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An approved “External Funding Form” must be completed and submitted to the Business Office Grant Accountant prior to the submission/application of any grant.  In order to administer and properly account for the grant, the Grant Accountant must insure that a system and controls are in place to properly account for grant funds.  Upon acceptance or award of a grant, the Grant Manager must make an appointment to meet with the Grant Accountant to properly set up the grant.

The Grant Accountant is responsible for setting up accounts, entering budgets in accordance with the grant, and providing accounting information to grant managers.    The Grant Accountant will bill for reimbursable grants in accordance with the grantors procedures & CSI Business Office Policy.

The Grant Manager is the administrator, faculty, or staff person who serves as approval authority for expenditures and is responsible for the operational outcomes of the grant.  All program/narrative reporting requirements and communication with the grantor are the responsibility of the Grant Manager.  Any budget modification of the original grant must be requested by the Grant Manager and provided to the Grant Accountant in writing.  


Regardless of the granting agency, all College of Southern Idaho Business Office accounting policies will be followed.  The Grant Manager is responsible for adherence to these policies.  The policies include but are not limited to the following:

1. Any agreements financially obligating or contracting the College of Southern Idaho must be signed by the Dean of Finance, VP of Administration or the President.

2. Grants will operate within the budgets and budget guidelines outlined in the grant, while also adhering to College policy.

3. Grants will not be used to supplant College funding.

4. All match/in-kind/leverage required by the grant must be pre-approved by the Business Office to insure that adequate documentation exists.

5. The College indirect cost rate may be used as match/in-kind/leverage with Business Office approval.

6. The General Fund requires a minimum of 6% of total grant award for an administration fee unless the grant is specifically exempted by the President or Vice President of Administration.  If the indirect cost rate is used as match, the 6% administration fee will be negotiable.   
7. Expenditures will be charged to standard accounting classifications of the College – Personnel Costs, Operating Expenditures, Supplies and Capital Outlay.  Budgets for grants will be set up based upon these classifications.  Questions concerning accounting classification and inventoriable costs will be directed to the Grant Accountant.
8. No expenditures may be made outside the grant period without written prior approval by the granting authority and the Business Office.

9. No grant funds will be expended until the service or product is received.

10. Any consultant charged to the grant must have a specific contract outlining duties to be performed and a final report documenting that the duties were performed

11. Annual employment contracts will not be provided for administration, faculty, or staff whose salaries are funded by grants.  It is the Grant Managers responsibility to coordinate with the Payroll Office in completing the necessary paperwork each year for grant funded positions.

12. All persons with salaries funded by a grant must have a job description outlining their grant function.  Any person whose salary is split between more than one funding source must complete monthly time and effort sheets specifically documenting all employment hours.  This includes both time spent on the grant and time spent on other duties.
13. In accordance with IRS regulations, stipends will be run through payroll.  Scholarships will be run through the Financial Aid Office.

14. If funds are granted and the College cannot appropriately spend the funds within the grant guidelines, the grant manager will notify the grantor and the funds will be returned.

15. Grant Managers are responsible for meeting expenditure and final reporting deadlines as specified in the grant.

16. All grant fiscal reports must be submitted to the Grant Accountant for prior approval. These will be signed by the Grant Accountant, Dean of Finance, VP of Administration or the President.

Questions concerning this policy should be directed to the Vice President of Administration.
I have read the above policies and agree to adhere to these policies.

Sign____________________________                        Date______________________
