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Introduction 
 
Teaching, scholarship, and service at Central Washington University are driven and 
informed by scholarly research, creative activities, and scientific discovery. These 
activities are vital to Central Washington University in fulfilling its mission ―to prepare 
students for responsible citizenship, responsible stewardship of the earth, and 
enlightened and productive lives.‖ Funded research and sponsored programs expand 
faculty, staff, and students‘ abilities to engage in scholarly research, creative activities, 
and scientific discovery by providing additional resources and expanding professional 
opportunities.  
 
In recognition of the importance of funded research and sponsored programs, Central 
Washington University has committed resources to enable faculty, staff and students to 
successfully compete for local, regional, state, and federal funding. The director of 
university research and research administrator are available to assist with locating 
funding opportunities, editing proposals, developing budgets, and submitting proposals. 
Also, funds are available on a case-by-case basis for cost-sharing, attending federal 
workshops, and conducting pilot programs. 
 
The objective of this handbook is to acquaint prospective grant seekers with the 
opportunities provided by the University to submit competitive proposals and to bring to 
their attention the policies and procedures relevant to externally funded research and 
programs. Submitting proposals and accepting grant awards or contracts imposes legal 
and administrative responsibilities on both the University and the principal investigator 
or program director. The intent of this manual is three-fold: 
 

1. To provide a brief overview of general University policies and federal 
regulations as they relate to grants and contracts. 

 
2. To detail the major administrative responsibilities of principal investigators 

and program directors. 
 

3. To provide the basic information necessary to follow University procedures 
related to grant- and contract-related policies. 

 
For additional information please contact one of the following individuals: 
 
Julie Guggino, Research and Sponsored 

Programs Administrator 
Graduate Studies and Research 

Barge 305, 509-963-2640, 
gugginoj@cwu.edu 

Roger Fouts, Dean 
Graduate Studies and Research 

Barge 305, 509-963-3101, 
foutsr@cwu.edu 

 
 

John Ebenal, Grant Accounting Supervisor 
Grant and Asset Management, Mitchell 2nd Floor, 

509-963-1966, ebenal@cwu.edu 

mailto:gugginoj@cwu.edu
mailto:foutsr@cwu.edu
mailto:ebenal@cwu.edu
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General Information 
 

A grant is an award of funds given to the University for the purpose of carrying out an 
approved program or activity. In accepting a grant or contract, the University assumes 
legal and financial responsibilities to make certain the funds are used in accordance 
with the terms specified and to ensure the performance of the grant-supported project. 
This responsibility is shared by principal investigators or program directors, hereinafter 
referred to as project directors, as the individuals designated to direct the project.  
 
A grant is a legally binding contract with unique terms and conditions which must be 
followed. Some awarding agencies are quite restrictive in defining allowable actions, 
while others are more lenient. Violation of the conditions of the grant may cause the 
awarding agency to refuse to reimburse the University for grant-related expenditures 
and may jeopardize future awards.  
 
The project director is accountable to the University for the proper management of 
grant-supported projects or programs. He or she maintains all program records and 
makes certain that all expenditures are reasonable, ordinary, and necessary in the 
performance of the grant-supported activity. The project director is responsible for 
monitoring the monthly accounting reports and is also responsible for promptly notifying 
the grant accounting office should any problems arise. In most cases project directors 
are able to delegate these tasks to others, but final responsibility lay with the project 
director. In addition, the project director is responsible for the timely preparation and 
submission to the granting agency of any non-financial reports required, as well as 
sending copies of these reports to the research office. These may include, but are not 
limited to, progress reports, final performance reports and reports of inventions or 
patents.  
 
The Office of Graduate Studies and Research and the Office of Grant and Asset 
Accounting, hereinafter referred to as the research office and the grant account office, 
are responsible for the administration of grants and contracts. This responsibility 
involves protecting the interests and reputation of the University and includes reviewing 
proposals before they are submitted to agencies, monitoring the legality of expenditures 
and other transactions, periodic billing on contracts, preparing expenditure reports to the 
granting agency, and closing out accounts at the end of the grant period.  
 
All commitments for grant-related expenditures must be initiated and approved by the 
project director or his or her designee and must also be approved by the grant 
accounting office. The grant accounting office will promptly forward the documents to 
the proper office for further processing.  
 
Grants are typically awarded for a specific period of time. Funds may not be committed 
or expended prior to the start date of a grant or after the end date of a grant without 
specific written permission from the granting agency.  
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Recent federal and private audits nationwide have indicated a need for strong 
institutional control to ensure that the purchase of goods or services with grant funds is 
in accordance with conditions of the award. Under good management practices the 
costs charged to grants must meet the three required tests of allowability (necessary 
and reasonable, allocable, consistently applied), or expenditures may be disallowed 
through audit. Additionally, a 90-day standard is applied to grants and contracts. It is 
reasonable to expect all expenditures to be posted to a fund within 90 days of 
occurrence, although the preferred practice is to have costs immediately assigned to the 
proper funding source. It is important to record costs in a timely fashion since it 
improves the accuracy and audibility of the records.  
 

 
 

Before Submitting Proposals 
 
It is the University’s policy to internally review all proposals submitted to external 
agencies, whether federal, state, local government, or private. This review is to 
occur before proposals are submitted. In recognition that full review is sometimes 
unlikely given tight submission deadlines and the number of individuals who review 
each proposal, the following two procedures have been developed to ensure minimal 
review before proposals are submitted. 
 

1. All faculty and staff within the division of academic affairs must submit Pre-
Proposal Acknowledgement Forms complete with signatures from their chairs 
and deans to the research office for review by the research administrator and 
signature by the graduate studies and research dean before proposals are 
submitted. This document may be down-loaded from the research office 
website; the URL is http://www.cwu.edu/~masters/forms/formsGraduate.html. 

 
2. Proposed budgets must be approved in advance by the research 

administrator or the director of university research for all proposals being 
submitted to off-campus agencies. It is highly recommended that prospective 
project directors contact one of these individuals well in advance of the 
submission deadline to discuss the proposed budget‘s adequateness and 
reasonableness and to resolve issues related to allowable costs, cost-
sharing, matching monies, use of facilities, and indirect cost recovery. 

 
The Dean of Graduate Studies and Research is the University‘s Authorized 
Representative. In his or her absence, the Provost or President will be asked to sign 
proposals requiring a signature by an authorized representative. See the University‘s 
Policy Manual (http://www.cwu.edu/~pres/policies/index.html) for additional information 
about who can legally sign grants and contracts. In most cases, project directors cannot 
sign legally binding documents on behalf of the University. 
 
For full internal review, when a proposal is ready for submission a paper or electronic 
copy must be provided to the research office for the research administrator to initiate full 

http://www.cwu.edu/~masters/forms/formsGraduate.html
http://www.cwu.edu/~pres/policies/index.html
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internal review. The research administrator will prepare a cover sheet summarizing 
budget details, disclosing in-kind and hard match cost-sharing, beginning and ending 
dates, and who the Principal Budget Authority (PBA) will be. The following individuals 
must signify their review and approval of the budget and proposal by signing the cover 
sheet: project director, department chair, dean or vice president, dean of the research 
office, director of business services and contracts, grant accounting supervisor, director 
of budget planning when cost-sharing is involved, assistant vice president for business 
and financial affairs, vice president for business and financial affairs, and provost/senior 
vice president for academic affairs.  
 
The research office will assist with electronic submissions as well as paper 
submissions, including duplicating and mailing proposals. 

 
 
 

When Proposals Are Funded 
 

It is the University’s policy to follow applicable University, state, and federal 
guidelines in the administration of grant and contract funds. The following 
guidelines and procedures are intended to provide a general overview for project 
directors. This manual is not intended to be an exhaustive treatment of grant 
administration. Each granting agency has its own set of policies. It is the responsibility 
of project directors to become familiar with pertinent agency policies. 
 
Some agencies notify project directors when proposals are funded. If this is the case, it 
is the project director‘s responsibility to notify the research office when an award has 
been made. Other agencies notify the research office or the president. If this is the 
case, the research office will notify project directors that their proposals have been 
funded. 
 
Grants typically do not require additional signatures before they become effective. 
Contracts, however, typically require both agency and University signatures. The 
research office will facilitate this process as the Dean of Graduate Studies and 
Research is the University‘s Authorized Representative. 
 
Once a grant or contract is official, meaning the proper signatures have been obtained, 
the research administrator will send copies of the signed cover sheet to deans and the 
grants accounting office along with copies of the proposal and award notice. 
 
Establishing a Grant Account  A new fiscal project ID will be set up when official 
written notification of the award has been received by the research office and forwarded 
to the grants accounting office. The grant award notice must have original signatures 
and contain such information as the starting and ending dates of the award, a detailed 
budget, and any special terms and conditions of the award. 
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Project directors will need to submit a Signatory Authorization Form to the grants 
accounting office specifying which other individuals should have signing authority on the 
grant project ID. The budget for the new project ID is based on the approved budget 
from the funding source. This grant project ID is used to track all allotments, 
expenditures, and adjustments for that award.  
 
On occasion, a project ID will need to be set up before the formal award notification 
arrives on campus. In these instances, the project director‘s dean or principal budget 
authority must send an email to the grants accounting office requesting the project ID be 
set up in advance and taking responsibility for expenditures should the grant award not 
materialize. 
 
Fiscal Monitoring of Grants  In addition to fulfilling the proposed research or program 
objectives in the grant or contract, project directors are responsible for regular 
monitoring of grant expenditures. Correctness and timeliness of expenditures are the 
responsibility of the project director. Expenditures should be reconciled to summary and 
detailed activity budget reports monthly. Monthly summary and activity reports are 
closed each month by the Accounting Office and detail all charges to the grant during 
the preceding month. Budgets can also be checked at any time before month-end 
closing to ensure that only appropriate charges have been posted. Any discrepancies 
should be reported to the grants accounting office immediately.  
 
Determining Direct and Indirect Costs  At CWU most departmental office support 
expenses are regarded as overhead or indirect costs. Therefore, office support should 
not be charged to grants in most cases. Examples of office support costs include 
salaries and wages of the chairperson and departmental secretary, general 
photocopying, postage, phone line charges, and miscellaneous general office 
expenses. If the office supplies are for administrative purposes, then these charges are 
considered indirect costs and must be charged to a departmental budget. Other 
examples of administrative costs include correspondence between the PI and his or her 
supervisor or dean, or costs for items that are normally supplied by the departmental 
budget, such as pens, miscellaneous photocopies, basic local telephone charges, and 
legal pads. Note: It is important to remember that any costs for the preparation of a 
proposal must not be charged to a federal grant. 
 
Documenting Various Types of Costs  It is University policy to treat expenses 
incurred on grants and contracts in the same manner similar expenses are 
treated throughout the University.  
 
There are several types of expenses, however, that are unique to grant activity or have 
unique applications within grants. These are discussed in detail below to help project 
directors properly organize and document these types of activities.  
 
Charge/Credits.  Attached to charge/credits should be (1) a copy of the query showing 
the expense line in the original project ID that paid the charge originally, (2) a copy of 
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the approved budget with the proper budget line highlighted, (3) a full description of the 
items to be transferred, and (4) why it is appropriately charged as a direct cost item. 
 
Extended Use of Motor Pool or Private Vehicles.  In accordance with University 
policy, employees authorized to operate University vehicles must complete, on a daily 
basis, a Monthly Mileage Log. The Monthly Mileage Log form is available on-line 
through the Motor Pool and the Accounting Office websites. Individuals who are grant-
funded and use private vehicles regularly must also use the Monthly Mileage Log form 
to document use of their private vehicles. 
 
Financial Aid—Tuition and/or Stipends.  All financial aid requests (tuition and/or 
stipends) to be paid from grants and contracts must be initiated and approved by the 
appropriate principal investigator or project director and approved by the Financial Aid 
director. 
 
Food, Light Refreshment, or Meals.  Once the determination is made that an expense 
is allowable under the terms of the award, grant purchases are subject to the same 
policy and procedures as state funds. There are times, however, when a grant 
specifically authorizes the purchase of food, meals, or light refreshments that would not 
be allowed with general operating funds. In that case, the project director should attach 
documentation that shows the special grant circumstances that allow the purchase 
along with a list of attendees, agenda and purpose of need for food. 
 
Foreign Travel.  Typically, airfares purchased with federal monies must be purchased 
from U.S. carriers. For National Science Foundation grants, exceptions to this 
requirement are listed in the National Science Foundation (NSF) Foreign Grant General 
Conditions guidelines, www.nsf.gov/pubs/fgc/foreigngc902.pdf. For grants funded by 
other federal agencies, consult the appropriate guidelines with regard to air travel. 
Otherwise, the University‘s foreign travel policies and procedures apply, 
www.cwu.edu/~acctng/travelprocedures/foreigntravel.html. The University policy for 
reimbursement for meals while in foreign countries is located at 
http://www.cwu.edu/~acctng/meals.html. 
 
Group Travel.  Unless specified otherwise in agency guidelines or OMB circulars, the 
University‘s policies and procedures for domestic group travel and foreign group travel 
apply, www.cwu.edu/~acctng/travelprocedures/foreigntravel.html, 
www.cwu.edu/~acctng/travelprocedures/domesticgroup.html, and 
www.cwu.edu/~acctng/travelprocedures/hotelreserves.html.  

 
Meal Cards.  When project directors determine it is cost-effective and efficient to 
provide grant-supported participants with CWU Connection Cards for purchasing on-
campus meals, the University policy for Program Participant Meals Purchased with the 
CWU Connection Card applies. In summary, this policy states that (1) the amount can 
not exceed the State per diem rates, (2) there is no limit on the amount the card holder 
can spend in any one day or meal, (3) there is a setup charge for a new connection card 

http://www.nsf.gov/pubs/fgc/foreigngc902.pdf
http://www.cwu.edu/~acctng/travelprocedures/foreigntravel.html
http://www.cwu.edu/~acctng/meals.html
http://www.cwu.edu/~acctng/travelprocedures/foreigntravel.html
http://www.cwu.edu/~acctng/travelprocedures/domesticgroup.html
http://www.cwu.edu/~acctng/travelprocedures/hotelreserves.html
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or to replace a lost card; and (4) prior approval from the grants accounting office is 
required if the purchaser uses a grant project ID number. 
 
Office Supplies.  Costs that would ordinarily fall under the office supply category that 
are research or program costs may be charged as direct costs to the grant provided 
they are allowed under the terms of the award document. Examples include duplicating 
costs associated with producing a student handout or copies of surveys and the 
postage associated with mailing the surveys. If photo copies are considered direct 
costs, they need to be reported via an auditron number; only actual copy costs can be 
charged. 
 
If a grant program is complex enough that general office support, such as support staff 
salaries and office supplies, has been funded within the grant, then office supply costs 
may be charged to the grant as direct costs. Remember, these costs must still follow the 
reasonable, allowable, and allocable tests and the costs must be treated consistently. 
Paper and toner may not be charged to grants unless the copier is used exclusively for 
that project. 
 
Documenting office support expenses that are charged directly to the grant is essential. 
When planning to purchase office supplies or other support items with grant funds, 
document why these items are considered direct costs and how they will be used. It is 
helpful if a copy of the budget is attached with the proper budget line highlighted. 
 
Participant Activities.  Attendee rosters should be kept for all grant-funded activities. 
 
Payroll.  Time and Effort Reports are supplemental payroll documentation required of 
all individuals who are paid with federal grant or contract funds or whose time and effort 
are being reported as matching or in-kind costs to federal grants. The purpose of the 
time and effort reporting procedure is to substantiate salary payments to personnel from 
grant funds. They are used in conjunction with the University‘s payroll records to help 
satisfy audit requirements for time and effort reporting. Time and Effort Reports are 
generated in the grants accounting office and sent to project directors quarterly for 
review and signature. These Time and Effort Reports must be certified by someone with 
first-hand knowledge of the time and effort worked by the persons listed. In almost all 
cases this will be the project director. 
 
Purchases.  Purchase requisitions should include a copy of the approved budget with 
the appropriate budget line highlighted, a full description of the items requested, and 
how they will be used as a direct cost item. 

 
Documenting University Cost-Sharing  Some grants require active financial 
participation of the University in a funded project. This cost-sharing requirement is often 
stipulated as a percentage of the total project costs to be borne by the University. The 
amount of cost-sharing as well as the source of cost-sharing must be identified and 
approved before proposals are submitted. In order to be counted as cost sharing, costs 
must (1) be verifiable from University records; (2) not be used as cost sharing for 
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another grant; and (3) be an allowable cost to the program. On federal grants, cost-
sharing may not be provided from other federal funds, except in rare circumstances. 
 
Many federal agencies no longer require cost-sharing. Some agencies do not require it 
but encourage voluntary cost-sharing. When cost-sharing is not required, permission 
from the research office is necessary in order for voluntary cost-sharing to be 
committed. Once an award is funded, agencies treat voluntary cost-sharing as required 
cost-sharing; it requires the same documentation as required cost-sharing.  
 
Costs counted as cost-sharing are subject to the same audit criteria as all other 
expenses of the grant. The grants accounting office will work closely with project 
directors to advise and assist them with proper documentation. Any back-up 
documentation supporting the costs listed (such as signed statements of donated hours) 
should be retained in the project director‘s files for at least six (6) years after the 
termination of the grant. This means files for a three-year project need to be kept for 
nine (9) years, files for a five-year project need to be kept for eleven (11) years, and so 
on. 
 
Adjusting Grant Accounts  Adjustments or transfers of costs affecting grant accounts 
are subject to stringent federal policies and guidelines and must be approved by the 
grants accounting office. Each agency has its own policies; typical policies include these 
as outlined by the DHHS Grants Administration Manual, Chapter 6-05. 

 

 Transfers of cost which represent corrections of clerical or bookkeeping errors 
must be made promptly after the errors are discovered. The transfer must be 
supported by documentation which contains a full explanation of how the error 
occurred and a certification of the correctness of the new charge. An explanation 
which merely states that the transfer was made ―to correct error‖ or ―to transfer to 
correct project‖ is not sufficient.  

 When closely related work is supported by more than one funding source, a cost 
transfer may be made provided that the transfer meets all of the following 
conditions: (a) the cost is a proper and allowable charge to the account, (b) the 
transfer is supported by documentation which contains a full explanation and 
justification for the transfer and a certification for the propriety of the transfer by 
the principal investigator, project director or other responsible program official of 
the grantee organization, and (c) the transfer is reviewed and approved by a 
responsible financial or administrative official of the organization.  

 Requests to transfer expenditures incurred more than 90 days (due to 
extenuating circumstances) in the past must include an explanation of why the 
transfer request was delayed, in addition to the normal explanation and 
justification. Ninety days has emerged as the standard used by government and 
business auditors to determine whether costs are reasonably assigned to their 
proper funding source. It is a reasonable expectation that costs can be properly 
assigned within 3 months of their occurrence.  
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Closing Out a Grant Grants are considered closed when all the work has been 
performed to the granting agency‘s satisfaction, or upon the termination date specified 
in the award. If the work cannot be completed prior to the termination date, the project 
director must submit a written request for extension or continuation, typically referred to 
as a ‗no-cost extension,‘ to the granting agency. Copies of no-cost extension requests 
should also be sent to the research office. Some agencies, like National Science 
Foundation, require someone from the research office to submit requests for 
extensions. Most agencies require such requests be made 45 to 90 days prior to the 
termination date.  

The project director may be required (as part of the close-out process) to complete 
additional forms or reports. These may include statements of patents or inventions, 
equipment inventory verification, and final performance reports. Copies of any reports 
submitted by the project director must also be sent to the research office for inclusion in 
the official grant record. The grants accounting office will submit any necessary financial 
reports.  

At the end of the grant award, it is the project director‘s responsibility to notify the grants 
accounting office of the following:  

 Any necessary adjustments (subject to the 90-day standard),  

 Any charges not yet posted to the grant account, such as University charges for 
telephone calls, work orders, etc. 

 Outstanding petty cash reimbursements and travel advances. 
 
Auditing  All grants are subject to periodic audits. These may be conducted by the 
granting agency or its designated agent, the University‘s cognizant federal agency 
(DHHS), the state auditor‘s office, or the University‘s internal auditor‘s office. All records 
or back-up documentation should be on file in the project director‘s files. The project 
director may be requested to assist the auditor if there are program or performance 
questions the research office is not able to answer. It is the research office’s policy 
that the research administrator or grant accountant be present when auditors are 
questioning or reviewing grant-related costs with project directors. 
 
Program records relating to the grant are normally retained by the project director and 
should be kept for six (6) years following termination of the award. Back-up 
documentation supporting the costs should be retained in the project director‘s files for 
at least six (6) years after the termination of the grant. This means files for a three-year 
project need to be kept for nine (9) years, files for a five-year project need to be kept for 
eleven (11) years, and so on. 
 
Any expenditure disallowed by the audit must be paid back to the agency. In the event 
of disallowance or over-expenditures the project director will be notified and asked to 
assist the research office in determining the appropriate disposition.  
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When Proposals Are Not Funded 
 

Some agencies notify project directors when proposals are not funded. If this is the 
case, it is the project director‘s responsibility to notify the research office and provide 
them with a copy of the non-awarding of funding. Other agencies notify the research 
office or the president. If this is the case, the research office will notify project directors 
that their proposals have not been funded. 
 
No one likes to learn that their proposal has not been funded. But if happens to all grant 
seekers at some point. Most federal agencies make reviewer comments available when 
proposals are not recommended for funding. It is helpful to request these comments so 
proposals can be strengthened and resubmitted. The director of university research or 
the research administrator can help determine if it is feasible to revise and resubmit 
proposals based on reviewer comments. 
 
The good news is that proposals that have been reworked incorporating reviewer 
comments have a higher likelihood of funding the second or third time around. If 
conversations with program officers indicate the chances for funding a resubmitted 
proposal are low, the director of university research or research administrator can help 
locate a more appropriate funding source. 
 

 
 

Glossary 
 
Following are some terms and definitions related to applying for and administering 
grants. 
 

 A-21 (OMB Circular) – This federal circular prescribes the cost principles for 
allowable costs related to federally-sponsored agreements at institutions of higher 
education. 

 A-110 (OMB Circular) – This federal circular prescribes uniform administrative 
requirements for federal grants and agreements at institutions of higher education. 

 A-133 (OMB Circular) – This federal circular prescribes audit requirements for 
institutions of higher education and other non-profit organizations. 

 Agreements – See Subcontract. 

 Allocable Cost – A cost is allocable if it is able to be allocated to a particular project. 
In sponsored agreements such costs must (1) be incurred solely to advance the 
work under the sponsored agreement; (2) benefit both the sponsored agreement 
and the work of the institution in proportions that can be approximated using 
reasonable methods, or (3) be necessary to the overall operation of the organization. 

 Allowable Cost – A cost is allowable on a sponsored agreement if it is (1) 
reasonable for the performance of the award, (2) allocable, (3) in conformance with 
federal cost principles or in the Notice of Grant Award, (4) consistent with 
institutional regulations, policies, and procedures and applied uniformly in federally-
funded and other activities of the institution, (5) treated in a consistent manner as 
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like costs, (6) is in accordance with generally accepted accounting procedures, and 
(7) not included as a cost in any other federally-funded grant. 

 Authorized Representative – The University official designated to sign sponsored 
agreements on behalf of the institution is the University‘s Authorized Representative. 
The Dean of Graduate Studies and Research has been designated as the 
Authorized Representative for grant-related signature authority. In his or her 
absence, the provost or president is authorized to sign. 

 Award – An award is an agreement made by a sponsoring agency to contribute 
funding to a specific project. Sponsors typically send written, formal notices of 
awards to the University‘s research office. 

 Budget Period - The interval of time into which the grant project period is divided for 
budgetary and reporting purposes is the budget period. It may or may not 
correspond to the University‘s fiscal year (July 1-June 30). 

 Carry Forward – Funds unexpended in a budget period that are carried forward into 
the next budget period are carry forward funds. The ability to carry forward funds is 
subject to agency regulations and should not be assumed. 

 Cash Contributions – Projects not fully funded by sponsoring agencies may require 
the University‘ to provide cash toward the project. It may also include cash 
contributed by third parties for the project.  

 Cognizant Agency – Central Washington University‘s cognizant agency is the U.S. 
Department of Health and Human Services (DHHS). DHHS, on behalf of all federal 
agencies, is responsible for implementing the requirements of the Single Audit Act 
which include reviewing, negotiation, and approving cost allocation plans, indirect 
cost rate and similar rates; receiving and approving non-federal audit reports, 
conducting federal audits as necessary, and resolving cross-cutting audit findings. 

 Conflict of Interest – Principle investigators (and their spouses and children) are 
required to disclose significant financial conflicts of interest. Financial conflicts of 
interest are defined in 42 CFR 50.603.  

 Contract – A contract is an instrument used to acquire property or services. 

 Cooperative Agreement – Cooperative agreements are similar to grants but 
typically reflect more substantial involvement and coordination by the funding 
agency. 

 Cost Principles - U.S. Office of Management & Budget (OMB) Publications A-110 
―Uniform Administrative Requirements‖ and A-21 ―Costs Principles for Educational 
Institutions‖ govern all federal awards and most state awards. 

 Cost Sharing - When sponsoring agencies do not fund the full costs of the project, 
cost sharing is required. It may consist of both cash and in-kind contributions. For 
federal awards, only acceptable non-federal costs may be used. All cost-sharing 
must be documented. Cost sharing should be discussed early in the proposal 
development phase with chairs, deans, and research office staff. 

 Direct Costs – Costs that can be specifically identified with a particular project are 
direct costs. 

 Disallowed Cost or Disallowance – Expenses charged on a grant that the federal 
awarding agency deems to be unallowable are disallowed. Disallowed expenses 
typically become of the responsibility of the PI and must be transferred to another 
budget or be approved after-the-fact by the sponsor. 
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 Expanded Authorities – According to OMB Circular A-110, granting agencies are 
permitted to waive certain "prior approval" restrictions and expand the post-award 
authority of grantee institutions to: (1) incur pre-award costs, (2) extend an 
assistance program, or (3) carry forward unobligated balances, unless prior approval 
is specifically required by a Federal agency.  

 Facilities and Administrative (F&A) Cost Recovery – CWU‘s cognizant agency is 
the U.S. Department of Health and Human Services (DHHS). CWU negotiates with 
DHHS to establish a rate for recovering facilities and administrative costs (also 
known as F&A, indirect costs, and overhead). The current rate and how recovered 
costs are distributed on campus are listed on the research office Web site: 
http://www.cwu.edu/~masters/research/indirect.html. 

 Grant – A grant is an award of funds given to the University for the purpose of 
carrying out an approved program or activity 

 Grants Accounting Office – At CWU the grants accounting office is part of the 
Business Services division and currently employs an accounting supervisor and a 
senior accountant. 

 Hard Match – A limited amount of funds is available each year through the research 
office for cost-sharing on grants. Requests should be made through research staff 
on a case-by-case basis. 

 Incremental Award/Supplemental Award – These are additional awards/funds 
provided for further research on a particular award. For example, NSF supplemental 
awards typically are granted in response to requests for funding student participation 
in research. 

 Indirect Cost Recovery – See Facilities and Administrative Cost Recovery. 

 Indirect Costs – These are costs that are not easily or reasonably identified with a 
particular project are indirect costs. Examples include utilities and office supplies. 

 In-kind Contributions - The value of non-cash contributions, including charges for 
real or personal property, or donated time and materials comprise in-kind 
contributions. If full overhead is not charged on a grant, the amount which could 
have been charged and was not may be counted as in-kind match in some 
instances. Check with the research office before including this item as cost-sharing 
in budget proposals. 

 Institutional Animal Care & Use Committee (IACUC) – All proposals involving 
animal subjects must be approved before projects begin by Central Washington 
University‘s IACUC committee. Its URL is www.cwu.edu/~iacuc. 

 Institutional Review Board (IRB) – All proposals involving human subjects must be 
approved before projects begin by Central Washington University‘s Human Subjects 
Review Committee. Its URL is www.cwu.edu/~hsrc. 

 Interagency Agreements. – See Subcontract. 

 Matching Funds -See Cost Sharing. 

 Memorandum of Understanding – See Subcontract. 

 No Cost Extension – No cost extensions may be requested of most federal 
agencies if it appears the project cannot be completed by the end date. Most 
agencies have a date by which they must receive requests for no cost extensions, 
ranging from 45 to 90 days before the project‘s end. Some agencies accept requests 
directly from project directors; other agencies require requests to be submitted from 

http://www.cwu.edu/~hsrc
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someone in the research office. In both cases, project directors should consult with 
the grant accounting and research offices. 

 Obligated Funds – This term is typically seen on federal grant award notices 
indicating that the federal agency has set aside funds in its budget for this project. 

 OMB Circulars – The U.S. Office of Management and Business establishes and 
publishes rules for recipients of federal funding. The circulars most likely referred to 
in the kinds of grants Central Washington University typically receives are A-21, A-
110, and A-133. Project directors should be aware of these and know which ones 
pertain to their grants. Questions about the circulars can be asked of the staff in the 
grants accounting office. 

 Overhead - See Facilities and Administrative Cost Recovery. 

 Post-Award Functions – At Central Washington University post-award functions 
are performed by staff in the grants accounting office. These include setting up 
accounts, approving grant project expenditures, invoicing grant agencies, verifying 
time and effort, and closing out grants. 

 Pre-Award Cost – Costs which are incurred prior to the official start date of a grant 
are called pre-award costs. In some cases, these are allowed without prior approval. 
Project directors should consult with grants accounting staff before incurring any 
expenses prior to the beginning date of a grant award or contract. 

 Pre-Award Functions – At Central Washington University pre-award functions are 
performed by staff in the research office. These include alerting faculty to funding 
opportunities, assisting in the development of proposals and budgets, approving 
proposed budgets, submitting proposals electronically or via hard copy, facilitating 
subcontracts, negotiating awards, and submitting no cost extensions. 

 Principal Budget Administrator (PBA) – Those individuals designated by CWU 
vice presidents have final oversight on accounts. For faculty, the PBA will most likely 
be the college dean. 

 Prior Approval – Prior approval from granting agencies must be received when 
expenditures deviate from approved budgets. Staff in the grants accounting office 
will know which types of the expenditures require prior approval. 

 Program Income – Projects that generate revenue are required to account for 
program income. If this is the case, project directors should work closely with the 
grants accounting office to set up a system to account for the revenue. 

 Project Costs - All allowable costs incurred by the performing organization, 
including cash expenditures and the value of any in-kind contributions to the 
organization or by third parties are project costs. If the granting agency is a federal 
agency, only non-federal third party contributions may be counted as project costs.  

 Project Director – Project directors are the individual responsible for carrying out 
the purpose of the grant or contract and responsible for the project‘s fiscal 
management. 

 Project ID – Central Washington University‘s designated account number for 
financial accounts is referred to as a project ID or PID. 

 Project Period - The total time for which support of a project has been approved, 
including any extensions thereof, is its project period. Approval of a project does not 
necessarily commit funds for the total period. Each year‘s budget may require 
separate approval by the granting agency.  
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 Research Office – At CWU the research office is part of the Office of Graduate 
Studies and Research in the Academic Affairs division. The staff currently consists 
of a director of research and a research and sponsored programs administrator.  

 Signatory Authorization Form – This is a CWU form which details who is allowed 
to approve expenditures on accounts. 

 Subcontract – Subcontracts, agreements, memorandums of understanding, and 
interagency agreements are binding documents between Central Washington 
University and other entities which participate in carrying out the work of a grant or 
contract. The need for such documents should be discussed in the proposal 
development stage. After an award is received, project directors should contact the 
research and sponsored program administrator who will work with the director of 
Business Services and Contracts to write and/or review such documents and ensure 
that appropriate policies are followed. 

 Supplemental Award – See Incremental Award/Supplemental Award. 

 Unallowable Costs – Certain costs charged to a grant account may later be 
deemed unallowable if they are found by the grant accounting office or auditor to be 
inappropriately charged to a grant. Any expenditure disallowed by an audit must be 
paid back to the agency. In the event of disallowance or over-expenditures the 
project director will be notified and asked to assist the research office in determining 
the appropriate disposition. 

 Unexpended Funds – Unspent funds at the end of an award period typically must 
be forfeited to the granting agency. Some agencies will permit unexpended funds to 
be spent during a period of no-cost extension.  See No Cost Extension for additional 
information. 


