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Grant Overview - Basic Definitions
Budget: Financial plan for the grant award.
Budget Period: Time frame for which your budget/financial plan is created and used.
Claim: Submission for reimbursement of expenditures, either by billing or drawdown of funds.
Closeout: Process of officially ending the grant ensuring all programmatic and financial requirements 

are met.
Direct Costs: Costs incurred to support a project and are charged to sponsored projects when the costs 

can be specifically identified to the project with relative ease and with a high degree of 
accuracy.

Indirect Costs: General institutional expenditures that are incurred for common or joint objectives 
benefiting instruction, research or public service and, therefore, cannot be readily identified 
with a particular sponsored project.

Period of Performance: The timeframe in which we are expected to complete the approved project 
activities and spend awarded funds.



Grant Overview - Basic Definitions
No-Cost Extension: The no-cost extension extends the project period of the grant but does not award 

additional funding.  Typically granted when more time is needed to complete the project.
Pre-Award: Stage before the grant is officially awarded.
Post-Award: All activities after a grant has been awarded.



Examples of Direct Cost
Modified Total Direct Cost (MTDC) https://www.ecfr.gov/current/title-2/part-200/section-200.1#p-
200.1(Modified%20Total%20Direct%20Cost%20(MTDC))
• Examples:

• Direct Salaries
• Wages
• Applicable fringe benefits
• Materials and Supplies
• Services
• Travel
• Up to $25,000 of each subaward (regardless of the period of performance of the 

subawards under the award). 



Indirect Cost
How are Indirect Cost Calculated: 
• From Modified Total Direct Cost (MTDC) https://www.ecfr.gov/current/title-2/part-200/section-200.1#p-

200.1(Modified%20Total%20Direct%20Cost%20(MTDC))

• Once Indirect Cost comes out of the Grant restrictions these funds are subject to Jacksonville State University 
Policies for Purchasing Guidelines.

• These funds are placed in 80085 fund with the College and Departmental Organization. 

• Distribution 
• General Fund 28%
• Controller’s Office 10%
• Vice President of Academic Affairs 12%
• Office of Sponsored Programs 10%
• College 12%
• Department 28% (Effective as of April 1, 2024)





1           General  
2          Restricted 
3          Auxiliary 
5          Scholarship 
8          Agency 
9          Capital Projects

Fund Type

Banner 9 integrates the Student, Finance and Human Resource 
Systems. Banner Finance was specifically designed for higher education 

fund accounting and is JSU’s central repository for all financial data.

Title

Instruction
Research
Public Service
Academic Support
Student Services
Operational Maintenance
Institutional Support
Scholarships and Fellowships
Associations
Auxillary Enterprises
Depreciation
Revenue

Program 
Code

10
20
30
40
50
60
70
80
85
90
98
99

Chart of Accounts



BANNER O&M ACCOUNTS

Handouts are available on the Controller’s Website



https://www.jsu.edu/controller/procedures-instructions/index.html

Controller’s Office – Standard Operating Procedures



Grant Budget Creation
 Grant budgets are created by the Grant Accountant upon receipt of an award notice and or contract. 

Project Director (PI) will be notified by email.

 Budgets are identified by a FOAP in Banner Finance specific to each individual grant.

 Grants require line-item budgeting according to the approved grant budget.

 Line-item reallocation greater than 10% of total budget must be approved in writing by the Grantor. 

 All grant budget transfers must be made by the Grant Accountant’s office. 

 Grant budgets are made available as determined by the grant period of performance. Spending cannot 
extend past the grant end date. Funds may be encumbered but must be paid within 90 days or the filing 
of the final report with the grantor, whichever occurs first. 

 Grants that have a period of performance extending beyond JAX State fiscal year end of September 30th

will roll into the next fiscal year with the remaining available budget balance.



Program Requirements 
 Grantor program requirements are the responsibility of the PI/Budget Manager.

 Program reports are subject to audit or review by the Grantor agency, the Office of 
Internal Audit and the State Examiners of Public Accounts.

 The Project Manager and the Grant Accountant will work closely with the specific 
grant requirements to ensure compliance with program reporting. 

 As a Project Director (PI) it is important to keep in mind the scope of your grant. 
Please work with the agency awarding your grant. 



Policy & Procedures – Grants Accounting
JSU’s policies and procedures adhere to and promote compliance with federal regulations as stated in the Office of 
Management and Budget’s 2 CFR 200. In addition, the university complies with the terms and conditions specified 
in award documents. The following policies and procedures are a part of the compliance program for externally 
funded programs:

•I:01:20 Subrecipient Reporting Policy
•I:01:22 Cost Share Policy
•I:01:23 Program Income Policy
•I:05:03 JSU Transaction Authorization Matrix

The fiscal management and control of external programs rests with the Controller’s Office. Grants Management in 
the Controller’s Office, a Finance and Administration Department, ensures compliance with applicable laws, 
regulations, university policies, and specific grant award and agreement conditions as they relate to expenditures 
and the management of cash. Grants Management prepares and submits all federal and other financial reports, 
such as the Financial Status Report SF 269, to ensure timely submission.

Controller’s Office Grants Management - https://www.jsu.edu/controller/grants/index.html



Cost Share/Match
 Cost Share/Match:  The portion of the total sponsored project costs that 

are not paid by the sponsoring agency.
 In-Kind Match:  Non-Cash contributions to a project where the value of 

goods and services is provided instead of money.

 What to consider before applying for  grant with a cost share
o Is the match cash or in-kind?
o Where will the cash match come from?



Cost Share/Match
Examples of an in-kind match

• Donated Labor
• Free use of space
• Donated equipment or materials

Cash and In-Kind Match should be:
• Documented and substantiated
• Must be tracked
• Must be reported

Noncompliance can lead to :
1) A reduction in awarded funds
2) requirement of the grantee to cover the unmet commitment.



Fiscal Reports
 For reimbursement type grants, invoices must be submitted according to the grantor requirements. 

 Invoices must be submitted for the actual expenditures in a billing period.

 For contracts, invoices can be submitted for the full amount of the contract when work is completed. 
See contract, MOU when to submit invoice. 

 All invoices must be approved by the Grant Accountant’s office prior to submission to ensure 
agreement with the financial records of the University and compliance with grant terms. 

 All paper and electronic reimbursements will be completed by the Grant Accountant’s office and a 
receipt sent to Project Directors (PI) via email or campus mail. 

 If you are unsure how to submit invoices that are paid for with grant funds, please contact the Grant 
Accountant. 



Award Closeout – Fiscal Checklist
After the end of the project period of performance for a discretionary award (i.e., grant or cooperative agreement), 
recipients are required to submit various reports and documents to close the award. The closeout process starts 
after the end of the period of performance listed on the Notice of Award (NOA) and ensures the recipient has met 
all financial, performance, and other reporting requirements. 

Recipients MUST meet several requirements before closing out an award in the final budget period of the project. 
Preparation for closeout should begin three months (90 days) prior to the end date of the award to accurately 
forecast expenses and make any adjusting entries that need to be made. 

Within one hundred and twenty (120) calendar days after the end of a Federal project period the recipient must:

• Reconcile financial expenditures associated with the award
• Liquidate all obligations incurred under the award
• Return any funds due to refunds, corrections, or audits
• Submit required final reports

Note: Closeout requirements for non-Federal awards (local, block, and formula grants) may differ from the closeout 
requirements identified on this page. Please refer to the respective Notice of Award for specific statutory and regulatory 
closeout requirements.



Sample Invoice for Grant Billing 



Grant Travel Training
All travel is reviewed by the Controller’s Office for audit and payment 
• Chrome River is the travel and purchasing card management system in use by JSU.
• Preapproval:

• Travel dates
• FOAP – Allocation(Chrome River)
• Employee and Student travel must be in the award grant budget 
• Chrome River will route to the Grant Accountant for pre-approval and expense
• Non-employee Student travel is Form 23 In-State or Form 24 Out-of-State

• Petty Cash for Student Travel
• Email Grant Accountant for approval with Petty Cash Voucher Form 48 

• Expense report:
• Reimbursement is made for travel expenses related to approved grant business 
• Itinerary attached(when applicable).

 University Travel Policy IV:06
 University Travel Facts
 Frequently Asked Questions



Which payment method is allowable?

Expenditure examples and allowable payment 
methods (not intended to be all inclusive).



Purchasing Guidelines

• Grants are subject to Alabama State Law, Federal Uniform Guidance CRF 200, Subparts A-D, JAX State 
Purchasing Guidelines

• Purchasing Guidelines and Procedure Policy IV 03 01

• Budget availability required prior to creating a requisition or processing a PO amendment

• Purchase Requisitions are required for PO processing - No purchase should be made without prior authorization

• See Procedures and Instructions webpage for "Entering New Requisitions“

• Purchases requiring additional documentation (not all inclusive):

• Initiate a requisition and save as a draft to obtain a number. Leave in draft form until all applicable documents are received.

• Request to Purchase Computer Hardware/Software – form required for computer devices, printers, copiers, mobile device 
purchases (regardless of price) and peripherals or software purchases with an individual item cost of $500 or more require a The 
approved form (along with quote from IT) must be attached to the requisition before submitting it for approval.

• Request for Meal/Entertainment Purchase (Form 22) - Required for any food or beverage purchase. The approved form 
must be attached to the requisition before submitting it for approval.

• A State of Alabama Vendor Disclosure Statement must be completed for all proposals, bids, contracts (includes POs), or grant proposals 
exceeding $25,000. The notarized form must be attached to the requisition before submitting it for approval.

• A Chrome River Travel Pre-Approval Form is required for any employee travel pre-payments.



Purchasing Guidelines
Purchasing & State of Alabama Competitive Bid Law (Title 41)

• Effective 10/1/2022 – Changes to the competitive bid law allowed JSU to increase the bid threshold from $15,000 to 
$25,000.

• What does this mean for you?

• Campus-wide purchases from vendors without a competitively awarded state contract or purchasing cooperative contract cannot 
exceed $24,999 during a fiscal year (10/1 – 9/30).

• Goods and services are procured by competitive sealed bid when the above amount may be exceeded. For example, Staples 
Business Advantage must be used for office supplies and promotional vendors must be selected from the approved list on 
Procurement's web page.

• Dividing purchases between multiple POs to avoid the bid threshold is not allowed. JSU’s total spend must be considered.

• If a bid must be issued:

• Department must provide product or service specifications in Word format to Procurement. Be specific with your 
requirements/specifications. Procurement will review specifications and provide feedback.

• A minimum of three (3) resources must be provided to Procurement (contact name, email address & company mailing address).
• Procurement creates a bid packet, sets the bid opening date/time and emails the bid packet to potential vendors.
• Bids remain open for a minimum of ten (10) business days.
• Sealed bid responses are submitted to Procurement. Electronic bid responses are not accepted.
• After bid opening, results are provided to the requestor.
• Bid is awarded to the “lowest responsive and responsible bidder whose bid meets the requirements”. Multiple awards permitted (when 

applicable).



Payroll – Time and Effort Reporting 
Effort Reporting is required by The Uniform Guidance 2 CFR 200.430 
https://www.ecfr.gov/current/title-2/section-200.430

JSU Policy No.: 1:01:21 https://public.powerdms.com/JSUAL/documents/1291300

Purpose: This policy outlines the standards for reporting time and effort for employees at Jacksonville 
State University (JSU) whose salaries are funded partially or entirely through federally supported projects. 

• Effort Reports are sent through Payroll department with instructions of how to complete the report.
• Grant Accountant will follow up to ensure these are being received.
• If employee leaves before Payroll sends Effort Report, Budget Manager signs on behalf of the 

employee.

Time and Effort Training Presentation



Who is responsible for accurate 
T&E reporting?

 Effort Reporting at Jax State is a
SHARED responsibility.

 Faculty Principal
Investigators (PIs)

 Dept. Administrative and
Support Staff

 Department Chairs & College
Deans

 Office of Sponsored
Programs



Effort 
Reporting 

at
Jax State

https://public.powerdms.com/JSUAL/documents/1291300

 Effort reports are required for all
individuals working on sponsored
projects.

 When effort reports are made available, 
they include the current payroll
distribution as a starting point.

 Visit the Controller’s website for the
University’s Effort Policy.



Time & Effort Monthly Form



Time & Effort Monthly Example



Key Points in Effort Reporting

• The effort form must represent,
in percentages totaling 100%, a
reasonable estimate of an 
employee’s University
compensated effort for the
period.

• Employees must certify their
own individual effort. 



Quarterly 
Certifications

Payroll will send employees who 
are paid in full or in part with 
federal funds (non-extra 
compensation) a memo to 
complete a quarterly certification 
to document the amount of time 
they spent on grant activities. 



Salaries & 
Benefits Being 
Paid By Grants

Grant/Contract Salary 
Distribution Form

What will you need?
• FOAP, Title Of Grant, Brief Description
• Being and End Dates – Project Date
• Supervisors/Dean/Provost/Grant 

Accountant/Human Resources/Payroll Signatures 
to process for payment 



GRANT/CONTRACT SALARY DISTRIBUTION FORM
This form must be completed in advance 
of the work.

The salary distribution form serves as a 
crucial purpose in managing how an 
employee's salary is allocated to different 
financial accounts or projects.

The approval process routing is:
• Principal Investigator

• Supervisor/Dept. Head

• Dean/Director

• Vice President/Vice Provost

• Grant/Contract Accountant

• Human Resources

• Payroll

Accurate and timely salary distribution 
forms are essential for effective financial 
planning and controlling expenses within 
the organization.



Payroll – Extra Compensation Requirements
Effort Reporting is required by The Uniform Guidance 2 CFR 200.430 
https://www.ecfr.gov/current/title-2/section-200.430

JSU Policy No.: II:05:02 https://public.powerdms.com/JSUAL/documents/1291510

Purpose: This policy outlines the standards for y regarding employees earnings compensation in excess of 
their base annual compensation. 

Extra compensation is defined as any compensation earned through the institution in excess of an 
individual employee’s base rate of pay. Awards and gifts are excluded from the definition of extra 
compensation. For any person earning extra compensation the total amount of extra compensation they 
may earn is limited to their respective annual compensation defined as their gross salary.



Grants paying Extra Compensation
Extra Compensation Payment Request 

• Plan/Approved Workload for Extra Compensation
• Form 46 
• Awarded grant budget states which Senior Personal 

to receive Extra Compensation. 
• Must be approved prior before payment can 

be paid and work performed. 

• Employee Contract for Extra Compensation
• Form 45 

• Must be submitted monthly for XCP
• Located in Dynamic Forms. 
• Uploaded with form 46 - Plan/Approved 

Workload for Extra Compensation 
• Paid in arrears 
• Must be in Payroll by 15th of each month

 Frequently Asked Questions
 https://www.jsu.edu/busaffairs/busprocman/index.html 
https://www.jsu.edu/busaffairs/busprocman/index.html



Form 46  - Extra Compensation Contract 
This form must be completed in advance 
of the work and attached to the internal 
Approval Form for Sponsored Projects (if 
applicable), Planned/Approved Workload 
for Extra Compensation form, and Absence 
Report (if applicable). 

Services required under this contract 
between Jax State and an employee of Jax 
State will not interfere with the regular 
employment of said employee in 
accordance with the Alabama Ethics Law 
and University Policies.  Any compensation 
under this contract will be paid in 
accordance with the Alabama Ethics Law 
and University Policies.  

Any compensation under this contract will 
be paid in accordance with the applicable 
Federal and State Tax Laws and regulations.  
It is further understood that employees 
abide by University Policy # II:05:02 (Extra 
Compensation Policy). 

The Extra Compensation Plan Approval Form (Form 46) must be completed and approved PRIOR to any services 
being rendered. See Sponsored Programs’ Calculating Extra Compensation FAQ for more information



Form 46 Example 



Form 45 - Extra Compensation Request
Start the Form 45 by entering the Name and 
Jax State email address of the individuals for 
each participant below.

Enter the assignment description, FOAP, and 
appropriate dollar amount to be paid 
monthly. Upload the Form 46 & Effort Monthly 
Certification Form

The approval process routing is:
• Responsible department (initiator -

paying the employee)

• Employee’s Immediate Supervisor

• Budget Manager (of the extra 
compensation/sponsored program)

• Dean (for the College the activity is 
housed)

• Grant Accountant

• Employee Receiving Compensation

• Human Resources (must have contract 
on file)

• Payroll

Each approver will receive an email notification. Track the progress of the request via MyJSU - View Pending/Submitted Forms. 
Please note: The employee receiving extra compensation should not be initiating this form. This should be done by the department.



Form 45 Example 



Have A Question?
 Accounts Payable – accountspayable@jsu.edu

 Controller – controller@jsu.edu

 Student Accounts – studentaccounts@jsu.edu

 Payroll – payroll@jsu.edu

 Procurement– purchasing@jsu.edu

Additional Training
Fiscal Year End Training

Entering A New Encumbrance

Entering New Requisitions


