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OFFICE OF SPONSORED PROGRAMS—FISCAL AFFAIRS
ACCOUNT CREATION CHECKLIST and FILE MANAGEMENT FORM
Account Description:

Project Type:  (New    (Renewal    (Continuation   Supplemental (Additional   Year_ of __
Title of Project:  
______________________________ 




Funding Agency:  
________________________________________________

______________________________________________________



Principal Investigator: __________________
  Period ________to ________

Date of Meeting:    ________Date to Fiscal:  

Acct. #




Check items provided and discussed:

Award Document






 

Approved Budget (reflecting the amount awarded

SPO Congratulatory Letter





 

Request for Proposals or Proposal Guidelines
           
 

Award Terms and Conditions* including reporting requirements





Complete Proposal as approved by funding agency (SPO) 

Approved SPO Proposal Approval Form 









Approved SPO Budget Request Form with Detailed Budget

 
Approved SPO Cost Share Form (if not applicable enter “NA”)
 

 
Documentation of Approval by appropriate Institutional Review (SPO) 
 

Board Committee:   Bio-Hazards Human Subjects Protection  

Radiation Safety Institutional Animal Care and Use (if not applicable enter “NA”)

 


*Please list explanatory notes or any special or unusual terms and conditions below:
Signatures:

Project Director:  ___________________________________________
Date______________




For Sponsored Programs: _____________________________________
Date______________

For Fiscal Affairs: ___________________________________________
Date______________


Definitions:
New: 

 first year award for a project not currently funded


Renewal: 
 first year of a new funding cycle for an existing project


Continuation: 
 succeeding year (year 2 or later) of a current multi-year funding cycle 


Supplemental: 
 funding for an active grant project applied to a separate account 

                 
Additional: 
 funding added to an active grant account for the current period
GRANT MODIFICATIONS (document and describe all approved grant modifications)      
  Date Rec’d Initials
Date Effective: ____________   Budget   Period   PI/PD   Scope of Work    Other________________           

  Action: ________________________________________________________________   _________ _______

Date Effective: ____________   Budget   Period   PI/PD   Scope of Work    Other________________           

  Action: ________________________________________________________________   _________ _______

GRANT FILE ACTIVITY LOG

Description








   

   Date
             By
__________________________________________       _____________
________     _______

















 

____________________________________________________________________
________     _______  

CONSULTANT/TEMPORARY EMPLOYMENT AGREEMENTS APPROVAL LOG 
Name, Title, Period, Amount






  

    Date
             By
____________________________________________________________________
________     _______  

____________________________________________________________________
________     _______  

____________________________________________________________________
________     _______  

TIME AND EFFORT DISCREPANCIES LOG
Name, Account #, Quarter/Year and Discrepancy



  

    Date
             By












________     _______  

____________________________________________________________________
________     _______  

____________________________________________________________________
________     _______  

____________________________________________________________________
________     _______  

____________________________________________________________________
________     _______  

____________________________________________________________________
________     _______  

PAINE COLLEGE SPONSORED PROGRAMS 

ACCOUNT CREATION CHECKLIST and GRANT FILE ACTIVITY LOG

INSTRUCTIONS
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  Account Create:  
Complete this section when the grant account is set-up and created.


New:  first year award for a project not currently funded


Renewal:  first year of a new funding cycle for an existing project


Continuation:  succeeding year (year 2 or later) of a current multi-year funding cycle 


Supplemental:  funding for an active grant project applied to a separate account 

Additional:  funding added to an active grant account for the current period (Note under Modifications!)

  File Contents:  
Check, date and initial standard documents added to the grant file.  Include original award documents when  

                                               Possible. Write N/A if item is “not applicable.”
  Grant Modifications: 
Enter effective date of action; check type of action (describe if “other”) and briefly describe action.  Include 



original award documents when possible.
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  *Grant Modifications: 
(cont’d) See above.  
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 *File Activity Log:  
Record all file notes, sponsor correspondence, other documents added or revised and other actions affecting 
the grant or file, such as modifications, PI changes, extensions, scope of work changes, etc.  Do not include TEA or T&E activity.
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 *TEA Approval Log:   Record employee’s name, title, period and amount approved for Temporary Employment Agreements 


charged to this grant project.
Page 5
 *T&E Discrepancies    Record employee’s name, account number, quarter/year, and Time and Effort Report discrepancy as 
    Log:
 
reported to the Grants Accountant.  

*Attach continuation Log pages as needed; label as 3-1, etc.
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