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[bookmark: _GoBack]This guide is intended to provide basic information on managing grant awards.  More detailed information can be found on RSP’s web site, Accounting Services’ web site, and Purchasing Services’ web site.  Contact Robert Trettin (rtrettin@wisc.edu) if you have questions.

	Award Set-Up
	A sponsor notifies either RSP or PI of award.  The award documentation is uploaded into WISPER; PI and Division approves. Department or Division completes Projects Tab in WISPER.  RSP negotiates and signs necessary agreements.  When award is finalized, RSP sets up a project ID (PRJ….) where project expenditures should be directed.

	
	

	Clearances
	Approval to conduct research involving human subjects or animals is required prior to establishing a project ID.  See http://www.rsp.wisc.edu/compliance.html for guidance.  

	
	

	Terms and Conditions of Award
	Sponsor may dictate Terms and Conditions affecting changes to budget, personnel, subawards, project end dates, etc.  PI agrees to Terms and Conditions via approval in WISPER.  Overarching regulations governing grants include Federal Circulars A-110, A-21 and A-133, including non-federal grants, and are inherently agreed to when accepting an award.

	
	

	Managing Expenses
	Expenses are managed by PI and administrator.  Considerations include approved budgets, effort commitments, cost-sharing obligations.  Costs must be allowable, reasonable, and allocable to the project.  WISDM is the campus tool for tracking financial activity.  Administrator should conduct periodic reconciliation of processed expenses to WISDM, and track balances.  PI Financials is an My UW tool available for PIs to manage financials of their grants.

	
	

	Milestones
	60-days prior to end date: Email prompt is sent to PI and administrator asking:  Do you need a no-cost extension?  Are all posted costs allowable, allocable and reasonable?  Are cost transfers needed?  Are other reports required?  Are there open encumbrances? Have the subawards been closed out?  Have commitments been met? 

	
	

	Reporting
	Financial Reports and Invoices – submitted by RSP.  Department verifies that all project expenditures are allowable and have been posted.
Technical Reports – submitted by PI or Program Staff.  PI ensures that technical reports are complete and submitted on time to all appropriate parties. 

	
	

	Records
	Financial records, supporting documents, statistical records and all other records shall be retained for a minimum period of THREE years, or longer according to award terms.

	
	



