





b. The Four Guiding Cost Principles

Skidmore College’s grants and other sponsored agreements are generally subject to the
federal Uniform Guidance standards, cost principles, and audit regulations. All grant
awards shall comply with the terms and conditions stated in the award letter and/or
contractual agreement documents.

These cost principles, in addition to sponsor-specific guidelines, are used in the proposal
development (pre-award) phase, as well as during post-award grant administration. During
the pre-award phase, the proposed budget is developed by the OSR ADs and the PI/PD in
consultation with the OSR Director, and the budget details are reviewed and approved via
signature by the OSR Director, Associate Dean of the Faculty, and Budget Director (along
with other signatories) through the proposal routing process. This budget review process
helps ensure that the award is spent accordingly in the post-award phase of the project.

To assist OSR staff in determining whether costs may be charged to a grant (or other
sponsored agreement), the following four criteria are assessed:

Costs must be:

a. Reasonable — necessary to perform the project, consistent with the way similar
charges are handled, related to an action and/or in an amount deemed within the
norms of business conduct (i.e., the “prudent person” test)

b. Allocable — incurred solely to advance the work funded by the grant (or allocable to
more than one grant or college activity in proportions that can be approximated using
“reasonable” methods)

c. Consistent — the cost must be treated in the same manner (i.e., as either a direct or
indirect cost) when used in like circumstances

d. Allowable —
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Meetings, Conferences Allowable: The primary purpose of the meeting or your participation at the meeting must
(includes meals, be “the dissemination of technical information” related to the project.

transportation, lodging)
Reimbursement for meeting expenses follows the same policies as reimbursement with
college funds for similar purposes.

Memberships Unallowable: Membership in civic, community, and social organizations.

Unallowable as a direct cost: Institutional memberships. These expenses are built into
the indirect rate.

Depends: Membership in professional organizations. Grant funds may be used for
professional memberships only if the expense is included in an approved budget or can be
specifically allocated to the grant. If the membership is required in order to present grant-
related research at the conference it is automatically allowable. If you can document that
you need to be a member of the professional organization in order to conduct the research
or carry out the project AND would not otherwise be a member, the membership may be
an allowable expense; check with Financial Services.

Office Supplies Unallowable: Unless the expense can be allocated to a specific grant and is justified
as being a direct cost of the project and not routine college support.

Professional Services Unallowable: Professional and consulting services rendered by employees of the college,
except in certain specific situations, which should be explained in the awarded budget.

Subscriptions Unallowable: Subscriptions to professional journals, because the expense can't be
allocated specifically to one research project. Subscriptions are an expense built into the
indirect cost (F&A) rate.

Allowable: If you can document that you need the subscription in order to conduct the
research or carry out the project AND would not otherwise subscribe, it may be allowable
expense; check with Financial Services.

c. Treatment of Unallowable Costs

Unallowable costs are identified by Financial Services and OSR staff through review of the
Subpart E — Cost Principles of the Uniform Guidance, the applicable version of NSF Proposal
and Award Policies and Procedures Guide (PAPPG), other relevant programmatic guidance
documents, and through G



b. Post-Award Budget Revisions (Reallocations,


https://www.nsf.gov/bfa/dias/policy/fedrtc/appendix_a.pdf

provided by OSR staff), and therefore may also initiate a cost transfer request.
b. Timing of Cost Transfers

Cost transfers should be initiated as soon as possible after the original transaction,
preferably within 90 days of incurring the expense. If a particular sponsor’s cost transfer
policy is more restrictive than 90 days, the more restrictive policy applies. Financial
Services is obligated to immediately remove or disallow incorrect charges made to any
grant account, regardless of the time frame.

c. Documenting and Justifying Cost Transfers

The PI/PD should request a cost transfer in writing by e-mail to the OSR Director,
including the following information:

Amount

Description of the charge

Date of transaction

Detailed explanation of the circumstances
Accounts to move charge to/from

OSR staff may request more information if necessary and will make the determination
(using Uniform Guidance cost principles) if the transfer is allowable and allocable. OSR
then forwards the request to Financial Services for their review and approval.

Cost transfers can only be processed in the G/L by Financial Services. Cost transfers
cannot be initiated and processed by the same individual.

4. GRANT FUND EXPENDITURE APPROVAL SYSTEM

Processes and procedures for grant fund expenditures are reviewed with the PI/PD at an
initial post-award meeting with OSR staff. Through this meeting, the PI/PD is made aware of


/financial_services/documents/SKIDMORECOLLEGETRAVELPOLICY.pdf
/financial_services/documents/SKIDMORECOLLEGETRAVELPOLICY.pdf
/financial_services/documents/P-CardPolicy.pdf
/financial_services/documents/Business-Visa-Card-Policy-and-Procedures.pdf
/financial_services/documents/Business-Visa-Card-Policy-and-Procedures.pdf
/purchasing/policies_and_procedures/index.php

a. Travel

The College’s Travel and Entertainment Policy and Business VIA Card Policy and Procedures
(see above) provide guidelines for the accounting and reporting of travel and other business





/sponsored_research/images/SubrecipientCommitmentFormSkidmore.pdf

a. Technical

Technical reports are the responsibility of the PI/PD. OSR staff and Financial Services
ensure institutional compliance by monitoring the status of sponsored program grant award
reports. When reports are due, the OSR Director will notify the PI/PD via email of the
upcoming due date.

Sponsor guidelines must be followed for



upcoming due date.

Sponsor guidelines must be followed for reporting, including the use of the sponsor’s
templates, forms, and format, as required. Failure to submit required reports by the report
due date may affect payment or disbursement of grant funds, and may also jeopardize
future funding to the PI/PD and/or the College. OSR staff are available to assist the PI/PD
with the development of the technical report, including helping to address questions about
the report requirements. The PI/PD should immediately contact OSR in the event a delay
arises in completing the technical reporting requirements by the due date.

b. Financial

Financial reports will be prepared and submitted by Financial Services. In the event the
sponsor requires additional detailed financial reporting information, Financial Services will
contact OSR staff via email to request the additional information.

c. Invention Certifications

Final Invention Statements or Certifications may be required by the sponsor, as
documented in the award terms and conditions. The PI/PD is responsible for initiating the
completion of this form, in consultation with the OSR Director. Once the required
information on the form is completed, the Signing Official (OSR Director) submits it to the
sponsor according to the sponsor’s project closeout procedures.

RECORD RETENTION

Most sponsors require the grantee to retain all files and documents for three years after the
termination of the award and completion of an audit, or for five years if an audit has not
occurred. If the sponsor requires a different retention period per the award terms and
conditions or other relevant guidelines, Skidmore will comply and retain the records for the
designated period of time.

Financial Services is responsible for retaining purchase orders, invoices, personnel files,
payroll records, financial reports, and other official documents. OSR also retains copies of
purchase orders, invoices, award notices, executed agreements, and monthly budget
reconciliations. The PI/PD is responsible for maintaining all project data (as planned and
stated in the project proposal’s data management plan), technical reports, and any
supporting documentation. Records can be stored electronically.
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