
RSP negotiates and awards contract

RSP notifies:
-Grants Accounting: Receives 
Proposal Submission Form and 
contract
-PI: Receives Award memo with 
signature page, contract, Grant 
Budget Worksheet
-Human Resources: Receives 
Proposal Submission Form and 
Appendix A (only Grad. Practicums)

Grants Accounting builds accounts 
and budgets

If employees will be paid from grant, 
PI notifies their department and 
coordinates with them to submit 
payment paperwork to HR by the 10th

of the month in which the employee 
is to be paid. Questions should be 
directed to HR at 8-8311

PI and department need to 
communicate about:
-Regulations that might apply to 
activities
-Requisition requirements
-Hiring issues
-Allowable reimbursements
-Financial status, budget transfers, 
etc.

PI begins scope of work

PI/dept. processes vendor payments 

PI/dept. requests budget transfers, as 
needed

Grants Acct. distributes monthly reports 
and balances prior month’s 
expenditures

PI prepares progress/final narrative 
reports, provides RSP with copy

Grants Acct. is responsible for 
budgetary issues, prepares:
-Financial reports
-Time and Effort report
-Cost-Share report

When all financial requirements have 
been met, Grants Acct. issues refunds, 
audits, and closes accounts

Once Grants Acct closes the Account, 
RSP reviews file to insure required 
narrative progress/final reports have 
been submitted to the sponsor and 
closes RSP grant file


