Frequently Asked Questions
GRANT ACCOUNTING  FAQs
Q: How do I know how much money I have left to spend?

A: The SAP budget transaction report ZFM02 or the BI internet reports will provide grant Project Directors with budget and expenditure information.  It is imperative, that you regularly check your budget and verify the accuracy of all charges as well as what may be missing. If training is needed to learn how to use these reports, contact Lori Ranck in the Budget Office.

Q: How do I transfer funds?

A: Contact the Grant Accountant via email with the request to move funds within the grant fund center, provide the three digit code you wish to transfer from and the three digit code you wish to transfer to along with the reason for the transfer request.  If the transfer looks acceptable per the guidelines of your grant, the Grant Accountant will input the transfer into SAP.

Q: How do I get my budget set up so I can begin spending funds?

A: Once a grant has been awarded by the funding agency and the required paperwork has been processed by the Grants Development Director, the Grants Development Director will forward the award documents, award agreements, and grant proposal documents to the Grant Accountant and request a fund center and budget to be established.  Once all appropriate paperwork has been provided, the Grant Accountant will request a fund center to be established by the Director of Accounting.  The budget will then be input into the new fund center from information provided by the Grants Development Director.

Q: What are my responsibilities as Project Director?

A: The Project Director is responsible for all expenditures charged to their grant.  They are held accountable to the funding agency to follow the guidelines provided by the funding agency and for following the policies and procedures of the University.  As a state agency, Mansfield University must adhere to certain standards, policies, and procedures.  These regulations cannot be superseded even if a granting agency is more lenient with their policies, procedures, and regulations.  As Project Director, you are responsible for filing all reports with the granting agency.  The Project Director is required to prepare all narrative reports.  The Grant Accountant will prepare all financial reports required but the Project Director is responsible for the accuracy of all expenditures charged to the grant and reported to the agency.  Often, the Grant Accountant will file the required financial reports with the granting agency on behalf of the Project Director unless the Project Director prefers to file them with the agency themselves.  The Project Director is responsible to share any reports filed with the funding agency with both the Grant Accountant and the Grants Development Director for auditing purposes.  If the Project Director realizes an error has been made in regard to expenses charged to their grant or omitted from their grant, they must notify the Grant Accountant immediately so a correction can be made.  Timely notification is imperative as once the account is closed or the fiscal year end has closed, a correction, though not impossible, raises red flags with the auditors as well as a funding agency if a corrected report must be filed.  It is the responsibility of the Project Director to find out how to correctly purchase or hire employee/contractors and to follow University procedures.  When in doubt, ask key personnel…Purchasing, Human Resources, Accounts Payable, etc.

Q: How do I hire a student worker for my grant?

A: If the grant proposal allows for a student worker, the Project Director may request a student worker by contacting Denise Davey-Smith in the Financial Planning Office.  The request must provide the grant fund center, the total amount to be earned by the student per the grant proposal, the student’s name (if known or a request to post a position), and the number of hours per week the student is expected work.

Q: How do I purchase food from my grant?

A: If this expenditure is allowed by the funding agency, the food purchase must follow Mansfield University’s policies and procedures for the type of food expenditure (on-campus dining services vs. external food provider or grocery store vendor).  Depending on the type of food purchase, a PO may have to be created or an increase requested to an existing contract with a food provider, or a reimbursement request processed.  When in doubt about the process to be used, contact Purchasing or Accounts Payable about the appropriate procedure.
