Carnegie Mellon University

Sponsored Projects Accounting

(PA17) Interim Financial Reporting — Procedures

Updated: May 12,2020

Frequency: As Needed

Responsible Staff: Post Award Accountant

Approval Required: SPA Principal Sponsored Project Accountant / Manager, Sponsored Projects and
Compliance

Summary:

Some sponsors require interim financial reporting in addition to a final accounting of expenditures.
Interim financial reporting requirements and formats will vary by sponsor. For each interim financial
report due, the award must be reviewed on a project-to-date basis prior to submitting the report to the
sponsor. Invoice requirements are not classified as interim financial reports.

Procedure:

1. Review award documents and obtain the following information:

e Oracle Project and Award Numbers — make sure to check for multiple awards and/or
projects (For example, NSF awards may have a separate award setup for Participant
Support — check for related awards using the Funding Inquiry screen in Oracle)
Funding Source (Sponsor) Award Number
Cumulative and/or Current Budget Period
Mandatory Cost Sharing Requirements, if any
Funds earmarked for Participant Support costs Award Terms & Conditions which may
restrict funding or have a potential financial impact
e All interim reports required to be submitted and reporting format required

2. Print an Award Summary Report for the report period end date.

3. Open up the Excel4d Apps Reconciliation Workbook (Attachment PA-AP)
1. Open EBS Excel within Citrix
2. Change your Oracle Responsibility to ‘Excel4d Apps Wands’
3. Open the Shared Template titled ‘SPA Project Award Closeout Template’
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4. Completion of Excel4Apps Reconciliation Workbook
Review the ‘Instructions’ Tab for an overview of the Excel4 Apps features of this workbook
1. Fill out the Control Sheet
e PA Period: Enter the period which the interim financial report needs to be through
(ex: “Mar20-20”)
¢ Project Number: Enter project number associated with the award

e Award Number(s): If needed, narrow down the award number to only the award you
are reconciling

e Reconciliation Status: Choose ‘Interim’

¢ Depending on the award you are reconciling, it may be helpful to choose the “1
Award/1 or more Projects option” instead

2. Execute the Workbook
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This is completed when you see this screen:
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3. Close the Dialog Box and click on ‘Return to Control Sheet”
4. Click on ‘Create Actuals Pivot Table’
1. Select the worksheet you would like to use for the pivot table



e [f a copy of the Project Award Actuals was created (these are created if additional
columns need to be added to the Project Award Actuals tab), you may make your
pivot table from this tab instead.

Do not add columns to the Project Award Actuals tab

5. Click ‘Create Recon Sheets for each Sponsored Award’
This will create the recon tabs for each of the sponsored awards associated with your
chosen project number.
The ‘Recon’ is comprised of 3 tabs = “Recon — Page 17, “Recon — F&A” and “Recon —
POs”

RECON -PAGE 1

GENERAL AWARD INFORMATION

1. Enter a ‘Report Period End Date’. This is the date that we are reporting through
2. Complete the Mandatory Cost Share Section

EXPENDITURE RECONCILIATION
1. Hide Expenditure Categories that have no data entered in any of the columns across.
This makes the recon easier to read and removes rows that provide no information.

Sponsored Award Budget - Automatically pulled from the budget in Oracle.

Sponsored Expenses in Oracle — Automatically pulled from the current sponsored
expenses in Oracle on the day you executed the workbook

Cost Share Expenses in Oracle - Automatically pulled from current expenses on any
200xxxx or 290xxxx award associated with the project, from Oracle.

Verify that any expenses showing in this column are for expenses within the award’s
period of performance/report period

Total Project Costs - This column will automatically calculate by adding the amounts
entered in the Sponsored Expenses in Oracle Balances and Cost Share Expenses in
Oracle Balances and both Adjustment columns.

Cost Share Due to Overspending - This column is for entering expenditures that are
overspending/cost sharing that are the department’s responsibility which were not
previously recorded.

Total Non-Sponsored Expenses — Automatically calculated by adding the Cost Share
Expenses in Oracle + Pending Adjs to Cost Share Award + Cost Share Due to
Overspending columns.

Total Sponsored Expenses— This column will automatically calculate as the Sponsored
Expenses in Oracle plus or minus Pending Adjs to Sponsored Award and less all cost



sharing. This column should tie to any financial report that is being submitted to the
sponsor.

Residual Balances — This column will automatically calculate as the Sponsored Award
Budget less “Total Sponsored Expenses” after all adjusting entries are calculated. For
cost-reimbursable awards, this will be the amount of unexpended funds. For fixed price
awards, the direct portion of the residual funds will be transferred to the research
department’s operating budget and the indirect portion will be credited to the University,
except for the departments which are Tubs. For the departments which are considered
“Tubs” (Tepper & Heinz), both the direct and indirect portions of funds will be
transferred to the department’s operating budget because these departments recover their
own F&A.

Note: If there are residual funds earmarked for Participant Support costs, then those
remaining funds cannot be re-budgeted to non-Participant Support budget categories
without prior approval from the sponsor.

CASH RECONCILATION
1. Verify Cash received amount if there is any unapplied on the ‘Cash Export’ tab or if
the cash showing as received is not what is expected
e Some interim reports require that we report on cash received to date

RESIDUAL BALANCE TRANSFERS
1. Not Applicable to interim reports

SPECIAL NOTES
1. Add relevant notes about the award/recon to this section

APPROVAL
1. Add your name and the date the reconciliation was prepared
2. Identify if the recon is a revision

RECON - F&A
INDIRECT COST RECONCILIATION
1. Review for accuracy and hide un-needed/blank rows

Indirect Rate Applicable — This is the indirect rate that was in effect the year the award
was made, unless capped or negotiated at a lower rate for the specific award being closed
out. The Federal negotiated rates can be obtained from the ONR negotiated rate
agreement. For non-Federal awards, use the current non-federal rate determined by the
Cost Analysis Department. These rates are also available at the following website:
https://www.cmu.edu/finance/spa-cost/files/rates.pdf




Indirect Rate Calculations — The Total Direct Costs for the award and expenses
excluded from indirect costs to obtain the Modified Total Direct Costs will automatically
populate for the sponsored and cost share awards

The calculated indirect costs will automatically fill in.

The total direct costs and total indirect costs in the Indirect Rate Calculation section
should equal the total direct and indirect costs in the Total Project Expense column.

If a Manual F&A Adjustment >$1 is required on the sponsored award, include a
reason/justification in the comments section on Page 1.

NOTES:

- Subcontract $ Eligible for Indirect Costs — Only the first $25,000 of subcontract
expenses per subcontractor per competitive cycle is eligible to incur indirect costs.

For subcontracts with the University of Pittsburgh, 100% of the costs are excluded from
indirect cost calculations.

RECON - POs
SUBCONTRACT RECONCILIATION
Determine if the award includes Subcontracts/PSAs/Consultants. This information
should be listed on the detailed budget that was approved by the funding agency.
1. Scroll to the bottom of the page and click anywhere in the table with the blue
heading
2. Navigate to the Reports wand and select ‘Execute>Sheet’
3. When the execution is finished, return to the top of the page and click ‘Add PO
Data’
4. Hide any rows that do not have PO Data

PO# & Subcontractor Name — Automatically calculated by Excel4Apps

Oracle Expenses — This is the total expense that has been recorded in the Oracle system
for invoices received and vouched by CMU. Automatically calculated by Excel4 Apps

Outstanding Invoices — Not to be completed for Interim Reports

Subcontract Database Cumulative Total - Ensure that you have complete invoices for
the period being reconciled.

Variance - If the Total Oracle Expenditures together with Outstanding Invoices do not
tie to the Subcontract Database Cumulative Total, then determine the reason. If the
Subcontract Database Cumulative Total exceed the Total Oracle Expenditures, determine
which invoice(s) have not been vouched and processed via the Subcontract Invoice
Payment Procedures. If the Total Oracle Expenditures exceed the Subcontract Database



Cumulative Total, determine the amount that was overpaid and work with SPA Manager
to determine the appropriate action to take

Review Questionable Costs (federal and federal flow-through awards) —

A review of costs that are normally considered to be indirect costs (and therefore
recovered from the government via the F&A rate) is necessary to ensure that any such
costs are appropriately justified and documented.

The costs that are pulled into the Questionable Cost sheet via Excel4 Apps are from the
expenditure types included in the Guidance on Questionable Direct Costs (Attachment
PA-V).

If costs exist in these categories and are included in the awarded budget and disclosed in
the budget narrative, then the documentation is considered sufficient to support the item
being directly charged to the award. If the questionable item is not included in the
awarded budget and disclosed in the budget narrative, further justification must be
requested from the department.

To prepare a list of Questionable Costs within the Excel4 Apps workbook:
1. Select the ‘Questionable Costs’ tab
2. Click anywhere in the table with the blue heading.
3. Navigate to the Reports wand and select ‘Execute>Sheet’.
4. Go back to the top of the page and click ‘Display Questionable Costs’. Review
and complete the ‘Questionable Y/N’ and ‘SPA Comment Fields’

Note: Foreign Travel charges will be displayed here. If there are no restrictions
to foreign travel on the award, please hide or delete these rows from the
Questionable Cost list.

In the ‘Questionable’ column
e Mark “Y/Yes’ if we need more justification from the department
e Mark ‘N/No’ if we have sufficient backup from the award documents or sponsor
approval

In the ‘SPA Comment’ column you will write a comment for all the questionable costs.
e For the ‘N/No’ comments please write a brief explanation as to why we are
allowing this charge to remain on the award, and where you found this
documentation within the agreement/ECM, for the file.
e Forthe ‘Y/Yes’ comments please write a description as to why we are
questioning it, and ask the department for further justification.

Submission to SPA Management for Review

The award files, along with all working papers, Financial Report(s), Reconciliation
Sheets etc., should be organized in consecutive order, and submitted to the Principal
Sponsored Projects Accountants for review. .

If the SPA Principal Sponsored Projects Accountant finds corrections that are needed in
order to approval the reconciliation/report, the SPA Principal Sponsored Projects



10.

11.

Accountant will complete the SPA Interim Reconciliation Review Sheet (Attachment
PA-AR) indicating if changes are required and return the package to the SPA Rep. The
SPA Rep will make any necessary corrections, enter their comments, and return the file
to the SPA Principal Sponsored Projects Accountant for final review and approval.

The SPA Principal Sponsored Projects Accountant will review the reconciliation
package, countersign Reconciliation Sheet to indicate approval. The SPA Principal
Sponsored Projects Accountant will obtain the SPA Manager’s signature on any
Financial Reports that will be submitted to the sponsor. The SPA Principal Sponsored
Projects Accountant will return the fully signed package to the SPA Rep

The SPA Principal Sponsored Projects Accountant will update the Report Tracker to
indicate that they approved the report and the date of the approval.

Submission of Report(s) to the Sponsor

Once the SPA Principal Sponsored Projects Accountant has reviewed and approved the
financial report(s) and reconciliation package, the SPA Rep must submit the required
report(s) to the funding agency at the address provided in the award documents. The
signed documents should be submitted to the sponsor. The signed report and proof of
submission should be included the with report package when it is scanned into ECM.

Submission of Reconciliation Package and Report to the Department

Once the report has been successfully submitted to the sponsor, the SPA Rep must email
the entire reconciliation package, along with a copy of the signed report to the Business
Manager for their records. Any notable issues that require immediate communication as
well as questionable costs should be addressed in this email. A copy of this email must
be included in the interim reconciliation package when it is scanned into ECM.

Update to the Report Tracker
The SPA Rep will add a “Submission Date” to the report tracker for that report record,
showing it as completed with any relevant notes.

Scanned Interim Reconciliation Package into ECM

Once completed, the entire interim reconciliation package is to be scanned to the
individual SPA Rep’s queue in ECM. The SPA Rep will then link the document to the
sponsored award. The document type used should be SPA Reporting/Closeout Package
and the applicable custom properties should be completed, such as the type of report, the
SPA Rep who completed the report, and the report period end date. This will then get
routed forward to File Away.



ATTACHMENT-AP

INSTRUCTIONS

Do not modify any sheet names in this workbook.

Tab Step  Action Result
Control 1 Use the radio buttons to choose how criteria will be entered. The Project and Award Number criteria fields will
change depending on your choice.
Control 2 Select the Report Period to be used for Project/Award actuals, budget, and receipts.
Control 3 Enter either the Project or Award Number in cell D8 depending on the radio button selected. D8 must contain the entire Project or Award Number.
Control 4 The remaining criteria can be left blank (to return all values) or entered as either the entire or partial
award/project number(s). You can enter up to 4 additional criteria.
For example, enter 104 to return data for all awards beginning with 104.
Control 5 Select the Reconciliation Status (Interim or Final) from the dropdown box. Status will automatically update on the FINANCIAL
REPORT and Recon tabs
Control 6 From the Reports Wand ribbon, choose Execute > Workbook to run the reports (populate data) on the  Data will populate on the Project Award Actuals,
Project Award Actuals, Project Award Budget, and Cash Export tabs. Project Award Budget, and Cash Export tabs based on
the criteria. The process will end on the Recon - Page
You can also execute each tab separately by clicking on the tab and choosing Execute > Sheet from the 1 tab with the dialog box below. Click Close.
Reports Wand ribbon. (&) Executing w
Gathering information M
Please wait while the information from Excel is pRacds
gathered and grouped.
(@) This filter has an invalid syntax.
Gathering stage
Recon - Page 1 7 Enter the REPORT PERIOD END DATE in cell C6. This date will be copied to the F&A and PO sheets.
Recon - Page 1 8 Click the F Return to Control Sheet |tton. You will be taken back to the Control tab.
Control 9 Review the Project and Award numbers included in the downloaded data. If certain project(s) or award(s) appear that you do
Project(s): 18068 not want to include in the output, further define
Award(s): 1090462,2001011,2906003 criteria in Step 4 to get the results you want. Do not
delete data from the Project Award Actuals/Budget or
Cash Export tabs.
Control 10 Click the EER G SR (T button. Separate Recon - Page, F&A, and POs sheets will be
each Sponsored Award X
generated for each 1xxxxxx award in the data and the
sheets will automatically calculate.
Recon - POs 11 On each Recon - POs sheet, choose Execute > Sheet from the Reports Wand ribbon to generate the data
for Subcontracts, Consulting or Professional Service Agreements.
Note: the subcontract exclusions for F&A will not calculate until the PO tab is completed.
Recon - POs 12 Click the Y EEE button to automatically populate the PO, Subcontract, and PO, Subcontract, and Expenditure data will
Expenditure data based on the executed report. automatically populate by Expenditure Type. Rows
will automatically be added for Expenditure Types
with more than 1 PO.
Data for Subcontract lines on the F&A tab(s) will be
updated as well.
Questionable Costs 13 From the Reports Wand ribbon, choose Execute > Sheet to run the Questionable Costs report. Data will populate on the Questionable Costs tab
based on the criteria.
Questionable Costs 14 Click the Display Questionable Costs button to filter out only the questionable costs. Only the questionable costs will remain.




ATTACHMENT-AP

Control Sheet

You must be logged into a Grants Central Admin, Grants Central Inquiry, or Grants Owner responsibility in Reports Wand.

f* 1 Project/1 or more Awards I = 1 Award/1 or more Projects I

PA Period Jan20-20 HNAME?
Project Number

Award Number 1

Award Number 2

Award Number 3

Award Number 4

Reconciliation Status Interim

Project(s):

Award(s):
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ATTACHMENT PA-AR

Sponsored Projects Accounting Carnegie Mellon University

INTERIM

Reconcilation Review Sheet

Award Information

Oracle Award #: 0 Report Due Date:
SPA Rep: 0 Funding Source GL#:

Corrections/Clarifications Needed
Manager Notes/SPA Rep Response:

|:| This recon needs corrections. Please return to: Date(s):

|:| This recon has been successfully reviewed by the SPA Manager Signature:

JPost Review Action Items:

This recon requires the following:
Date Completed/Initials Date Completed/Initials

Copy of Financial Report to BM

|:| Printed Confirmation of Report Submission

L0

I:l Questionable Costs Sent to Dept for Review Is recon required by CM for invoicing
purposes? If so, a copy was provided on:

|:| F&A Exception Entry

|:| An update to the record in the tracker I:l Other:




