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Contracts and Grants Accounting Office 

• Marcos Armendariz, Unit Associate Director 
• Lupe Alvara, Lead Analyst 

– Federal Grants and Contracts (Federal Direct, Federal Pass-
Through, Federal Clinical Trials, and Federal Financial Aid) 

• Monica Duarte, Lead Analyst 
– State and Local Grants and Contracts and Industry-Sponsored 

Clinical Trials 
• Veronica Armendariz, Lead Analyst 

– Private Grants and Contracts and Other Restricted Funds (Gifts, 
Endowments, Scholarships, Loans, Auxiliary, TTFI, Unexpended 
Plant) 



Workshop Agenda 

• New Fund Request Guidance 
• Grant Closeout Procedures 
• Available Cognos Reports 
• Clinical Trial Financial Management 



New Fund Request Guidance 
for Sponsored Projects 



New Fund Request System Overview 

– The new fund request 
system is used to request 
a new fund. 

– Anyone can request a new 
fund; there’s no special 
security access required. 



When is a new fund needed? 
– All sponsored projects should have a separate fund created in order to 

properly track and segregate the financial activity and budget specific to a 
grant/contract. 

– Most grants/contracts will only have one fund for the duration of the project, 
with a few exceptions: 

• If it’s a federal direct grant and the federal cash drawdown method changes during the 
project, a new fund might be required for the affected project period. 

• If it’s a pass-through grant, regardless of whether it’s federal, state or private, and the 
pass-through entity imposes unusual restrictions on how a carry forward amount can be 
used or demands a clear separation of budgets between grant years, then a new fund 
might be required for each grant year. 

• If there is substantial financial reporting required by grant or contract year, a separate 
fund for each project year might be required. 

• If there are multiple billing method requirements or the billing method changes from one 
project period to another (e.g. cost reimbursement to fee-for-service), a separate fund 
will be required for each billing method. 

– An amendment, revision, or subsequent notice of award for an existing project 
does not constitute a new grant/contract, so there might not be a need to set 
up a new fund. 



NFR Guidance: 
Main Fund Form 

• Some special cases have a prefix 
added to the fund name for quick 
identification. For example: 
– “CPRIT” for CPRIT grants 
– “CS” for cost share funds 
– “SEED” for SEED and SARP grants 

• Sponsored Project Type 
– Select “SP” if NFR for 

grants/contracts and “CT” for 
clinical trial agreements 

– Select the appropriate cost share 
classification if NFR for cost share 
fund (mandatory/voluntary 
committed, salary cap, voluntary 
uncommitted) 



Required Attachments 
– OSP Route Sheet 
– Award Letter, Signed Award Agreement, or Executed 

Contract 
– Grant/Contract Budget 

• Internal Budget and Budget Justification should also be 
attached if available 

– Grant Application/Proposal 
• This is especially required for grants from private sources 

since the award letter/agreement is usually very short with a 
reference to the grant application/proposal for details and 
accountability 

 



NFR Guidance: 
Research Form 
• Purpose of the first six questions 

is to capture data to determine 
whether the new fund being 
requested under research 
program code 20 should be 
classified as Organized Research 
for the F&A cost proposal. 

• Research type and area of study 
data elements are used to 
complete the annual THECB 
research expenditures report 
and the NSF Higher Education 
R&D Survey. 



Research Definitions 

• Definition of research from the Texas Higher Education Coordinating Board can be found at 
http://www.thecb.state.tx.us/reports/PDF/2331.PDF.  

• Research and Development definition from OMB Uniform Guidance 2 CFR Part 200.87:  
“Research” is defined as a systematic study directed toward fuller scientific knowledge or 
understanding of the subject studied. “Development” is the systematic use of knowledge and 
understanding gained from research directed toward the production of useful materials, 
devices, systems, or methods, including design and development of prototypes and 
processes. 

• The National Science Foundation divides R&D activities into the following three categories: 
• Basic Research – Undertaken primarily to acquire new knowledge without any particular 

application or use in mind. 
• Applied Research – Conducted to gain the knowledge or understanding to meet a 

specific, recognized need. 
• Development – The systematic use of the knowledge or understanding gained from 

research directed toward the production of useful materials, devices, systems, or 
methods, including the design and development of prototypes and processes. 

 

http://www.thecb.state.tx.us/reports/PDF/2331.PDF


When should a project be classified as 
research? 

• Examples of research projects: 
• Awards to University faculty to support R&D activities 
• External faculty “career awards” to support R&D activities 
• External funding to maintain facilities or equipment of a center or facility that will be used 

for R&D 
• External support for the writing of books, when the purpose is to publish R&D results 
• Clinical trial agreements 
• Curriculum development projects if the primary purpose of the project is developing and 

testing an instructional or education model through appropriate research methodologies  
• Activities involving the training of individuals in R&D techniques if such activities utilize the 

same facilities as other R&D activities and if such activities are not included in the 
instruction function. This includes dissertation work associated with a R&D project. 

• Travel and conferences/seminars grants, only if in sole support of research activities 
• Support for projects pertaining to library collections, acquisitions, bibliographies or 

cataloging, only if their purpose is primarily for documented research activities 
 



NFR Guidance: Grant Form 

• Effort Reporting Required 
should be “Yes” for all 
sponsored projects involving 
salary support for faculty and/or 
staff. Even if sponsor does not 
require effort reporting, we’re 
requiring this higher standard 
on all sponsored projects for 
increased PI oversight over 
salary expenditures. 

• If Sponsoring Agency does not 
show up in the search results, 
enter R11362024 (TTUHSC El 
Paso) and C&G Accounting will 
set up new sponsor in Banner 



 Grant Closeout 



Grant Closeout 
• When grant term reaches the end date, the grant fund 

can be extended or closed. Work with OSP if requesting 
extensions. 

• Contracts and Grants Accounting sends out automated 
emails to Fund Managers based on project end date. 

• Purpose of emails is so that Fund Managers can work 
on grant extensions or closeout. 

• If no extension, begin closeout preparation. 
• Timeline to close grants is 90 days from grant end date. 

 



Grant Closeout 

• Emails are currently sent 30 days before grant end date. 
• C&G Accounting is working on setting up expired grant emails on 

grant end date, 30, 90 and 120 days after the grant end date (if 
grant has not been closed). Also, we’re working on sending an 
email to fund managers of federal direct grants 70 days before 
the grant end date to help with extension requests if necessary. 

• The email sent 30 days before grant end date provides a link to 
the grant closure checklist to facilitate the fund closure. 

– http://elpaso.ttuhsc.edu/fiscal/businessaffairs/grantac
counting/collateral/Grant%20Closure%20Checklist.pdf 

 

http://elpaso.ttuhsc.edu/fiscal/businessaffairs/grantaccounting/collateral/Grant%20Closure%20Checklist.pdf
http://elpaso.ttuhsc.edu/fiscal/businessaffairs/grantaccounting/collateral/Grant%20Closure%20Checklist.pdf


Grant Closeout 

• If fund is not extended or closed within 90 days 
from end date, fund will be suspended. No more 
transactions can be processed on the fund. 

• Funds not closed within 120 days of the end date 
will be closed by C&G Accounting.  Residual 
balances will be returned to the grantor or placed 
in an institutional holding account.  Negative 
balances will be covered with backup FOP. 



 
 

Grant Closure Checklist 
 • Review all expenses on the grant 

– Ensure all expenses are allowable, allocable, 
reasonable and consistent with the terms of the 
agreement. 

– Ensure all expected expenses have posted to the 
grant.  

– Ensure all goods and services were received within 
the grant period. 

– Ensure payroll postings are for periods within grant 
period.  Process labor redistributions if necessary. 

 



Grant Closure Checklist 
• Review open encumbrances 

– Close encumbrances that are not valid. 
– If purchase order is valid, request that they be moved to 

an alternate FOP. 
– Request invoices from vendors and submit to Accounts 

Payable for payment. 
– Salary encumbrances can’t be closed but must have a 

balance of zero. 
– Submit encumbrance changes through the PO/Encum 

Change Request System.  
– Submit cost transfers through FiTS for any expenses that 

need to be moved out. 
 



Grant Closure Checklist 
• Submit manual cost transfers to C&G Accounting if 

account code needs to be corrected. 
• Return any unused swift cards or have Payment 

Services transfer to different FOP. 
• Prepare any programmatic reports required by the 

sponsor. 
• Review and have PI sign Financial Status Report 

(applicable to federal grants only and prepared by C&G 
Accounting). 

• Maintain and retain grant documents as required by 
sponsor. 

 



Grant Fund Management Tips 
 

• Review payroll reports periodically and ensure faculty/staff 
salary distributions fulfill effort commitments on grant 
application/proposal. 

• Review transactions at least monthly and submit any cost 
transfers through FiTS. 

• Avoid cost transfers over 90 days - cause audit red flags. 
• Recalculate salary cap cost share when there is a salary 

increase or secondary appointment. 
• Don’t create purchase orders during the last weeks of the 

grant unless items are needed and goods/services will be 
received before grant end date. 

• Ensure effort statements are certified timely. 
 



C&G Accounting Responsibilities 
 

• Request approval from department to close out the grant. 
• Review expenditures, ensure they’re allowable and allocable to 

the grant. 
• Communicate with department any pending items. 
• Ensure all revenue has been billed and received from sponsor. 
• Calculate and post a final F&A expense if necessary. 
• Communicate  residual balances to the department. 
• Prepare and submit any financial reports required by the 

sponsor. 
• Work with departments to close out any corresponding cost 

share funds. 
• Terminate the funds in the accounting system.  
• Notify the department that the funds have been closed. 
 



Residual Balances 
 

If Deficit - Submit cost transfers or labor redistributions to move 
expenditures out. 
 
If Residual –  
      1) Request a period extension 
      2) Return the funds back to the sponsor 
      3) Residual might be available for TTUHSCEP to keep 
  
• Work with C&G Accounting and OSP to determine course of 

action.  Refer to HSCEP OP65.10 for more information on 
residual funds. 
 



Useful Cognos Reports at Grant Closeout 
Budget Account Code Summary – 
     HSC El Paso Finance > Grants > Budget Account Code Summary for    Grants 
– Combined Charts E & H 
Open Encumbrances –  
 HSC El Paso Finance > Encumbrances, Invoices, & Checks > Open 
Encumbrances by Fund and Orgn 
Operating Transactions – 
 El Paso Business Affairs > Contracts and Grants Accounting> Chart E 
Reports > Operating Transactions – Fund Orgn AT BAC Prog – ITD – Chart E 
and H 
Fund Balance –  
        HSC El Paso Finance > Fund Balance > Statement of Changes in Fund 
Balances for Excel 

 



Cognos Reports Useful in 
Managing Sponsored Projects 



Cognos Reports 



Cognos Reports 
 
• Budget Detail 

– HSC El Paso Finance > Grants > Budget Account Code Summary for 
Grants – Combined Charts E & H 

• Grant Information Query 
– HSC El Paso Finance > Grants > Grant Information Query- Awards 

• Outstanding Effort Certifications 
– HSC El Paso Finance > Grants > Ecrt Outstanding Effort Certifications by 

Status 

 



Budget Account Code Summary for Grants – 
Combined Charts E & H 

 



Grant Information Query- Awards 
 



Ecrt Outstanding Effort Certifications by Status 



Cognos Reports 



Cognos Reports 

• Cost Share Budget 
– HSC El Paso Finance > Finances Relative to Budget > Budget Account Code Summary 

• Open Encumbrances 
– HSC El Paso Finance > Encumbrances, Invoices and Checks > Open Encumbrances by Fund & Orgn 

• Fund Balance 
– HSC El Paso Finance > Fund Balance > Statement of Changes in Fund Balances for Excel 

• Transaction Detail 
– Inception to date: HSC El Paso Finance > Transaction Detail > Operating Transactions – Fund Orgn AT 

BAC Prog – ITD 
– Inception to date including FY15 and earlier transactions: HSC El Paso Finance > Transaction Detail > 

Operating Transactions – Fund Orgn AT BAC Prog – ITD – Modified for ChartEandH 
– By Period: HSC El Paso Finance > Transaction Detail > Operating Transactions for Excel for El Paso 

 
 
 



Cost Share Budget Account Code Summary 
 



Open Encumbrances by Fund & Orgn 
 



Statement of Changes in Fund Balances for 
Excel 



Transaction Detail – Inception to Date 



Transaction Detail – By Period 



Clinical Trial Financial 
Management 



Clinical Trial Fund Set Up 

• Clinical Trial Agreements (federal and industry-sponsored) are 
negotiated by the Office of Sponsored Programs (OSP). 

• OSP will email executed CTA and internal budget to 
Department and Contracts and Grants Accounting. 

• Department must initiate a new fund request for each CTA. 
– For federal clinical trials, request new fund under fund class 21Z. 
– For industry-sponsored and other privately funded clinical trials, 

request new fund under fund class 24Z. 
– Attach both the executed CTA and the internal budget to the new fund 

request. 
 

 
 
 
 



Clinical Trial Internal Budget Worksheet 

• The internal budget worksheet required by OSP is a tool to assist 
departments with developing an estimate of the real costs of a clinical 
research study. 

• The internal budget should be as accurate as possible in order for OSP to 
adequately negotiate a study budget with the sponsor that reimburses the 
institution for all costs related to the study. 

• The projected number of enrolled participants should be realistic and on 
the conservative side. 

• The internal budget will be used as the starting point for the 
establishment of the budget on the clinical trial fund. 
 

 
 

 
 
 



Sample Internal Budget Worksheet 



Clinical Trial Fund Management 

• Once the new clinical trial fund is created, Department must submit 
a budget revision through the Budget Revision Request System to 
establish a budget on the fund based on the internal budget. 

• Expenditures on the fund can commence as soon as the budget is 
established. 

• Common direct costs that are expected to be incurred during the 
performance of the clinical trial: 

– Principal investigator and clinical research coordinator salaries (per % effort devoted to study) 
– Medical procedure costs covered by sponsor and not billed to insurances/Medicare 
– IRB Fees 
– Pharmacy Charges 
– Medical/Lab/Clinical Supplies 
– Participant Incentives (Swift Cards) 
– Medical Translation Fees 
– Archive Document Storage Fees 
– Outpatient Clinic Costs 

 
 

 
 
 



Clinical Trial Billing 

• Who Invoices? 
– OSP is in charge of invoicing for start up fees 
– Departments are in charge of invoicing for milestone and patient-visit 

fees 
– The IRB Office invoices for IRB fees 
– Payee address for these invoices should be: 

Texas Tech University Health Sciences Center El Paso 
ATTN: Contracts and Grants Accounting 
5001 El Paso Drive 
El Paso, TX  79905 

• CGA will email the departments and other relevant parties (e.g. IRB 
Office for IRB fees) when a payment is received. 

 

 
 
 
 



Clinical Trial Closeout 

• When study has ended, the PI and/or 
designee should: 
– Review Clinical Trial Financial Closeout 

Procedure available on the C&G Accounting 
website. 

– Fill out the Clinical Trial Closeout Checklist 
and Certification Form and email it to OSP 
and CGA. 

– Submit a letter of explanation for residual 
balances (income exceeding expenses) in 
excess of 25%. 

• CGA will determine the final residual 
amount that department can transfer to 
a local general designated research fund 
(fund code starting with 183XXX). 
 

 
 
 
 
 



Old versus New 

• OSP has been requiring the internal budget for all new clinical trial agreements 
(CTA) since late 2015. 

• Older CTAs that were negotiated and executed without an internal budget will 
continue to operate as follows: 

– Since there was no initial budget established on the clinical trial fund, when CGA 
receives payments, CGA will email the department to complete a budget revision to 
budget the revenue. The revenue budget will always equal actual revenue received. 

• All new CTAs that have an internal budget will no longer be subject to this 
process of budgeting every single payment as received. The initial budget on 
the fund will be based on the internal budget in order to provide departments 
the flexibility to cover initial study costs directly from the clinical trial fund 
before any payments from the sponsor are received. 

– Note: The projected revenue budget might not fully materialize and the department will 
cover any deficit by processing cost transfers to a local designated research fund (an 
18XXXX fund) at the end of the study. 

 
 
 
 



Questions and Answers 
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