made with sponsored funds are 

allowable by the sponsor and follow the SUU procurement guidelines. In addition, the PI 

is responsible for ensuring that all costs are reasonable. This means that the University is 

purchasing these items at a cost that a “reasonable” person would pay. Finally, the PI 

needs to ensure that all costs are allocable. This means that the cost has been incurred 

solely to support or advance the work of a specific sponsored project award; the cost 

needs to be in a realistic proportion to the benefit it provides to the project.  

 

 Initiate modifications for changes, including re-budget, to project  

Sometimes everything does not go as planned. However, there is a process that needs to 

be followed if you need to change your plans for activities, purchases, staffing, etc. These 

funds have been awarded to SUU for a specific reason and as such, any modification to 

your award needs to receive approval from an authorized sponsor representative.  
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These funds are not gifts so you need to keep the sponsor “in the loop” at all times. 

SPARC has a modification form on the website.  

 

In addition, there are times when you know it will not be possible to fulfill your 

obligation during the original time period. The SPARC modification form has a section 

for no-cost time extensions. Please check the appropriate box and return the form to the 

post-award facilitator. 

Please contact the Post-award facilitator for assistance needed when completing this 

form.  

 Review and approve changes, including budget, to project  

Once you have completed your award modification, please send it to the post-award 

facilitator. The post-award facilitator will review your changes to ensure they align with 

the project’s allowable cost, and will then forward the request to the sponsor. 

PIs should not contact the sponsor directly to request budget changes. 

 

 Ensure that cost sharing is documented (if applicable) 

The post-award facilitator will conduct a final review of the funded award to make sure 

that all cost share issues have been addressed. Mandatory cost share items will be 

discussed at the post-award meeting. 

 

 Identify program income (if applicable) 

Sometimes sponsored proposals include the use of program income. The post-award 

facilitator will review the project requirements and address any requirements at the post-

award meeting. 

 

 Identify needed contracts/sub-awards (if applicable) 

The post-award facilitator will review the award and make note of any contracts or sub-

awards that need to be addressed. This process has to begin immediately in order for fully 

executed contracts to be in place to enable the contractor/sub-awardee to provide services 

on time, and more importantly, to receive payment in a timely manner. 

 

Technical Reports 

 Prepare technical reports 

Most SPARC awards have some type of interim and/or final technical report due 

for each project. These reports are program-based. The PI has the responsibility to 

complete these reports. We are working on an automated system to remind you, 

30 days out, that these reports are due to the sponsor. 

 

http://www.suu.edu/academics/provost/sparc/documents/SPARC-Change-Request%20.xlsx
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 Ensure integrity of notebooks and data 

The PI is responsible for following all SUU policies, procedures for IRB and 

research, and IACUC. All data must be kept in a manner consistent with the plan 

included in the proposal submitted to the sponsor. 

 

 Submit technical reports to sponsor/copy to SPARC 

The PI is responsible for completing all technical reports. Although submission of 

these reports is required, we do not have a procedure for their submission. This 

item will be discussed at the post-award meeting and the PI and Post-award 

facilitator will determine who will be submitting these reports. If an electronic 

version is available, please submit one to the SPARC office so we may have a 

complete file, as well.  

 

 Maintain the official copy of the technical report 

It is important to keep a copy of these reports with the complete file. These 

reports may be requested if there is a project audit.  

 

Personnel and Effort Certification 

 Ensure accuracy of completed effort certification reports  

Twice a year, the PI will receive effort certification forms for everyone who 

completed work on a sponsored project. This process is currently being revised as 

it will no longer be under the auspices of the SPARC division. Please watch for 

pertinent information that the Controller’s Office will be disseminating. 

 

 Resolve problems or follow up on effort certifications, not submitted 

This process is currently being revised as it will no longer be under the auspices 

of the SPARC division. Please watch for pertinent information which the 

Controller’s Office will be disseminating. 

 

 Complete necessary adjustments to award charges and/or payroll 

distribution 

This process is currently being revised as it will no longer be under the auspices 

of the SPARC division. Please watch for pertinent information which the 

Controller’s Office will be disseminating. 

 

 

 

 

http://www.suu.edu/pub/policies/pdf/PP69Supplemental.pdf
http://www.suu.edu/academics/provost/sparc/irb-animal-care.html
http://www.suu.edu/academics/provost/sparc/irb-animal-care.html
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 Maintain the effort certification and reporting system 

The Grant Accountant, Controller’s Office, will assume this responsibility. Since 

this process is currently being revised, please watch for pertinent information 

which the Controller’s Office will be disseminating. 

 

 Initiate hiring and appointment process 

The PI and/or department administrator are responsible for initiating the hiring 

and/or appointment process for positions that were discussed during the post-

award meeting. SUU hiring procedures must be followed. 

 

 Complete EPAF, if applicable 

The PI and the department administrator are responsible for completing an EPAF 

for submission. Please follow the SUU EPAF creation process. Include the 

SPARC Director in the approval queue. The SPARC Director will approve the 

EPAF based on the project budget and narrative. 

 

Fiscal Monitoring 

 Cost-share monitoring and tracking 

This procedure is currently under review with the Controller’s Office; they have the 

responsibility of maintaining this information. The SPARC office will monitor cost-

sharing to ensure that all non-sponsored funds are being spent as promised. 

 

 Using Argo’s monthly budget reports reconcile funds on a monthly basis 

The post-award facilitator has been working with IT to produce a monthly (first of the 

month) expenditure report. The PI and the department administrator will both receive 

these reports based on your Banner spending. This report will provide the PI with a fiscal 

report that outlines the amount of funding, by line, the amount spent, and the remaining 

balance. The SPARC website contains information to help you understand these 

automated reports. If you have any questions regarding these reports, or if you do not 

receive them, please call the post-award facilitator. 

 

 Audit expenditures 

The SPARC office is responsible for ensuring compliance with all OMB circulars, 

sponsor requirements, and SUU policies and procedures. As such, the post-award 

facilitator will audit expenditures to ensure they are allowable, reasonable, and allocable 

as defined in the previous section. If there is a question regarding expenditures, the post-

award facilitator will clarify the expenditure first with the Grant Accountant and then 

with the PI and department administrator. 

 

http://www.whitehouse.gov/omb/circulars_index-education
http://www.suu.edu/pub/policies/pdf/PP69Supplemental.pdf
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 Approve or forward prior approvals for project changes to sponsor 

As stated previously, sometimes everything does not go as planned. However, there is a 

processed that needs to be followed if you need to change your plans for activities, 

purchases, staffing, etc. These funds have been awarded to SUU for a specific reason and 

as such, any modification to your award needs to receive approval from an authorized 

sponsor representative. These funds are not gifts so you need to keep the sponsor “in the 

loop” at all times. SPARC has a modification form on the website.  

In addition, there are times when you know it will not be possible to fulfill your 

obligation during the original time period. The SPARC modification form has a section 

for no-cost time extensions. Please check the appropriate box and return the form to the 

post-award facilitator. 

Please contact the post-award facilitator for assistance needed when completing this form.  

 

 Review and approve incoming MTAs and non-disclosure agreements 

SPARC staff review, negotiate and execute Material Transfer Agreements (MTAs) and 

Nondisclosure Agreements (NDAs). An MTA is always required if the material is: 

human biological material; hazardous; disclosed as an invention; licensed; has potential 

commercial marketability or significant research potential;  is controlled by an existing 

agreement with a third party that restricts the transfer of the material;  is being sent to a 

foreign institution;  is being provided to a for-profit institution; will be used for in vivo 

research; or is confidential, not published, or publicly disclosed. 

The purpose of a non-disclosure agreement (NDA)—also called a confidentiality 

agreement (CDA)—is to protect intellectual property when two parties share information 

about confidential research. 

Invoicing 

 Prepare the invoice 

Please consult the Grant Accountant for processes regarding invoicing.  

Some grant/contract agreements are under an automatic billing process, the Grant 

Accountant will be able to clarify which grant/contract agreements fall under this 

process.  

 

 Submit the invoice 

All invoices will be processed through the Grant Accountant then Accounts 

Receivable records the transaction in Banner, and receives and processes the 

payment. This is the only allowable procedure for all SPARC-related funding. 

http://www.suu.edu/academics/provost/sparc/documents/SPARC-Change-Request%20.xlsx
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 Receipt and processing of non-invoiced checks 

There are times when a sponsor may send a check directly to the PI.  The 

procedure is for that check to be brought to the SPARC office. The post-award 

facilitator will work with the Grant Accountant to ensure that the check is set up 

in an appropriate account.  

 

Financial Reporting 

 Prepare and submit the financial report 

All sponsored projects require some type of financial reporting. These reports 

may be due quarterly, semi-annually, or annually. The post-award facilitator will 

assist you with the report completion. However, all financial reports must be 

submitted via the Grants Accountant.  

PIs may not submit these reports on behalf of the University. 

 

 Receive and deposit invoiced payments from sponsors 

These payments come into the accounts receivable area. It is important to follow 

the invoicing steps listed above so your checks can be credited to the proper 

account.  This will help avoid unnecessary delays in processing any requests for 

additional spending. 

 

 Produce and record a letter of credit draw request (federal awards) 

Please contact the Grant Accountant for the processes and procedures regarding 

letters of credit. 

 

 Monitor and pursue the collection of overdue payments from sponsors 

Please contact the Grant Accountant and Accounts Receivable Clerk for processes 

and procedures regarding collecting on past due accounts. 

 

Subcontracts and Sub-awards 

 Prepare, negotiate, and submit subcontracts/sub-awards 

This process typically begins during the pre-award process. When initiated at this stage, it 

lets the sponsor know to whom they are committing their funds. Once the award is 

received, the post-award facilitator will work with the Director to prepare these 

documents. This includes the negotiation and submission to the sub-awardee. 
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 Sub-recipient monitoring 

To ensure there are checks and balances in this process, the post-award facilitator will 

monitor sub-awardee reports and invoices to ensure that all contract obligations are 

fulfilled. 

 

 Oversee programmatic aspects of subcontracts/sub-award 

It is the role of the PI to ensure that the sub-awardee is performing as expected. Please be 

sure to check in with the sub-awardee, request agreed upon reports, and, if necessary, 

visit with the sub-awardee to monitor the work. 

 

 Review and approve subcontract invoices 

Please ensure that you have documentation to support the invoices from sub-awardees. 

These invoices should be given to the post-award facilitator who will check for 

allowability, allocability, and reasonableness of the charges. The post-award facilitator 

will then forward the invoice to the Accounts Payable clerk who will process the invoice 

for payment. 

 

Project End 

 90 Day Close- out Notice 

The SPARC post award facilitator will notify all PI’s 90 days prior to the stated end date. 

During this period the PI is able to ensure that all funds are spent on appropriate project 

items. Action to be taken may be “apply for no-cost extension”, “apply for competing 

renewal”, or terminate the project upon completion of the project.  

 

 Identify early close-out situations 

If a PI has completed a project in the set time frame and has expended all funds, the file 

can be closed at his/her discretion. The Grant Accountant may assist in early close out 

situations. Please contact the Grant Accountant for further questions or concerns. 

 

 Ensure that all technical reports have been submitted to sponsor 

The University cannot call for final funding payments until all appropriate reports have 

been submitted to the sponsor. SPARC staff is available to edit these reports. Please 

submit a copy of these reports to the post-award facilitator to ensure that the SPARC 

office has a complete file on record. 

 

 Ensure that all final invention reports have been submitted to sponsor 

The PI is responsible for ensuring these reports get submitted to the sponsor.  
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 Ensure that all patent reports have been submitted to sponsor 

The PI is responsible for ensuring these reports get submitted to the sponsor. 

 

 Maintain official project documents for sponsored projects 

It is important to maintain a completed file for each project. The post-award facilitator 

will notify you when it is appropriate to destroy these materials. 

 

Record Management 

 Record Retention 

Each project has a different record retention policy. This will be discussed during the 

initial post-award meeting. Reference SUU Record Retention Policy  

 Technical/Financial Report Retention 

Each project has a different technical report retention policy. This will be discussed 

during the initial post-award meeting. 

  

 

 

http://www.suu.edu/pub/policies/pdf/PP553University.pdf

