BUDGET MANAGEMENT
SPONSORED ACCOUNTING

SUMMARY

Accounts designated as sponsored originate from agreements that provide financial assistance
to support or stimulate accomplishment of a particular objective. These agreements include
grants, contracts, and cooperative agreements.

The difference between a grant, contract, and cooperative agreement is defined by their principal

urposes:

? P Grants accomplish a particular objective without a substantial involvement from the
granting agency.

. Contracts call for an acquisition of property or services for the direct benefit of the
sponsoring agency.

. Cooperative agreements involve substantial interaction with the sponsoring agency.

The University follows the federal regulations written in OMB Circulars A-110, A-133, and A-21,
as well as Cost Accounting Standards 501, 502, 505, and 506 in determining the treatment of
costs as direct or facility and administrative costs. Accordingly, costs that can be easily and
accurately identified with a particular sponsored project are treated as direct costs. Conversely,
costs incurred for common or joint objectives that cannot be identified readily and specifically
with a particular sponsored project are treated as facility and administrative costs. In
conjunction with Public Law 100-679, educational institutions are required to have their costing
policies and procedures approved by submitting a form CASB DS-2 (Cost Accounting
Standards Board - Disclosure Statement) to the cognizant agency of the federal government.

Sponsored agreements can be divided into two stages, pre-award and post-award. The
pre-award activities are generally handled by the offices of Research Administration and the
divisional business offices. The post-award activities are generally handled by the department in
cooperation with the divisional business office and the Office of the Controller.

The role of the divisional research administration offices is to ensure that proposals for
sponsored agreements are completed in accordance with the University’s CASB DS-2 and the
sponsoring agency’s specific program requirements, making sure all assurances and
certifications are included in the proposals. These offices are also responsible for ensuring that
patent, equipment, and technical reports are prepared and submitted.

The divisional business offices generally set up the individual accounts, review budgets, and
oversee the disposition of revenue. In some divisions, the research administration offices set up
the accounts.

The role of the Controller’'s Office, in particular Research Accounting and Cost Analysis, is to
ensure that activity on sponsored accounts is in accordance with the University’'s CASB DS-2
and agency specific guidelines.

The department’s role is to ensure that all the above are completed in a timely manner. Itis the
principal investigator who is ultimately responsible for all terms and conditions of an award. This
includes assurance that expenditures posted to the sponsored agreement are in accordance
with agency regulations and the University’s CASB DS-2, all reports (financial/technical) are
completed, and all Personnel Activity Reports and payroll forms are completed in a timely
manner.
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BUDGET MANAGEMENT
SPONSORED ACCOUNTING

INTERNAL CONTROLS

OBJECTIVES

. Ensure that all terms and conditions of the awarding agency are met

. The University is consistent with costing policies for all types of funding

. All costs either charged directly or indirectly should be consistently treated and
expended in accordance with the University’s CASB DS-2

RISKS

. Disallowance of costs

. Loss of future funding

. Non-compliance with University policies

. Non-compliance with federal regulations

. Penalties and interest

. Personal liability

AUDIT CHECKLIST

Is the department aware of the agency regulations for a given award?

Was the sponsored agreement properly set up in the accounting system?

Have procedures been put into place to document compliance if there is cost sharing?

Have program income and award interest earned been accounted for?

Are costs expended in accordance with agency regulations? This includes but is not

limited to

. restricted supplements

. equipment thresholds

. travel restrictions

. federal salary cap

. administrative costs charged to federal awards
. subcontracts under or over $25,000

Are source documents forwarded to the Controller’s Office to allow for sufficient audit
detail?

Are the department members aware of the Cost Accounting Standards instituted by the
revisions to OMB Circular A-21 and are they familiar with the University’'s Cost Accounting
Standards Board Disclosure Statement for Educational Institutions (CASB DS-2)?

Are all expenditures posted in a timely manner to ensure that the Report of Expenditure
can be completed in accordance with agency regulations?

Is all sponsored funding received by the department posted correctly to the intended
sponsored account?

Are steps taken to restrict charges prior to and subsequent to the grant period?

Are Personnel Activity Reports (PARS) certified in a timely manner by an individual with
first hand knowledge?

Are payroll forms completed in a timely manner?

Are accounts inactivated as prescribed by the University’s policies and procedures?
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The Johns Hopkins University

JOHNS HOPRINS

Administrative Bulletin

August 2000

Holidays

E210 Discussion Session

Cash Receipt Processing on Sponsored Accounts
Coming Soon- JHU STARS

Tax Office Website

Multi-state Activities

Payroll Notes

Annual Student Employment Job Fair

Flexible Benefit Programs - SPECIAL NOTICE

July 2000

E210 Time Sheetsfor FY00

E210 Discussion Session

JHWorld Directory

Principal Administrative Officers and

Contract Authority

New |.D. Cards available for Retirees

Alert - Toner Fraud
Small Dollar Purchase
New Procurement Card Provider

University Competitive Bidding Policy
M aintenance Contracts

Select Vendor Program

University Procedures on Discrimination Complaints

Ivy Plus Travel Group
Educational Assistance Program

June 2000
University Holiday Schedule 2000 and 2001
Salary Range Structure FY 01 - 2000/2001
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The Johns Hopkins University

E210 Process for Fiscal Year End

Y ear End Accrual Process

Personnel Fringe Benefit Rates for FY 2001 -2003
Administrative Excellence Program

Computer Technology Courses - School of Professional Studies and Business and Education
Medical Coverage Continuation for College Graduates
FICA Withholding for Summer Students

New Administrative Security Forms

American Office Quick-Ship Furniture Program

New Agreement with Avis

Beckman Coulter Annual Maintenance Agreement
Getinge Castle Steam Sterilizer Safety Recall

Kelly Services Agreement

Travel Discount-US Airways

M ay 2000
HOLIDAYS
Payroll Notes
Timeliness of Terminations and New Hires
Weekly Direct Deposits
JHU and Dell Computer Product Partnership
New Administrative Security
Typewriter Maintenance Plan
New Hours for Tax Office
Payments to | ndependent Contractors
Payments to Non-Employees
Revised Service Center Policies
Summer Y outh Employment Program
Administrative Training Programs

April 2000

Administrative Security Authorization Forms

E210 Process for Fiscal Year End (Important Notice)
Administrative Calendar for Fiscal Year 2000 Closing
Electronic Cash Receipts

Federal Electronic Funds Transfer Enrollment Form

Hiring Non-U.S. Citizens and related Form ENTL Changes
Fellowship PaymentsTo Graduate and Post Doctoral Students
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The Johns Hopkins University

Centralized UPS Shipping through Homewood Mail
Description of Pay Check Stub, Form W-2 and 1042-S
Tuition Grant

JHU's Educational Assistance Plans

Addendum-

Training Course : Employment/Payroll for Internationals
Tax Office Hours

M ar ch 2000

Original Invoices Required for Payments

Payments to Guest L ecturers

JHU Honors Student Workers

Staff Recognition-Date Change

Remote Imprest Funds

Training: Completing the Form 1-9 for International Employees
Departmental Confirming Purchase Orders (DCPOs)

Hopkins I TS Maintenance Window

Administrative Training

vy Plus Travel

Special Administrative Bulletin
Sponsored Account Inactivation

February 2000

2000 University Holidays

Requests for Duplicate or Replacement Form W-2 or 1042-S
Purchasing X erographic Paper

Purchase of Software Site Licenses

University Blood Drives

Revised NIH Salary Cap

January 2000

Holiday Schedule

New Telephone Number for Hopkins I TS Support Services

E210 Help Desk Now Supported by Hopkins ITS Support Services
Rules Regarding Tuition Remission

Income Tax Withholding Exemption

University Disclosure Statement
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The Johns Hopkins University

Confidentiality of Research Participants
Financial Administrative Training Program
Administrative Training Program's Job-Oriented Software Courses

December 1999

University Holidays

Holiday Schedule for Hopkins Technology Services - Support Services
E210 Automated Emails

Standard Mileage Rate Increases to 32.5¢ Effective January 1, 2000
Controller's Office Update

Holiday Decoration Safety Tips

Safety and Emergency Evacuation Plans for Disabled Persons
Facilitation Awards for Scientists and Engineers with Disabilities

JHU 1999 United Way Campaign

Administrative Training Programs December '99 Job-Oriented Software Classes

November 1999
Administrative Bulletin EMail
University Holiday Schedule
Campus Address
JHU United Way Campaign
Students & Work-Related Injuries
Controller's Office Updates
CUFS Fund / Function Changes
Equipment - Additions, Deletions and L ocation Changes
Payroll Notes
Paper Form 200
Pay Frequency
Work Authorization Expiration
Weekly Student Timecard Submission -Holiday Cutoff
Revised University Closings Policy
Weekly Student Timecard Submission Holiday Cut-off
Administrative Systems Security Access Forms - Pilot Program
Administrative Training Programs

October 1999

University Holidays
Administrative Bulletin Distribution-Email Replaces Paper
1999 Johns Hopkins United Way Campaign
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The Johns Hopkins University

Non-Saary Cost Transfer (EB-14)

Procedures for Requesting Receipts of Deposit Transmittals
Tuition Remission - The Plan and The Process

Notice to users of the Administrative Computing Mainframe
Hopkins I TS Announces Reduced Pricing on Microsoft Products
E210 What's New

Fall - Winter 98-99 Computing Technology Workshop Schedule

September 1999

Administrative Bulletin EMail

Change in Procedure for Payroll Cost Transfers (EB-15's)

Training Course: Employment/Payroll for Internationals

Electronic Payroll Document for Student Employees (Training Classes Schedul ed)
Holiday Schedule 1999

Training of Administrative Policies and Procedures

Administrative Training Program -New Staff

Administrative Training Program FALL '99 Software Courses

HP Printer Pricing for 2000

Purchasing Xerographic Paper

August 1999

Holiday Schedule Y ears 1999 and 2000
Annual Student Employment Job Fair
Tuition Remission & Tuition Grant
Revenue and Expenditure Reports
JHI Institutions Directory 2000
Administrative Training Programs
Electronic Time Sheet (E210) Updates
Fisca Year 2000
Part-time Employees - Converting Part-time Days to Hours
Procedures - E210 is Completed Each Month
Cost Transfers for Vacation Used
Expenditure Statements
Change in Procedure for Payroll Cost Transfers (EB-15's)
Sponsored Funds Proposals and PAR's
Training and Questions
Example: July Payroll Distribution

July 1999
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