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Managing a sponsored project involves many moving pieces.

The G+C team created a chart that describes responsibilities between the Principal Investigator, 
department administration, and the Grants and Contracts office related to a myriad of tasks.

Post Award Responsibilities
bit.ly/post-award



Pro-card
Application & Purchasing
https://bit.ly/wmu-procard

https://bit.ly/wmu-procard-tips

Review RFP



Default Fund and 
Department –
should be grant account

Alternate Fund and 
Department –
WRAP account or other 

Appropriate signatures

PRO-CARD APPLICATION



Pre-Award
BACKSTOP
https://bit.ly/wmu-backstop



PROS

• No JES to complete

• Students can be paid on 
time or not have to 
complete double paper 
work to appoint them to a 
department fund and then 
later to the grant

Pre-Award Account Request Form is used to request a 
cost center (or extend a cost center) to allow 
spending prior to the university receiving an official 
award or extension document.

BACKSTOP
pre-award acct.



PRE-AWARD BACKSTOP

Departmental Fund and 
Cost Center –
Should be a non-grant 
account

Rationale/Justification –
It is helpful to have 
sponsor correspondence
with the expected award
information  non-grant account

Appropriate signatures



Planned Effort/
Summer Salary/ 
Grad Appointments
https://wmich.edu/grantscontracts/forms



• Faculty
• Release/buy out time-Planned Effort Form
• Summer pay-Summer salary worksheet

• PSHR Workflow-Additional Faculty Appointment 
Non-Instructional

• Department Administrative Time
• Buy out time-Planned Effort Form
• Time must be in approved budget and cannot 

be less then .15 FTE

• Graduate Assistantship
• PSHR Graduate Appointment
• Banner Tuition workflow

Planned Effort/
Cost Share



https://bit.ly/wmu-techapproval

Technology
Purchases



Budget/
Budget Revision
https://bit.ly/WMU-UPA

https://bit.ly/wmu-budget-revision



Important nuggets to remember
• Budget changes over 10% will require the Prior Approval form and 

budget revision form and may require written approval from the funder.

• Participant Support allocations cannot be modified without prior 
approval from sponsor.

• Total Direct Cost (TDC) – Facilities & Administration(F&A) is applied to all 
costs.

• With Modified TDC - F&A is applied to everything except Tuition, 
Scholarships, Fellowships, Subawards > $25K, Capital equipment and 
expenditures, Rental of Space, Patient Care Charges, Participant Support 
Costs.

• WMU’s Policy is that the full F&A costs be recovered on every proposal to 
the extent allowable by the sponsor.

BUDGETING



Cost Transfer
Request
https://bit.ly/wmu-transfer-cost



• Documentation to support all cost transfer    
requests must be attached.

• Expense must be in approved budget.

• IF expense is beyond 90 days from original 
transaction date (or if payroll expense is for ecrt
period already confirmed), review answers 4-6 
for extenuating circumstances.

Cost Transfer
Request



https://bit.ly/WMU-GV

Sub-award Invoice &
JES Transactions



• Invoice will be sent to PI cc: department admin to review and approve

•Dept admin receives signed approval and submits with Generic 
Voucher back to Grants and Contracts
• Use code 4825 for each subcontracts first $25K of expenses

• Use code 4816 when the subcontract exceeds $25K in expenses

Billing Process

Subawards/Subcontracts



JES

When to use a Cost Transfer 
Request Form

• For payroll expenses Cost transfer 
request form is required if the pay 
period is during an ecrt period that 
was already confirmed 

• For non Payroll expenses, it is 
required if the expense is after the 
month of the original expense

• No cost transfer form is required if 
you are just moving the expense to 
a different account code

• No cost transfer form is required if 
moving an expense off from a 
grant

G+C Journal Entries 

Always think that you are transferring the 
EXPENSE either to the grant or off from the 
grant (not transferring revenue or support to 
the grant or to your department account).



https://bit.ly/WMU-ecrt-PI

https://bit.ly/ecrt-guide-dept

eCRT



Effort Certification and Reporting Technology

• Federally required payroll confirmation system

• 3 periods per year; Summer, Fall, & Spring

• Pre-review has access for two weeks

• PIs have three weeks to confirm

• Statements SHOULD NOT be pre-reviewed or confirmed if 
issues are found; fixes should be completed first

eCRT



Vendor Contract & 
Independent Contract
https://bit.ly/wmu-purchasing

https://bit.ly/wmu-purchasingguide



CONSULTANT
work
Use this document for hiring  individual independent contractors only (one 
event or project with an identified end date or event).

Exhibit B Exhibit C

Independent Contract 
Form

Gen-V



Temporary Staff & 
Student Employees
https://bit.ly/wmu-hourly-timesheet



Sponsor Required Reports & 
Grant Closure

https://bit.ly/grants-closeout



Gift Card
Purchasing
https://bit.ly/wmu-giftcard-auth

https://bit.ly/wmu-disbursment-log



• For research studies, IRB approval is required.

• Distribute the cards/certificates/payments to 
the recipients within 60 days of purchase or 
receipt of payments.

• Keep a log detailing distribution. Expenses will 
be moved via JES from account code 1790 
(prepaid expenses) to the appropriate account 
code when distributed.

Gift Card
Purchasing



Prize Award & 
Scholarships
https://bit.ly/wmu-prize-award-form

https://bit.ly/grant-scholarship



Reimbursement
Vouchers & Travel
https://bit.ly/WMU-GV

https://wmich.edu/travel



What do we need from you?

Travel
When including travel in your budget, consider all needed costs: 
ground transportation, air travel, parking costs, food, 
accommodations, luggage fees. Accommodation and per diem 
fees follow General Services Administration. 
https://www.gsa.gov/travel/plan-book/per-diem-rates

Travel authorization
Keep in mind, if international travel, two additional approvals 
required through the workflow (Grants and Contracts and 
Export Control)

Travel Voucher to submit for reimbursement
These vouchers include your receipts, per diem print off, 
mileage, etc.

Travel



For a list of commonly asked Grants + Contracts questions visit our FAQ page. 

FAQ’s
bit.ly/grants-faq



• CEAS Room A-238

• CEHD Room 3530 Merze Tate Center

• CHHS Room 3245

• Wood Hall Room 3140

REMOTE OFFICE LOCATIONS



*NEW* 
MONTHLY TRAININGS

December
Post Award 

Responsibilities

January
Allowability of 

Costs

May
eCRT

February
Cost Share

March
Appointment 

Types

April
UPS/ Budget 

Revisions/ NCE



Questions?


