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The Key Players & Fundamentals of Research Administration 
Sponsored Programs Accounting (SPA), the Office of Sponsored Projects (OSP), and the Departmental Research 
Administrator oversees all aspects of the grant management cycle, provides management support and helps 

ensure that research goals are achieved, and funders’ (sponsors) terms and conditions are followed. 

Different Offices…..Same Team!



OSP
 Pre-Award Office

 Division of Research and 
Economic Development

 Etheredge Hall

 osp.msstate.edu

SPA
 Post Award Office

 Division of Finance -
Office of the Controller 
& Treasurer 

 McArthur Hall 

 controller.msstate.edu      



Award Review Process

 Collaboration between the Department, OSP, and SPA.

 Timeline for set up varies widely. Factors influencing new award set up:
- Notice of Award terms and conditions

- Discrepancies betweenAward and Proposal (budget, cost share, indirect rate, etc.)

- Administrative requirements (i.e., compliance)

- Sponsor terms

- Missing information can cause delay in set up. 

 Goal: Once all issues are resolved, awards are set up and funds available.



Award Notification

Sponsor issues  
Notice of  

Award

OSP will review 
terms and 

negotiate with 
sponsor as needed.

Office of 
Sponsored 
Projects 

Director signs 
Award

Award  
Review/Set-up  
Process Begins



The details…

Budget

Does our  
budgetmatch 

award?

Is award
fully 
funded?

Withholding
conditions

Sponsor terms

Modification  
requirements

Special  
Review  

requirements

Positive COI  
Export Control 

RCR

Lab Safety  
IRB

IACUC



The Steps

Award Notice from 
Sponsor

Award Review and 
Negotiation

Director of OSP signs 
award and 

Administrator will 
process it in Banner

OSP will forward the 
original award 
documents to 

Sponsored Programs 
Accounting (SPA).

SPA will load the 
award budget into 

Banner and assign a 
fund number to the 

award.

SPA will send a fund 
notification by email 
to PI and Department 
with fund information.

Department will set 
up the fund in their 

own systems for 
monthly ledger 

review.

You can charge effort 
once project begins.



What does the 
Department do 

now?

 Review award terms and conditions
 Inform PI of any unusual requirements
 Review Fund Notification to make sure award details are 

correct (Org, Program, Start Date, End Date, PI credit, etc.)
 Note if there is a Cost Share fund or Participant Support Costs 

fund so you can manage properly
 Work with PI to put a spend plan together

– Do any new hires need to take place?
– When should salary support start and at what percent? Process 

any necessary JLRFs
– Does the procurement of any equipment/software/large 

purchases that require extra time need to begin? 
– Do you need to request a subaward to be setup? 
– Are there any contracts? 



 Child Fund Award
– If the child fund was noted on the original proposal and a budget 

for the child fund was included, then SPA will setup the child fund 
when the award is made

– If not included on the IAS, then complete the Request for New 
Child Fund form found on OSP website

 Preliminary Awards (PAR)– submit through OSP portal
– Used only when confident that MSU will receive an award, but 

the actual paperwork has not been completed.  Make sure that 
Department Head approves this because if the award does not 
happen, the department is liable for any charges made on the 
fund.  Also be sure of what the anticipated start date for the 
award will be so that all charges made to preliminary fund will be 
approved.

– Download form from OSP website, complete, get signatures and 
submit in portal  

– Note that SPA will not load the budget until the fund number 
becomes a “real” award and not a preliminary award



Subawards
 If the award also included a subaward to another institution it is the department’s 

responsibility to request the subaward. 

 Please initiate the request via the OSP service portal. 

 The appropriate forms are on the OSP webpage. If a subrecipient commitment form was 
not done at proposal stage, it should be done now along with the Request for a New 
Subaward. 

 OSP subaward Forms - https://www.osp.msstate.edu/subawards

https://www.osp.msstate.edu/subawards


Contract Processing Guidelines
Office of Procurement and Contracts has the legal authority to negotiate all purchase, lease or service 
contracts between Mississippi State University and vendors. If one of these contracts is received by 
your department, please reference the following Contract Processing Steps:

1. Forward the contract to Procurement and Contracts, and include the following information:
- Departmental contact name and number
- Requisition or purchase order number, if applicable

2. Procurement will review the contract for legal sufficiency (consulting with General Counsel if 
necessary) and make any required changes.

3. Once the contract has been deemed legally sufficient, the contract will either be signed by the 
Director of Procurement and Contracts, or forwarded to the appropriate official for signature.

4. When the contract has been signed it will be sent to the vendor, unless we are notified otherwise.

5. If the vendor rejects any or all of the modifications, Procurement and Contracts and General 
Counsel will handle any negotiations.
- Guidelines can be found here: https://www.procurement.msstate.edu/contracts/index.php

https://www.procurement.msstate.edu/contracts/index.php


Other Types of Agreements

 Request for Non-financial agreement (internal)

 Request for Non-Disclosure Agreement

 Material Transfer Agreement

 Found here: https://www.osp.msstate.edu/forms

https://www.osp.msstate.edu/forms


Throughout 
the Project

Monitor The PI should ensure the project is progressing as stated in 
the proposal. There may be progress reports required by 
the sponsor.

Manage
Manage effort for personnel on the project
Monitor student salary spending and renew assistantships as 
needed, process tuition fee reimbursements if applicable.

Review Review sub awards, as applicable

Review
Review financials monthly. Ensure all charges and purchases 
are allowed and appropriate.
• Make sure entries are completed in the correct fiscal year



No Cost Extension 
 Extends the Period of Performance of a Project without adding funds.

 Submit request through portal.  PI will need to provide the justification for the request

 Should start request 2 -3 months before end of project (check agency guidelines)

 OSP makes the request to the sponsor and notifies SPA Accounting.  Sometimes, the PI has 
communicated directly with the sponsor and knows that the NCE will be approved





Budget Revision 
 Budget revisions depend on the type of award (fixed, cost reimbursable) and the 

sponsor.  Some allow revisions without approval or a revision up to a certain 
amount without approval while others require approval.

 Use the Restricted Fund Budget Revision Request form found on SPA Accounting’s 
web page and submit to SPA for processing

 If it is approved, be sure to change the budget on the Burn Rate Sheet.  SPA 
Accounting will update Banner



Change of PI or Transfer 
(internal and external)

 Complete the Internal Transfer form found on the OSP website

 Get appropriate signatures and submit through the portal

 Complete the External Transfer form found on the OSP website 

 Get appropriate signatures and submit through the portal

 If NSF or NIH the PI needs to go to their respective websites and complete a request for 
the transfer in addition to the External Transfer form



Request for Termination

 Complete the Request for termination form found on the OSP website

 Get appropriate signatures and submit through the portal.



Sponsored Programs 
Accounting



Denise Peeples – Director of Sponsored Programs Accounting

Jonathan Tucker – Manager of Sponsored Programs Accounting

Kim Lewis– Senior SPA Accountant

Nan Lomax – SPA Accountant

Stephanie Parrish – SPA Accountant

Webb Jennings – SPA Accountant

Jakerion Ales – SPA Accountant

Jeanette Bailey – Senior SPA Accountant

Anna Adams – SPA Accountant

Isaac Sparks – SPA Accountant

Jennifer Hemphill – SPA Accountant

Quetta Cole – Sr. Sponsored Program Asst.

Sponsored Program Accounting Team

MAROON TEAM WHITE TEAM



http://www.controller.msstate.edu/sponsoredprograms

http://www.controller.msstate.edu/sponsoredprograms


FIND YOUR SPA ACCOUNTANT





PROJECT SETUP / ESTABLISH FUND

SPA Responsibilities – SPA Sr. Accountants (Jeanette & Kim)
 SPA Receives the Award from OSP in a pdf format
 The Award Document is read with pertinent information highlighted & 

Bookmarked
 Award is Processed/Setup in Banner & Imported into Xtender
 Restricted Fund Budget is Loaded
 Award/Fund Notification email is sent to appropriate personnel

Department Responsibilities 
 Access Scanned Award in Xtender through FRAGRNT
 Familiarize Yourself with Specific Terms & Conditions for all Awards
 Identify Your SPA Accountant and contact him/her with any Questions
 Begin charging to your restricted fund



Fund Notification



BANNER FORM - FRAGRNT



XTENDER – AWARD ACCESS



XTENDER – AWARD ACCESS



XTENDER – AWARD ACCESS



XTENDER DEMO
G6511



AWARD MANAGEMENT
SPA Responsibilities 
 Submit invoices on a monthly basis w/ supporting docs as needed (500-850)
 Submit financial reports based on terms & conditions
 Facilitate Cash Management with Routine Draw Downs in Multiple Systems
 Post payments & perform collection efforts as needed
 Calculate and Complete Monthly Indirect Costs Entries
 Monitor/Help Facilitate the billing/financial aspects of the Subcontract Process
 Review Journal Vouchers and Completed SPA Forms
 Review NSF Queue Entries and Equipment Requisitions
 Review Cost Share Funds to ensure obligation is being met
 Review Org & Program Errors & make corrections as needed
 Request Budget Revisions When Needed
 Provide oversight and Help Facilitate the Closeout Process for Each Award
 Aid and Support with Reviews and/or Audits



AWARD MANAGEMENT
Department Responsibilities 
 Direct Charge Expenses to the Appropriate Fund 
 Run Ledgers and Reconcile ALL FUNDS EVERY MONTH (61.01)
 Monitor Effort Charged on all Funds 
 Charge & Cover Expenses for all Cost Share Obligations in a timely manner
 Submit Confirmation of Effort Reports by the Specified Due Dates
 Revise Budgets as needed (Sponsor Approval May be Required)
 Provide supporting documentation to SPA as requested
 Understand how to read a ledger
 Understand how to use transfer codes correctly
 Understand how to calculate Indirect Cost
 Understand how to read a closeout
 Communicate Pertinent Information about Funds to your SPA Accountant



AWARD MANAGEMENT –
DIRECT CHARGING, JV APPROVAL, & NSF QUEUE

DIRECT CHARGING
 All Restricted Fund Departmental Journal Vouchers must be Keyed with 

Journal Type FT04 for Proper Approval Routing
 Prevent the need for Cost Transfers by Direct Charging expenses to the 

correct fund (i.e., Reduces Audit Risk & Administrative Burden for all of 
Us)

JV APPROVAL
 Scan and email a copy of the JV and proper supporting documentation 

to spaccounting@controller.msstate.edu **DO NOT SEND DIRECTLY TO 
SPA ACCOUNTANT**

NSF QUEUE – Insufficient Funds
 Reasons 

- No line item budget
- Line item budget overspent
- Incorrect Org and/or Prog keyed

mailto:spaccounting@controller.msstate.edu


AWARD MANAGEMENT –
DIRECT CHARGING, JV APPROVAL, & NSF QUEUE

NSF QUEUE – Continued

 SPA will request budget revisions as needed
- Be proactive in managing your budgets to keep entries out of NSF status  

 The NSF Queue is monitored daily.  We strive to address all NSF entries 
within a 24 hour time period.

 SPA Grad Assistant is responsible for the NSF Queue with SPA Accountant 
Oversight



AWARD MANAGEMENT – MONTHLY
FUND RECONCILIATION

 Close at 8am on the 4th Business Day of the Following Month

 Refer to MSU Policy 61.01 at policies.misstate.edu for More 

Information

 This Responsibility Should include PI involvement

USEFUL BANNER FORMS & REPORTS
- FWREXDP – Detail Ledger Report
- NWRSALD – Salary Detail Report
- FGITRND – Detail Transaction Activity (Exporting Available)
- FGIBAVL – Budget Availability Status
- FGITBAL – General Ledger Trial Balance
- FGIDOCR – Document Retrieval Inquiry (Xtender Access)

SPA FORMS
- Located at controller.msstate.edu 



MOST COMMONLY USED SPA FORMS

COST TRANSFER FORM – Used to transfer an expense from one fund to another (i.e., 2 or 
more funds must be involved with this entry)

BUDGET TRANSFER REQUEST – Used to transfer budget and/or revenue from one 
fund to another (Cost Share, Tuition, overruns, etc.)

INTERDEPARTMENTAL JOURNAL VOUCHER – Used for interdepartmental 
transactions, to correct ORG and/or Program errors, or to reclassify account codes

RESTRICTED FUND BUDGET REVISION – Used to revise restricted budgets; to 
reallocate funds between budget line items (Sponsor Approval May Be Required)

THE TYPE OF ENTRY BEING COMPLETED DETERMINES 
WHICH FORM TO USE



AWARD MANAGEMENT – QUARTERLY
COST SHARE REVIEW

 SPA Accountants review Cost Share funds 3-4 times per year

 Expenses should be charged and covered on a consistent basis

- No transfers between fiscal years from E&G funds 

- Use Budget Transfer form to transfer revenue to cover expenses

 FWREXCS – very helpful report in monitoring Cost Share funds

FOP ERRORS
 SPA Accountants review an error report 3-4 times per year

 Type of error dictates who must make the correction

 Org & Prog auto populate when keying JV

 Make SPA Accountant aware of any funds using multiple Orgs



BANNER REPORTS
FWREXCS – Cost Share Fund Report

Use to view pertinent Cost Share fund information



BANNER REPORTS
FWREXCS – Cost Share Fund Report

Use to view pertinent Cost Share fund information



BANNER REPORTS
FWREXSA – Sponsor Budget Available

Use to quickly view available cumulative expense & available balances on 
all restricted funds within your org



BANNER REPORTS
FWREXSA – Sponsor Budget Available

Use to quickly view available cumulative expense & available balances on 
all restricted funds within your org



TIME AND EFFORT REPORTING (Policy 70.08)
 Required for restricted funds; due 90 days after period end  
 The department will be sent an email to run the report 
 12 month employee reports are for July- Dec & Jan - June 
 9 month employees are by semester (Fall, Spring, & Summer)
 If new, email Denise Peeples to be included on her email notification list 

denisep@controller.msstate.edu
 Submit signed reports to spaccounting@controller.msstate.edu

SCHOLARSHIPS
 Set up by Denise Peeples 
 If funded through the MSU Foundation, then email Reagan Kinard
 She will make sure there is a Foundation fund and then send Denise an email 

request to set up the scholarship fund
 The Foundation will notify you by email with the Scholarship fund
 SPA will invoice the Foundation in the Fall, Spring and at Year End

AWARD MANAGEMENT – OTHER

mailto:denisep@controller.msstate.edu
mailto:spaccounting@controller.msstate.edu


AWARD MANAGEMENT – INVOICING

SPA Responsibilities – SPA Staff

 Monthly, quarterly & various installment dates

 Draws made once or twice a month in various systems

 Financial Reports – monthly, quarterly, semi-annual, annual

 Scanned copy of invoice & backup documentation saved in Xtender

Department Responsibilities 

 Provide supporting documentation when requested to 
spadocuments@controller.msstate.edu

 Confirm PI reports have been sent and provide copies when requested

 Access and use scanned copy of invoice from Xtender during 

reconciliation

 Communicate any relevant information with SPA Accountant  

mailto:spadocuments@controller.misstate.edu


HOW TO READ A LEDGER



HOW TO USE TRANSFER CODES 
Between 

Fund Types
Within Fund 

Types
(10-30) (30-30)

409101 409302
359101 359302

409202 409301
359202 359301

Overruns, Cover 
Tuition, etc.

Transfer Codes

Cost Share

1) Is the entry related to cost share?

2) Is the entry between fund types or within fund types?



Indirect Costs (IC) or Facilities & Administrative (F&A) 

§200.56  Indirect (F&A) costs means those costs incurred for a 
common or joint purpose benefitting more than one cost 
objective, and not readily assignable to the cost objectives 
specifically benefitted, without effort disproportionate to the 
results achieved.

Expenditure types not subject to F&A
• Tuition
• Equipment  
• Subcontract expenses in excess of $25K  
• Lease, Utilities & Maintenance - LUM
• Participant Costs



HOW TO CALCULATE IC
Example #1 – Need additional $1K to Purchase a Piece of Equipment and 

Have Extra Budget in Commodities Line Item

$ 1,000 / 1.455 = $ 687.29 Direct Cost

$ 1,000 - $687.29 = $ 312.71 Indirect Cost

COMMODITIES $       (687.29)

INDIRECT COSTS $      (312.71) 

EQUIPMENT $       1,000.00



HOW TO CALCULATE IC
Example #1 – Need additional $1K to Purchase a Piece of Equipment and Have 

Extra Budget in Commodities Line Item

BUDGET CHANGE RESULT
Salaries 10,000.00    10,000.00    
Fringe 3,500.00      3,500.00      
Tuition 2,000.00      2,000.00      
Travel 500.00          500.00          
Commodities 1,000.00      (687.29)     312.71          
Contractual 1,000.00      1,000.00      
Equipment 1,000.00      1,000.00   2,000.00      
IC 7,280.00      (312.71)     6,967.29      

Total 26,280.00$  26,280.00$ 


Sheet1

				BUDGET		CHANGE		RESULT

		Salaries		10,000.00				10,000.00

		Fringe		3,500.00				3,500.00

		Tuition		2,000.00				2,000.00

		Travel		500.00				500.00

		Commodities		1,000.00		(687.29)		312.71

		Contractual		1,000.00				1,000.00

		Equipment		1,000.00		1,000.00		2,000.00

		IC		7,280.00		(312.71)		6,967.29				6,967.29		(312.71)

		Total		$   26,280.00				$   26,280.00

				BUDGET		CHANGE		RESULT

		Salaries		10,000.00				10,000.00

		Fringe		3,500.00				3,500.00

		Tuition		2,000.00				2,000.00

		Travel		500.00				500.00

		Commodities		1,000.00		687.29		1,687.29

		Contractual		1,000.00				1,000.00

		Equipment		1,000.00		(1,000.00)		- 0

		IC		7,280.00		312.71		7,592.71				7,592.71		312.71

		Total		$   26,280.00		$   - 0		$   26,280.00







HOW TO CALCULATE IC
Example #2 – Have $1K in Equipment Line Item That Won’t be 

Used and Need to Purchase More Supplies

$ 1,000 / 1.455 = $ 687.29 Direct Cost

$ 1,000 - $687.29 = $ 312.71 Indirect Cost

COMMODITIES $       687.29

INDIRECT COSTS $      312.71 

EQUIPMENT $       (1,000.00)



HOW TO CALCULATE IC
Example #2 – Have $1K in Equipment Line Item That Won’t be 

Used and Need to Purchase More Supplies

BUDGET CHANGE RESULT
Salaries 10,000.00    10,000.00    
Fringe 3,500.00      3,500.00      
Tuition 2,000.00      2,000.00      
Travel 500.00          500.00          
Commodities 1,000.00      687.29       1,687.29      
Contractual 1,000.00      1,000.00      
Equipment 1,000.00      (1,000.00) -                
IC 7,280.00      312.71       7,592.71      

Total 26,280.00$  -$           26,280.00$ 


Sheet1

				BUDGET		CHANGE		RESULT

		Salaries		10,000.00				10,000.00

		Fringe		3,500.00				3,500.00

		Tuition		2,000.00				2,000.00

		Travel		500.00				500.00

		Commodities		1,000.00		(687.29)		312.71

		Contractual		1,000.00				1,000.00

		Equipment		1,000.00		1,000.00		2,000.00

		IC		7,280.00		(312.71)		6,967.29				6,967.29		(312.71)

		Total		$   26,280.00				$   26,280.00

				BUDGET		CHANGE		RESULT

		Salaries		10,000.00				10,000.00

		Fringe		3,500.00				3,500.00

		Tuition		2,000.00				2,000.00

		Travel		500.00				500.00

		Commodities		1,000.00		687.29		1,687.29

		Contractual		1,000.00				1,000.00

		Equipment		1,000.00		(1,000.00)		- 0

		IC		7,280.00		312.71		7,592.71				7,592.71		312.71

		Total		$   26,280.00		$   - 0		$   26,280.00







AWARD CLOSEOUT
EXPIRATION MEMO

 SPA Accountants send notifications 90 days prior to end date

 Begin performing a thorough review of your fund

 Complete JLRFs to ensure no salaries post after term

 Complete any needed cost transfer
• See OP 61.06 Cost Transfer - **The cost transfer is made on a timely basis, 

i.e., within ninety (90) days, after the initial charge was recorded, and in 
all cases 30 days prior to the date the final report is due to the sponsor.

 All orders for necessary supplies have been ordered**

• See OMB Guidance §200.314 - Supplies

 Cost Share obligation has been met and covered

 Communicate expected extensions to SPA Accountant 



EXPIRATION MEMO



AWARD CLOSEOUT
CLOSEOUT – Internal 

 Internal form sent by SPA Staff reflecting cumulative charges in Banner

 Most closeouts are performed by SPA Accountants, Nan Lomax & Anna Adams

 Review the closeout amounts to ensure our numbers agree with yours

 Communicate any discrepancies providing supporting documentation 

substantiating any outstanding charges remaining

CLOSEOUT – Required External Reporting

 Property Report – Sharon Hamlin, Receiving and Property Control

 Intellectual Property – Jeremy Clay, Office of Technology Management

 Final PI Report – MSU Department

 Final Financial Report - SPA



HOW TO READ A CLOSEOUT



SUBAGREEMENT CLOSEOUT



Contact Information

Jonathan Tucker, Sponsored Programs
Email: jtucker@controller.msstate.edu

Office: 438 McArthur Hall

Blair Reed, Office of Research Development
Email: blair@ord.msstate.edu

Office: 140 Morgan Avenue

mailto:jtucker@controller.msstate.edu
mailto:blair@ord.msstate.edu


QUESTIONS??
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