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A8. 946 Fi nanci al Managenent Information Reports for Externally

Fi nanced Resear ch and Tr ai ni ng Pr ogr ans of t he
Uni versity: I nput, Maintenance, Review and Correction
Requi r enent s

Pur pose

To provide nanagenent information reports to the appropriate
University personnel to insure that extramural program
resources are utilized in strict conpliance with the sponsor's
approved program budgets and the terns and conditions of award
agr eenent s.

oj ecti ves

To establish guidelines and procedures which prescribe the
i nput, nmaintenance, review and corrective actions required to
properly control and nonitor all externally financed prograns
and activities.

Applicability

These guidelines and procedures shall be applicable to all
externally financed progranms and activities including those
that are service ordered to the Research Corporation of the
Uni versity of Hawai ‘i (RCUH).

Qui del i nes

a. Externally financed research and training prograns of
the University require strict accountability and control
of funds to insure that expenditures incurred in support
of these prograns are in conpliance with the approved
program budgets including any limtations and excl usions
that nmay be inposed under the contract or grant award
agr eenent . Therefore, financial status reviews nust be
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conducted on a regular basis for all externally financed
prograns through the review and analysis of Report 1905,
Research and Training Budget Status Report RTBSR) and,
if applicable, Report 1905B, Consolidated Research and
Trai ning Budget Status Report (Attachnents C and D for
sanpl es) .

(1) RTBSR s provide program information pertaining to
each contract or grant award show ng the anount of
direct and indirect program funds by nmajor cost
categories that have been authorized by the
sponsor, the actual program expenditures and
encunbrances that have been incurred to date, the
amount of unencunbered fund bal ance avail abl e under
the program account code and projected payrol
requirements.

(2) RIBSR s shall be maintained for each externally
financed program on a program period basis. Two
(2) copies of the report shall be generated on at
least a nonthly basis and distributed after the
close of each nonth to the departnental Fiscal
Oficer (FO by the Contracts and Grants Managenent

Ofice (CAVD) .

(3) RIBSR s shall not be generated for certain
adm ni strative type accounts and for the College of
Tropical Agriculture basic Federal Appropriation
accounts.

Related financial mnmanagenent reports, as described
below, shall also be provided to assist program
personnel with required reviews and analyses of a
program s financial status:

(1) Report 1060F, Encunbrance and Expenditure Ledgers
(Attachnment E), shall be generated sem -nonthly for
all University program accounts. This report
provi des detailed expenditure information for each
financial transaction that has been processed,
approved and recorded in the University's officia
financial accounting records and is naintained on a
fiscal year basis (July 1 to June 30). Two (2)
copies of this report are distributed to the FO by
the Central Accounting Ofice on a sem-nonthly
basi s.
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Report 1901, Encunbrance of Payroll by Fiscal
Oficer (Attachnment F), shall be generated on a
monthly basis for all externally financed prograns
with regular personnel payroll charges. Thi s
report shall be distributed on a nonthly basis as
an attachnent to Report 1905 and shall identify the
projected personnel charges for al | regul ar
enpl oyees that have been authorized against a
particul ar programor activity account.

Report 1905B, Consolidated Research and Training
Budget Status Report, shall be generated on a
monthly basis for prograns that require special
consolidated allotnent control reports to neet the

uni que accounting, reporting, and nonitoring
requirenments prescribed by the sponsor. Thi s
r eport consol idates financi al information by

program work task(s) and najor cost categories
authorized by the sponsor and summarizes the
overall financial position of a particular program
or activity. Since Report 1905B is not
automatically generated for prograns with nore than
one account code, it nust be specifically requested
in advance from CGMO. Two (2) copies of the report
shall be distributed to the FO by CGVD at the cl ose
of each nonth.

Report 1906A, RIBSR Deficits and Past Due Report
(Attachment G, shall be generated on at |east a
nmonthly basis and shall identify all program
accounts that have incurred expenditures beyond the
sponsor's approved program budget or authorized
program budget period. Two (2) copies of this
report shall be distributed to the authorized
Dean/Director by CGVMD at the close of each nonth
and shall list the expenditures and fund bal ances
of all externally financed program accounts under
their jurisdiction, including those service ordered
to RCUH

Report 1906B, RTBSR Deficits and Past Due Report by

Fi scal Oficer (Attachnent H , Is the sane
managenent report as Report 1906A. However,
problem conditions listed on this report are

identified by FO designation. Two (2) copies of
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this report shall be distributed on at least a
monthly basis to the assigned FO responsible for
the control and nmanagenent of program expenditures.

5. Pr ocedur es

a.

Processi ng Requi renents of RTBSR | nput Forns

RTBSR input forns are the critical input docunents for
t he overal | financi al managenent , control, and
monitoring of externally financed prograns. It provides
the necessary allotnent control information pertaining
to the approved program performance period and the
direct/indirect fund allocation by major cost categories
t hat have been authorized by the sponsor.

To insure that up-to-date program and allotnment contro
data are properly reflected on the RTBSR the follow ng
processing requirenents shall be foll owed.

(1) RTBSR Input Forms, CG Form 1, (Attachment A for
sanple form nust be initiated by the departnent or
uni t in accor dance with t he I nstructions
(prescribed under Attachment A-1, instructions for

E Conpleting OG Form 1). Input forms nust be

prepared for:

(a) Each account code that is established in
support of a sponsored programor activity;

(b) Each tinme witten approval to reallocate
program funds from one nmajor category of
expenditures to another is authorized by the
sponsori ng agency or through an institutiona
prior approval system and

(c) Whenever there are changes or nodifications to
the sponsor's award agreenent that wll affect
the financial terns and conditions of the
award, such as changes to the project and
budget period, the anount of authorized
program fundi ng, t he sponsor's fund
obligation, etc.

(2) RTBSR I nput Forns nust be acconpani ed by:


Available Links
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(a) A copy of the approved program budget for new,
continuation, renewal, or supplenental funding
awards from sponsors; or

(b) The original copy of witten authorization
from the sponsoring agency or copy of the
approved institutional prior approval form
which authorizes the reallocation of program
funds fromone nmajor category to another.

(3) The departnental FO shall review RTBSR Input Forns
to i nsure t hat al | fi nanci al managenent
i nformation, including the sponsor's approved
program budget by naj or category  of fund
allocation, is consistent wth the sponsor's award
or witten authorization.

(4) Input fornms nust be signed by the FO (the Pl is an
optional signatory) and processed through CGVD no
later than four (4) working days prior to the close
of each report period in order to insure that
program data are properly inputted to the RIBSR
data files for that period.

(5 ©CGWO shall review and approve each RTBSR | nput Form
to insure that it has been properly conpleted and
signed by the FO

(a) Approved forns shall then be processed to the
Data Entry Section of the University's
Managenent Systens Ofice for input to the
RTBSR Data Fil es.

(b) Inproperly conpleted RTBSR |nput Forns shall
be returned to the appropriate FO for
necessary corrective action.

Processing Requirenents of Consolidated RIBSR | nput
Forns

Sone programs or activities wth nore than one program

account code require uni que al | ot ment control
requirenments for the overall nanagenent, control, and
nmonitoring of program financial status. To facilitate

the expenditure control requirenments for these prograns,
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the departnental FO shall be responsible for the
establ i shment of a Consolidated RTBSR (Report 1905B).

(1) The FO shall notify CAGVO of the program account
codes to be consolidated. CGVMO may al so establish
consolidated RIBSRs for its financial reporting
pur poses even if not requested by FO s.

(2) CAWO shall review and I nput consol i dati on
requirenments in the RTBSR Data Fil es.

(3) The FO shall review and verify Consolidated RTBSR s
to insure the proper consolidation of program
accounts.

Financial Status Review and M ntenance of Managenent
| nformati on Reports

(1) The Chancel | or/ Dean/ Di rect or, Pr ovost and
Depart ment Chai r per son shal | be ultimately
responsible for the overall nanagenent, control,
and accountability of program funds in support of
sponsored research and training prograns under
their jurisdiction. This responsibility includes:

(a) The review, analysis and nonitoring of program
performance with Pl's and senior faculty and
staff on a regular basis to insure that the
scientific and t echni cal per f or mance
requi rements prescribed under each contract or
gr ant aard agreenent are satisfactorily
conpleted wthin the sponsor's authorized
funding and tinme period; and

(b) The performance of at least a nonthly review
of Report 1906A, Deficits and Past Due Report,
by maj or organi zational |evel to:

(1) Identify and di scuss any pr obl em
condition(s) with PI's and appropriate FO
to identify and determne the cause of
problens and take action to prevent the
future occurrence of program cost
overruns and di sal | onances.
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(2) Insure actions are taken to correct
deficits and past due condi tions
identified wunder Report 1906A and to
secure the necessary funds to cover such

costs.
The FO shall be primarily responsible for the
revi ew, control, and nmoni tori ng of program
expenditures incurred in support of externally
financed prograns and activities to: (1) I nsure

strict conpliance with the sponsor's authorized
direct and indirect program budgets, including any
limtations and exclusions that may be inposed
under the contract or grant award agreenent; and
(2) to insure that program commtnents and
di sbursenents are not incurred in excess of or
beyond the sponsor's authorized performance peri od.

The FOs shall also be responsible for the
follow ng functions.

(a) The review of RTBSR s and Consol i dated RTBSR s
to insure that program financial information
such as award nunber nodi fications or
amendnent s, budget peri od, budget peri od
amount, program period, program period anount,
indirect cost base and rate, fund allocations,
etc., accurately refl ect t he sponsor's
approved program budget by nmajor cost
categories and the authorized perfornmance
period prescribed under each award agreenent.

If financial data are not consistent with the
sponsor's award agreenent, RTBSR |nput Fornmns
must be initiated to correct program data.
This requirenent is absolutely essential since
i ncorrect program data will cause an
inaccurate financial condition to be reported
under the programor activity;

(b) The review and verification of the current
nonth's summary of expendi t ures and
encunbrances posted on the RTBSR with Report
1060F, Encunbrance and Expenditure Ledgers
(Attachment E). Verification is necessary to
insure the tinely processing and recordation
of all expenditures and encunbrances against
appropriate program accounts and to account
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for all in-transit fiscal docunents which have
not been formally recorded in the official
University financial records to insure that
the current financial position for each
programor activity is properly updated.

The review and anal ysis of payroll and rel ated
fringe benefit encunbrances posted on Report
1901, Encunbrance  of Payr ol | by Fiscal
Oficer, to insure that projected personnel
costs are accurate and consistent with the
nmost current Notice of Personnel Action Forns
SF-5B's or SF-5's (Attachnent F).

(1) If review and analysis of Report 1901 is
performed and it s determned that
proj ected payroll encunbrances identified
for program personnel are incorrect,
corrections should be processed as
required.

The distribution of a copy of RIBSR s and
Consolidated RIBSRs to the P, Pr oj ect
Manager, senior program faculty or staff wth
appropriate reconmendat i ons and conment s
relating to the current financial position of
the program or activity, including any
spending restrictions or limtations.

The review of Report 1906B RTBSR Deficit and
Past Due Report by Fiscal Oficer, on at |east
a nmonthly basis to determne the cause of
probl em conditions and to work closely wth
t he appropri ate Pl and
Chancel |l or/Dean/Director to initiate imedi ate
corrective actions (Attachnent H for sanple of
Report 1906B,).

The provision of advice and assistance to the
PI, faculty, and staff concerning fisca
matters relating to the current financial
position of the program or activity, the
allowability of program expenditures, and the
need for prior approval authorization fromthe
sponsor as required, to avoid program
di sal | owances.
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The Pl shal | be primarily responsible and
accountable for the satisfactory conpletion of
scientific and technical perfornmance requirenents
prescribed wunder the sponsored program and to
insure that only proper and allowable costs are
charged in strict conpliance with the approved

program budget including any I|imtations and
exclusions that nmay be inposed by the sponsor. The
Pl's responsibilities shall include the follow ng
functions.

(a) The evaluation and nonitoring of current
financial position through a nonthly or, if
required, nore frequent review and anal ysis of
the RTBSR and Consolidated RTBSR provided by
the FO to insure sound scientific and
admni strative j udgenent s are t aken in
accordance with the unencunbered fund bal ance
avail able for the programor activity to avoid
program deficits and di sal | onances.

(1) If any financi al review discloses
unanti ci pat ed pr obl ens, del ays, or
adverse conditions that wll materially

affect the satisfactory performance of
the programor activity, the Pl nust:

(a) Imrediately notify the FO and
Chancel | or/ Dean/Director to discuss
and resol ve probl em ar eas;

(b) Insure the proper update of program
data in the RIBSR and to work
closely wth the FO to plan,
coordinate and initiate all program
changes in work activity that wl
affect the approved fund allocation
by maj or cost category or change the
aut hori zed program per f or mance
peri od.

(c) Obtain the sponsor's prior witten
approval if program changes require
authorization from the sponsoring
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agency to insure allowability of
progr am costs.
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A8. 946

ATTACHVENT A-1
| nstructions for Conpleting RTBSR | nput Form

Ceneral Instructions:

1.

One of the boxes in the upper |eft hand corner (New Account or
Change Data) nust be checked to indicate whether the RTBSR
| nput Formis being processed for a newy established program
account code or to initiate changes in an existing
progranm activity RTBSR

The account nunber under block #01 nust be conpleted for each
RTBSR Input Form to insure the proper identification of
program activity account.

Bl ocks #02 through #22 nust be conpleted for each new program
account or whenever changes are required to update program
information already shown on RTBSR Program information
inputted under blocks #02 through #22 shall automatically
repl ace previous data shown on RTBSR s. Pl ease note that
bl ock nunbers 02, 05, 06, 07, and 21 are restricted for CGVD
use only.

Even nunbered blocks from #24 through #82 nust also be
conpleted, as applicable, for each new program account or
whenever changes are required to wupdate the sponsor's
authorized fund allocation by najor cost categories.

Fi nancial data inputted under blocks #24 through #82 shal
increase or decrease the previous fund allocation shown on
RTBSR For exanple, if the previous allocation for salaries
and wages is to be increased from $10,000.00 to $15, 000. 00,
block #34 nmust indicate $5, 000.00. Li kewise, if the
allocation for salaries and wages is to be decreased from
$10, 000. 00 to $5, 000. 00, block #34 nust indicate ($5,000.00).

Qdd nunbered blocks from #25 through #83 are restricted for
only CGVD use to correct previous year expenditure totals.

Al dollar anmount identified on the RTBSR | nput Form (bl ocks
#17, #19, and #24 to #83) nust be shown in dollars and cents.
Exanpl e, $1, 000. 00 nust be shown as $1, 000. 00 and not $1, 000.

Detail Instructions Applicable to Each Bl ock:
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07.
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Account  Nunber: Identify the wunique 14-digit University
account code that has been established for the sponsored
prograniactivity.

Type of Award To be Conpl eted by CGVD

Award Nunber: Identify the sponsor's contract/grant award

nunber . Awar d nunber shoul d al so identify t he
nodi fi cation/amendnent nunber, if applicable. (i.e. NASW
3413-1)

Sponsori ng Agency: Indicate the nane of the sponsoring

agency. See Attachnent A-2 for listing of abbreviations for

nmost sponsoring agencies. |If the sponsor is not |isted under

Attachnent A-2, abbreviate the sponsor's nane within the 10
space limtation provided.

Billing Code: To be conpleted by CGVD
Transaction Nunber: To be conpleted by CAVO
Remarks: For CGMO use only.

09, 10, 11, 12, 13, 14 and 15: Special bject Code 1, 2, 3,
and 4 and Special bject Description 1, 2, 3, and 4. Thi s
unique feature under Report 1905 provides for the special
grouping of program costs to facilitate the nonitoring,
control and use of program funds by maj or cost categories that
have been authorized by the sponsoring agency. Speci al
categories may be established to group one or nore consecutive
sequence of object synbol codes. The special grouping of
object synbol codes shall override the standard budget
categories and only those unique grouping of expenditures
shall be recorded against the special allotnent category. For
exanpl e, the sponsor's approved program budget provides for
the specific allocation of funds relating to inter-island
travel ($500), supplies-optical ($3,000), supplies-Ilaboratory
(%4, 000) and general purpose office equipnent ($1,500). Since
the standard budget allocation categories as shown under the
RTBSR I nput Form do not provide for the detail classification
of costs as prescribed by the sponsor; the Special bject
Code/ Description 1 through 4 should be utilized for this
unique allotnment control requirenment as shown in the exanple
bel ow.
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- Special (bject Code/Description 1 (Block #8 and #9): Shoul d
be utilized for the inter9island travel allocation of $500
aut hori zed by the sponsor. Block #8 should identify the
object of expenditure codes relating to inter-island travel
"Fronf 4200 "To" 430C. See Adm nistrative Procedures Mnua
(APM A9. 615, Source and (nject Codes, under Attachnent D for
detail listing and description of applicable expenditure
codes. Block #9 should indicate "Inter-lIsland Travel"
Please note that the description block for special object
codes is limted to only 25 characters.

- Special bject Code/Description 2 (Block #10 and #11):
Should be wutilized to identify the fund allocation for
suppl i es-optical, $3,000. Bl ock #10 should indicate object
codes "Froni 3015 "To" 3015. Bl ock #11 should be | abeled
"Suppl i es- Qpti cal ".

- Special bject Code/Description 3 (Block #12 and #13):
Should be used for supplies-laboratory, $4,000. Bl ock #12
shoul d i ndicate object codes "Fronmt 3042 "To" 3042. Block #13
shoul d be | abel ed " Suppl i es-Laboratory".

- Special pject Code/Description 4 (Block #14 and #15):
Should be used from office equipnent, $1,500. Bl ock #14
shoul d i ndicate object codes "Fromt 7710 "To" 7710. Bl ock #15
shoul d be | abeled "Ofice Equipnent”.

Budget Period: This represents the start and end dates for
whi ch the sponsor's obligated funds have been authorized for a
particul ar progranfactivity. The appropriate six (6) digit
code for each date nmust be identified. The first two digits
shall represent the nonth, the next two digits for the day,
and the last two digits for the year. Exanple, Septenber 1,
1988 shall be identified as 09-01-88.

Budget Anount: This represents the total dollar anount of
funds that have been obligated by the sponsor for the duration
of prograniactivity.

Project Period: ldentify the inclusive start and end dates of
program performance period from date of inception. The
"Budget Period" and "Project Period" should generally be same
for nost prograns/activities unless the sponsor's award
agreenent specifically limts the authorized tine period for
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whi ch expenditures nmay be incurred under the program activity.

For exanple, the sponsor's award agreenent is for a two-year
proj ect period beginning January 1, 1988 through Decenber 31,
199; however, the sponsor has specifically limted the
aut hori zed budget period from January 1, 1988 to June 30,
1988. Therefore, the "Budget Period" should indicate the tine
period from January 1, 1988 to June 30, 1988, whereas, the
"Project Period" should identify January 1, 1988 to Decenber
31, 1989.

Proj ect Anount: Identify the total dollar amount of program
funds that have been commtted by the sponsoring agency from
date of program inception. The "Budget Amount” and "Project
Amount” should also generally be the same for nost
prograns/activities unless the sponsor specifically limts the
total amount of funds authorized under the award agreenent.
For exanple, the sponsor's total award is the $2,000, 000.00
covering a two-year period beginning January 1, 1988; however,
the total amount of funds obligated by the sponsor is only
$500, 000. 00 for the period January 1, 1988 to June 30, 1988.
Therefore, the "Budget Amount” shoul d indi cate $500, 000. 00 and
the "Project Anount" $2, 000, 000. 00.

I/ C Method: Check the appropriate box for the nethod of
i ndirect conputation to be used.

I/C Ceiling: To be conpleted by CAVO

I/ C Percentage: Indicate the percentage rate to be applied in
the conputation of indirect cost. For exanple, 44% should be
entered as 44.00.

through 82 (Even nunbered bl ocks). Al | ocati on: Fund
allocation by major cost categories nust be identified in
strict accordance with the spnsor's approved program budget.
See Attachment A-3 and A-4 for the standard budget allocation
categories that have been established for specific groupings
of object synbol codes. If the required cost grouping of
obj ect codes are not |isted, Special bject Code/Description 1
t hrough 4 under bl ocks #8 through #15 nust be utilized.

t hrough 83 (odd nunbered bl ocks). Previous Year Expenditures:
for CGVD use only.



Abbrevi ations for Sponsoring Agencies

Nane of Sponsori ng Agency

Departnment of Air Force

Departnent of Agriculture

Departnment of Arny

Depart ment of Conmerce

Depart nent of Energy

Departnment of Health and Human Servi ces
Depart ment of Housi ng and W ban Devel opnent
Departnment of Interior

Depart ment of Justice

Depart ment of Labor

Department of Navy

Departnment of State

Departnent of Transportation

Envi ronnental Protection Agency

smal | Busi ness Adm nistration

Tennessee Valley Authority

Nati onal Aeronautic & Space Admnistration
Nat i onal Endownent for the Arts

Nat i onal Foundation for the Hunmanities
Nat i onal Sci ence Foundati on

Depart ment of Educati on

O fice of Water Research & Technol ogy
U.S. Information Agency

A8. 946

Attachment A-2

Abbr evi ati ons

USAF
USDA

NEH

usl A
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RTBSR | NFORVATI ON SOURCES

FI NANCI AL | NFORVATI ON SYSTEM (FI'S)

moowxy

T

Account nunber

Type of project

Princi pal investigator

Fiscal Oficer

Expenditure and encunbrance information, except
payrol | encunbrance

Indirect cost and other transfers processed directly
through FI'S by Journal Vouchers or Authorization for
Payment forns

FACULTY STAFF | NFORVATI ON SYSTEM (FSI S)

A

Payrol | encunbrance

RTBSR | NPUT FORM

T IOMmMOoOm>

I ndirect cost type and rate
Sponsori ng agency

Budget peri od

Budget anount

Awar d nunber

Proj ect period

Proj ect anount

Speci al budget categories
Al l ocati ons

COVPUTER GENERATED | NFORVATI ON

A

B
C

| ndi rect costs
Per sonnel benefits encunbrance
| ndi rect cost encunbrance
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