
WBS #     
Checklist for Charging Administrative Costs to Sponsored Projects

Introduction
Federal regulations require consistency in allocating costs incurred for the same purpose.  Consistency in classifying direct and indirect (facilities and administrative) costs is necessary to prevent double counting.
Instructions
If you are requesting funds to be used for administrative costs,
 submit this form to Sponsored Programs Administration at the time of grant proposal submission.  See pages 3-4 for additional information.
Principal Investigator:
     
Title of Project:
     
Sponsor:
     
Administrative / Clerical Salaries

UNMC typically classifies administrative / clerical salaries as an indirect cost, but in limited circumstances, they may be allowable as a direct cost. 
Justification:  This project (check all that apply):
 FORMCHECKBOX 

Entails assembling and managing teams of investigators from a number of institutions

 FORMCHECKBOX 

Involves extensive data accumulation, analysis and entry, surveying, tabulation, cataloging, literature review, and reporting

 FORMCHECKBOX 

Requires making travel and meeting arrangements for large numbers of participants, such as conferences and seminars

 FORMCHECKBOX 

Has as a principal focus the preparation and production of manuals and large reports, books, and monographs

 FORMCHECKBOX 

Requires providing normal departmental administrative services to off campus locations

 FORMCHECKBOX 

Requires project-specific database management, human or animal protocols, and multiple project-related investigator coordination and communications
 FORMCHECKBOX 

Other (describe):       
Documentation:  Attach, as appropriate:

 FORMCHECKBOX 

Abstract, or other documentation of the nature of project

 FORMCHECKBOX 

Proposal budget, or other documentation, with proposed administrative / clerical positions highlighted
 FORMCHECKBOX 

Budget justification, or other documentation of the relationship between the administrative / clerical services and the project
 FORMCHECKBOX 

Sponsor guidelines, or other documentation of the funding parameters
Cost elements (list):       

Other Administrative Costs

UNMC typically classifies postage, telephone, internet services, cell phones, pagers, copying, computers, software, and office supplies as indirect costs, but in limited circumstances, they may be allowable as a direct cost. 

Justification:  These costs (all must be checked):

 FORMCHECKBOX 

Can be associated with the sponsored project with a high degree of accuracy

 FORMCHECKBOX 

Are allocable; that is, the sponsored project which pays the expense benefits from it

 FORMCHECKBOX 

Are reasonable; that is, the cost reflects what a "prudent person" would pay

 FORMCHECKBOX 

Are significantly greater than the routine level required by academic or departmental usage

Documentation:  Attach, as appropriate:

 FORMCHECKBOX 

Proposal budget, or other documentation, with proposed administrative costs highlighted
 FORMCHECKBOX 

Budget justification, or other documentation of the relationship between the administrative costs and the project
 FORMCHECKBOX 

Sponsor guidelines, or other documentation of the funding parameters

Cost elements (list):       
It is appropriate to charge these expenses directly to the sponsored project.  Agreed:
Principal Investigator
Date





Department Chair/Unit Director
Date

Dean of the College or Designee
Date

Sponsored Programs Administration
Date

	For Sponsored Programs Accounting use only

Cost elements opened:
Date opened:
By:
Date closed:
By:





Purpose


The purpose of this Checklist is to document institutional authorization to budget (and expend, if funded) costs inconsistent with standard financial practice; i.e., to charge indirect (facilities and administrative) costs as direct costs.

Background

Federal regulations require that the university define policy, practice, and procedures for consistently managing federal funding.  According to OMB Circular A-21 (Cost Principles for Educational Institutions), institutions cannot charge costs directly to a project (i.e., direct costs) and include similar costs in the F&A (i.e., indirect) cost pool.  In limited circumstances, it may be appropriate to charge administrative and clerical salaries and/or other administrative costs directly to a sponsored project.
Roles and Responsibilities

Key players include the Principal Investigator and Sponsored Programs Administration

· Principal Investigator (or designee)

· Completes checklist

· Attaches supporting documentation

· Obtains signatures

· Routes to Sponsored Programs Administration
· Sponsored Programs Administration

· Evaluates request

· Routes request to evaluation panel

· Approves or disapproves request

Early submission of checklist and supporting documentation is critical to ensure timely processing of application.

Administrative / Clerical Salaries
Per OMB Circular A-21, the direct charging of administrative or clerical staff salaries may be appropriate for “major projects,” whose complex nature requires administrative or clerical support above what is normally provided by the department.  For example:

· R01s with multiple project sites
· P01s / program project grants

Please note:

· If a project's complexity is sufficient to permit the direct charging of administrative or clerical salaries, it is expected that the project will require a significant amount of administrative or clerical effort.  That is, it would be difficult to justify the direct charging of less than 25% of an administrative or clerical staff’s effort.

· Careful distinction should be made between job title and project role.  For a person with an administrative job title serving a role on the project that is clearly technical in nature, special consideration is not required.  Conversely, for a person with a technical job title serving a role on the project that is clearly administrative in nature, special consideration is required.

Other Administrative Costs

The following two lists are meant to provide examples of when a particular expense might or might not meet criteria for direct charging:

· Associated with the sponsored project with a high degree of accuracy

· Allocable; that is, the sponsored project which pays the expense benefits from it

· Reasonable; that is, the cost reflects what a "prudent person" would pay

Please note:

· To be charged directly to a sponsored project, an administrative cost should be significantly greater than the routine level required by academic or departmental usage
· Items that do not comply with UNMC purchasing policies and procedures are never allowable, even if the sponsor guidelines permit such a purchase.
Might be Allowable as a Direct Cost
· Purchase of software, equipment, or manual to improve efficiency and/or results of PI or lab personnel use of software or equipment used in the specific research project
· Book associated with a specific research technique or aspect of the research project that will introduce efficiencies to the research, improve quality of results, or get better results from a specific piece of research equipment or from a research experiment
· Books not available from the library or from other sources or specific books needed so often that a library copy is not sufficient
· Special notebooks for laboratory use, supplies for poster or other presentations to disseminate scientific results, or specialized supplies for recording or calibrating data
· Itemized cellular call charges
· Dedicated telephone line used to conduct a survey
Would Be Difficult to Justify as a Direct Cost
· General or reference texts, including medical dictionaries
· General software

· Books, manuals, or reprints that generally assist the PI in keeping up with his/her field of research
· Dues and memberships in professional organizations

· Local telephone service
· Base fee for cell phone
· Internet access or subscription fee
· Filing cabinets
· Desks 

Resources

· UNMC Policy 6100 – Direct Costs
· http://www.unmc.edu/policy/index.cfm?conref=26
· UNMC Policy 6101 – Facilities and Administrative (F&A) Costs

· http://www.unmc.edu/policy/index.cfm?L1_ID=18&L2_ID=19&CONREF=27
· OMB Circular A-21 - Cost Principles for Educational Institutions

· http://www.whitehouse.gov/omb/circulars_a021_2004/

� Such as secretarial support, postage, telephone, internet services, cell phones, pagers, copying, computers, software, and office supplies
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