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Purpose:

To establish a central location, a set documentation requirement, and a retention period for sponsored award files.  This file is known as the “official project file.”  This file does not replace or accumulate source documentation (paper, mainframe tapes and cartridges, CD-ROM, microfilm, microfiche, and other electronic mediums) maintained in such offices as the Payroll Department, Accounts Payable, Purchasing, Controller’s Office, and Information Resources.  Modern technology mandates the acceptance and storage of electronic data as primary documentation sources.  Whenever necessary and/or appropriate, the university manages its financial storage and retrieval utilizing electronic mediums in lieu of original paper records.

Definitions:

None

Policy:

Sponsored Programs (SP) - Financial Administration is responsible for maintaining a file for each sponsored award.  This is the official project file and contains essential data for auditing, billing, and reporting purposes, and for the control of expenditures.  It originates with the proposal and is updated through the conclusion of the project, including post-project period activity.

The official project file and other pertinent sponsored award information will be retained as outlined in the below procedure.

References:

OMB Circular A-110.

PHS Grants Policy Statement.

NSF Grants Policy Manual

Procedures:

Official Project File

1.
Once an award is accepted, the official project file will be created by SP Financial Administration.  All essential data related to the award are to be filed in the official project file.

2.
Upon completion of the project, the file is moved to storage and kept in accordance with the retention policy outlined below.

3.
The file is composed of the following sections:

· Correspondence Section - This section is used for correspondence between the university, the principal investigator (PI) and the sponsor for documentation that does not amend the award budget requests and authorized program changes.

· Approved Budget - This section comprises:

· the Budget Control Sheet;

· Internal Prior Approval Request (IPAR) forms or other authorized changes to the budget (see Sponsored Programs Policy/Procedure F8);

· authorized budget from sponsor.

· Subcontracts - This section comprises:

· original signed subcontract with revisions, amendments, and modifications;

· purchase order(s) and/or change order(s).

· Cost Sharing - This section comprises:

· cost sharing charging account;

· cost sharing funding account;

· amount to be cost shared.

· Award Section - This section comprises:

· original award;

· amendments/modifications to award;

· grant terms and conditions; 

· copy of award set-up screens.

· Proposal Section - This section comprises:

· the proposal and any revisions to the proposal;

· overhead waivers.

· Billing and Reporting - This section is maintained on the left side of the file folder and comprises:

· report of expenditures, ROE’s with backup documentation;

· the Financial Status Report (FSR) or Expenditures Report;

· copies of bills/invoices;

· copies of checks received;

· log of invoices and payments.

Record Retention

1.
All financial, administrative, and research areas of the university have the responsibility to retain financial records, supporting documents, electronic records, statistical records and all other records pertinent to a grant, subgrant, contract, or subcontract for a period of three years, or as indicated in the award document, if longer, with the following qualifications:

· If any litigation, claim, or audit is started before the expiration of the three-year period, the records will be retained until all litigation, claims, or audit findings involving the records have been resolved or for the three-year period, whichever is longer.

· Records for nonexpendable property acquired with federal funds shall be retained for three years after its final disposition.

· When records are transferred to or maintained by the federal sponsoring agency, the three-year retention requirement is not applicable to the university.

· If a specific sponsored award dictates a retention period longer than three years, the file and other pertinent records will be kept for the longer period.

2.
The retention period starts from the date of submission of the final expenditure report or, for grants or other agreements that are renewed annually, from the date of the submission of the annual financial status report.

3.
The university may be authorized by the federal sponsoring agency to substitute microfilm or electronic copies in lieu of original records.

4.
The federal sponsoring agency may request transfer of certain records to its custody from the university when it determines the records possess long-term retention value.  However, in order to avoid duplicate record-keeping, a federal sponsoring agency may make arrangements with the university to retain any records that are continuously needed for joint use.

5.
The head of the federal sponsoring agency and the Comptroller General of the United States, or any of their duly authorized representatives, may have access to any pertinent books, documents, papers, and records of the university and their subcontractors / subgrants to make audits, examinations, excerpts, and transcripts during the outlined retention period.

6.
Unless otherwise required by law, no federal sponsoring agency will place restrictions on the university to limit public access to records of the university that pertain to a sponsored award, except when the agency can demonstrate the records must be kept confidential and would have been confidential had the records belonged to the federal sponsoring agency (an exception from disclosure pursuant to the Freedom of Information Act) 

7.
Additionally, the university as contractor or subcontractor will have the following responsibilities:

· The university will maintain books, records, documents, and accounting procedures and practices sufficient to reflect all direct and facilities and administrative costs (formerly indirect costs) of whatever nature claimed to have been incurred and anticipated to be incurred for the performance of a contract.

· The university’s records and facilities engaged in the performance of the contract will be subject, at all reasonable times, to inspection and audit by the Contracting Officer or his/her authorized representative.

· The university will preserve and make available its records until the expiration of three years from the date of final payment under a contract, and for such longer period, if any, as is required by applicable statute or by other clauses of a contract.

If a contract is completely or partially terminated, the records relating to the work terminated will be preserved and made available for a period of three years from the date of any resulting final settlement.

Records that relate to (a) appeals under the “Disputes” clause of a contract, (b) litigation or the settlement of claims arising out of the performance of a contract, or (c) costs and expenses of a contract to which exception has been taken by the Contracting Officer or any duly authorized representative, will be retained until such appeals, litigation, claims, or exceptions have been disposed of or for the three year period, whichever is longer.
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