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Introduction

Conference and Meeting grants can be difficult to
manage—Federal oversight of the nuanced
budget categories requires a high-level of detail to
ensure a successful proposal. This session is
intended to examine the expense categories
commonly associated with Conference and
Meeting grants, from proposal preparation to post-
award management.

We will focus on federal sponsor rather than non-
federal, as non-federal sponsors place fewer
restrictions on allowable expenses.

Objectives:

* Participants will gain an
understanding of allowable
costs for conferences and
meetings

 Participants will be
Introduced to categorizing
conference costs within a
proposal

 Participants will learn about
program income, inclusion
requirements in a proposal
and accounting
methodologies




Conferences
and Meetings
are a bit different
right now...

We will be presenting information
based on a non-pandemic
environment. Please note that
due to COVID-19, many
additional guidelines are in place
for the various federal sponsors.




What is a Conference/Meeting Grant?

Uniform Guidance: § 200.432 Conferences:

A conference is defined as a meeting, retreat, seminar, symposium,
workshop or event whose primary purpose is the dissemination of technical
information beyond the non-Federal entity and is necessary and reasonable
for successful performance under the Federal award. Allowable conference
costs paid by the non-Federal entity as a sponsor or host of the conference
may include rental of facilities, speakers' fees, costs of meals and
refreshments, local transportation, and other items incidental to such
conferences unless further restricted by the terms and conditions of

the Federal award. As needed, the costs of identifying, but not providing,
locally available dependent-care resources are allowable. Conference
hosts/sponsors must exercise discretion and judgment in ensuring that
conference costs are appropriate, necessary and managed in a manner that
minimizes costs to the Federal award. The Federal awarding agency may
authorize exceptions where appropriate for programs including Indian tribes,
children, and the elderly.



https://www.law.cornell.edu/cfr/text/2/200.432
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=e70d4d5b3d21f635ea2aec391214bde6&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.432
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=081a194046528468942c369470c2966a&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.432
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=e70d4d5b3d21f635ea2aec391214bde6&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.432
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=081a194046528468942c369470c2966a&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.432
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=081a194046528468942c369470c2966a&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.432
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=a56842fe7ffc1adf97444068765fa6be&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.432




Step 1: Carefully review the Program Announcement

The Program Announcement (often called RFP, RFA, FAQO) will
typically list the specific requirements for submission, including what
can and cannot be included in the grant. It is always a good idea to
carefully review this before preparing your proposal.

However, in some cases, the program announcement might not
provide a lot of information outside of what to address in the project
narrative—for example, we will look at NSF 21-541.




Example:
NSF 21-541

Here we have the Proposal
Preparation Instructions—this
section includes a lot of what the
sponsor is looking for in the
descriptive sections of the
proposal, such as the project
narrative... but what about budget
information?

A. Proposal Preparation Instructions

Full Proposal Preparation Instructions: Proposers may opl o submil proposals in response (o this Program Solicitalion via FasiLane or Grants.gov.

« Full proposals submitted via FastLane: Proposals submitted in response o this program saolicitation should be prepared and submitted in accordance
with the general guidelines contained in the NSF Proposal & Award Palicies & Procedures Guide (PAFPPG). The complete lext of the PAPPG is
available alectronically on the NSF websile at: hilpsJiwww nsi.govipublications/pub_summ. jsp?ods_key=pappg. Paper copies of the PAPPG may ba
obilained from the NSF Publications Clearinghouse, telephone (T03) 282-8134 or by e-mail from nslpubs@nsl.gov. Proposers are reminded lo identify
this program solicitation number in the program solicitation block on the NSF Cover Sheat For Proposal 1o the Mational Science Foundation.
Compliance with this requirement is criical o delermining the relevant proposal processing guidelines. Failure to submit this information may dalay
processing.

« Full proposals submitted via Granls.gov: Proposals submitled in response lo this program solicitation via Grants.gov should be prepared and submitbed
in accordance with the NSF Grants.gov Application Guide: A Guide for the Praparafion and Submission of NSF Applicalions wvia Grants.gov. The
complete text of the NSF Grants.gov Application Guide is available on the Granis.gov websile and on the NSF website at:

{hitps:fwww nsl.gowpublications/pub_summ_jspYods_key=granisgovguide). To oblain copias of the Application Guide and Application Farms Packaga,
click on the Apply tab on the Granls.gov sile, then click on the Apply Step 1: Download a Grant Application Package and Application Instructions link
and enter the funding opportunily number, (the program solicitation number without the MSF prefix) and press the Download Package bulton. Paper
copies of the Granls gov Application Guide also may be oblainad from the NSF Publications Clearinghouse, lelephone (T03) 2592-8134 or by e-mail
from nsfpubs@nsl.gov.

In determining which mathod to wilize in the alectronic preparation and submission of the proposal, please note the following:

Collaborative Proposals. All collaborative proposals submitted as separate submissions from mulliple organizations must be submilled via FasiLane. PAPPG
Chapler 11.0.3 provides additional information on collaborative proposals.

Sea PAPPG Chapler |1.E.T for guidance an the required seclions of a Conferance proposal submilled o NSF.
In ther proposal preparation module in FasiLane or Granis.gov, select "Conference™ as the proposal type.

This solicitation contains information that supplements the PAPPG or NSF Granis.gov Application Guide proposal preparation guidelines. In addition to the
requirements listed in PAPPG, Chapter ILE.T, investigators are directed to pay parlicular altention to the contents of DMS Priorities in Seclion Il and the
Additional Review Criteria in Section VI_A below. Proposals that do not provide the necessary informaltion will be returned withoul review.

All proposals for conferances, workshops, or related aclivities must:

Offer a strong sciantific reason for the proposed activity;

Distinguish the planned project from other conferences and aclivities, particularly from recent or similar activities;

Justify, if appropriale, how wall any prior NSF support was used in preliminary or precursor aclivities;

Devote substantial funds to support participation by individuals who do not have other federal support, or who are sludents, post-docioral scholars, or
from under-represanted groups;

Describe plans bo recruil and involve a diversity of participants, both individuals and institutions;

Describe plans for disseminating resulls of the activity.

L

- .

Maole that thesa crileria parmil a conference o coincide with a personal or communily anniversary of an occasion honoring an individual's contributions, but such
a coincidence is not a scientific reason and thus will not satisty this requirement. Also nole that dissemination plans may include proceedings, weab sites, special
arliclas in various publications, special issues of journals, or special talks/presentations o students. Such steps broaden the impact of the activity. If funding for a
“year n+1" N5F-funded conferance is being requested, proposals should document how effective the previous "n” years of supporl were used and justify the
impact of another year of funding.

This required information should be detailed anough to answer the following questions:

Whal is the purpose of this aclivity? How is it different from others?

Whal is the sciantific focus? Why is this topic imely and important?

Haw will the activily or conference be struclured? Be specific.

Wha will be invalved? If there is an arganizing commitiesa, who are ils members? If there is a management leam, who are its members? If mulliple
instilutions are invalved, what is the overall management plan? Who are the planned senior parlicipants (e.g., inviled speakers, session directors)?
How will participants be recruited and chosen? If appropriate, how will the activity be widely adverlised, so that broad participation can be achieved?
Whal steps will be taken to ensure diversily (women, minarities, persons with disabilities; institutional; geographical; and olher aspects of diversity)?
Where and when will the aclivity be held? Whal facilities will be used?

» Whal steps will be taken to disseminate the resulls of the aclivity?
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Example:
NSF 21-541

Obviously, not a lot of information is
being provided here.

It is also important to have
sponsor-specific guides available to
fully understand what to include in
the proposal, especially when it
comes to budgeting.

B. Budgetary Information

Cost Sharing:

Caosl sharing is nol required under this solicitation.



Sponsor Guidelines:

These are essential tools for proposal development,
often including more nuanced information regarding
that should be included in the application, and what is
allowable per the specific sponsor.

NSF: PAPPG
NIH: GPS and NIH Application Guide

USDA/NIFA: NIFA Grants.gov Application
Guide

> FDA

S
“\__“_\.
°

/

2 R A
ALt A
a.:f.’}d:/f/‘/ ./ / g
e



https://www.nsf.gov/pubs/policydocs/pappg20_1/index.jsp
https://grants.nih.gov/policy/nihgps/index.htm
https://grants.nih.gov/grants/how-to-apply-application-guide.html
https://nifa.usda.gov/sites/default/files/resource/Sample-NIFA-Grants-Application-Guide-20190827.pdf

Still have questions?

Solicitations and Guidelines can be difficult to
navigate, and even more difficult to understand.
Be sure to reach out to your internal and external
support systems if you are unsure about
something:

« Department Research Administrator/Business
Official

« Sponsored Projects/Centralized Office for
Sponsored Research

» Program Official, or PO, is the sponsor point-of-
contact, typically listed in the solicitation and
program website.




Step 2: Plan Accordingly

Contracts/awards can take time—make sure to plan time appropriately.
NSF indicates that a proposal should be submitted at least a year in
advanced of the scheduled date.

With Conferences/Meetings, there are additional things that should be
takdentlnr’g[odc?n&deratlon outside of the mandated proposal due dates
and start date:

Announcement of the Conference/Meeting
Registration Periods

Travel

Food Services

Optics of Location

It is important that you work with your business offices and centralized
sponsored research office to ensure institutional guidelines are followed
when planning. Be sure you are utilizing appropriate
departtments/requwements when planning these components of the
project.



Uniform Guidance:
Suggested Guidance for Conference Planning

Uniform Guidance provides extensive guidelines when it comes to planning for your
conference/meeting project. Be sure to consult 41 CFR Appendix E to Chapter 301 —
Suggested Guidance for Conference Planning.

Within these guidelines, specifics on the following are provided to get you started:

» Planning Committee — operational group significantly contributing to the success/needs
for the conference.

» Milestone Schedule — listing of project milestones to include each major step.
» Specification Sheet — identify essential elements and determine costs.

« Budgeting — decide how the conference expenses will be paid, and through what
sources of funding.

This comprehensive guide also touches on topics of location, facilities, food &
refreshments, announcements/invitations, and much more... Be sure to utilize this guide!



https://www.law.cornell.edu/cfr/text/41/appendix-E_to_chapter_301

Step 3: Budgeting

Federal sponsors have very specific allowances when it comes to
budgeting for Conferences/Meetings. In this section we will cover
some of the basics of allowable vs. unallowable costs.




Alcohol

Uniform Guidance is clear on the inclusion of
Alcoholic beverages: federal funds cannot be
used to purchase alcohol.

§ 200.423 Alcoholic beverages.
Costs of alcoholic beverages are unallowable.



https://www.law.cornell.edu/cfr/text/2/200.423

Entertainment

Similar to Alcohol, Entertainment is generally
not allowed. However, Uniform Guidance
does provide more instruction on when costs
related to entertainment may be allowable:

§ 200.438 Entertainment costs.

Costs of entertainment, including amusement,
diversion, and social activities and any associated
costs are unallowable, except where specific costs
that might otherwise be considered entertainment
have a programmatic purpose and are authorized
either in the approved budget for the Federal
award or with prior written approval of the Federal
awarding agency.



https://www.law.cornell.edu/cfr/text/2/200.438
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=fac3761eb2616ec8bc8319f290835620&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.438
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=081a194046528468942c369470c2966a&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.438
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=a56842fe7ffc1adf97444068765fa6be&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.438

Lobbying

The use of federal funds for lobbying is never
an allowable expense.

§ 200.450 Lobbying.

(a) The cost of certain influencing activities
associated with obtaining grants, contracts, or
cooperative agreements, or loans is an unallowable
cost ...

(b) Executive lobbying costs. Costs incurred in
attempting to improperly influence either directly or
indirectly, an employee or officer of the executive
branch of the Federal Government to give
consideration or to act regarding a Federal

award or a regulatory matter are unallowable...



https://www.law.cornell.edu/cfr/text/2/200.450
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=a1a95404d524c69c2b6bbfc9e9d255cc&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.450
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=081a194046528468942c369470c2966a&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.450

Room Rental and A/V Equipment

Room/Meeting Space and A/V Equipment

rental is an allowable, and necessary cost

aGssociated with Conference and Meeting
rants.

§ 200.465 Rental costs of real
property and equipment.

(a) Subject to the limitations described in
paragraphs (b) through (d) of this section, rental
costs are allowable to the extent that the rates
are reasonable in light of such factors as: rental
costs of comparable property, if any; market
conditions in the area; alternatives available; and
the type, life expectancy, condition, and value of
the property leased. Rental arrangements should
be reviewed periodically to determine if
circumstances have changed and other options
are available.

Take into account, however, that these costs
need to be reasonable, as compared to market
value/conditions of the area.



https://www.law.cornell.edu/cfr/text/2/200.465
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=cd1b615176564046b0a6fa05da9b1aa8&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.465
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=cd1b615176564046b0a6fa05da9b1aa8&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:E:Subjgrp:41:200.465

Speaker Fees

As outlined in § 200.432 Conferences, speaker
fees are an allowable expense.

Remember, speakers are not participants, and in
general, should not be budgeted as participant
support. NSF provides further guidance on this
distinction:

if the primary purpose of the individual’'s attendance at the
conference is learning and receiving training as a participant,
then the costs may be included under participant support. If the
primary purpose is to speak or assist with management of the
conference, then such costs should be budgeted in appropriate
categories other than participant support.

Be sure to check your institutional policy
regarding payment mechanisms for speakers.



https://www.law.cornell.edu/cfr/text/2/200.432

Employee payroll/travel expenses/per diem

Budgeting personnel, travel, and per diem
costs for employees of the receiving
institute is an essential expense for
conference grants, and generally allowable.

Be sure to review sponsor-specific
guidelines for an understanding on the
expectations regarding personnel effort.

Remember: Planning is essential for
budgeting—given location-specific travel
expenses, it is important to plan certain
aspects of the Conference prior to
submission to ensure expenses are
reasonable and realistic.




Participant Support Costs

Participant Support Costs are generally
allowable on Conference and Meeting
Grants, however, these costs are typically
heavily scrutinized by Federal sponsors,
and should be budgeted carefully. Defined
in § 200.1 - Definitions as:

Patrticipant support costs means direct costs for
items such as stipends or subsistence
allowances, travel allowances, and registration
fees paid to or on behalf of participants or
trainees (but not employees) in connection with
conferences, or training projects.


https://www.law.cornell.edu/cfr/text/2/200.1

Participant Support Costs

Direct costs for items such as stipends or subsistence allowances, travel allowances, and registration fees paid to or
on behalf of participants or trainees (but not employees) in connection with conferences. Such allowances must be
reasonable, in conformance with the policy of the proposing organization and limited to the days of attendance at
the conference plus the actual travel time required to reach the conference location. Where meals or lodgings are
furnished without charge or at a nominal cost (e.g., as part of the registration fee), the per diem or subsistence
allowance should be correspondingly reduced. Although local participants may participate in conference meals and
coffee breaks, funds may not be proposed to pay per diem or similar expenses for local participants in the
conference.

Not Participant Support Costs

Speakers and trainers generally are not considered participants. However, if the primary purpose of the individual’s
attendance at the conference is learning and receiving training as a participant, then the costs may be included under
participant support. If the primary purpose is to speak or assist with management of the conference, then such costs
should be budgeted in appropriate categories other than participant support.

Venue rental fees, catering costs, supplies, etc. that will be secured through a service agreement/contract

Employees of the university hosting the conference



Food — check with specific sponsor regulations

Food-related expenses associated with
a conference are allowable when:

* The event at which the meal expenses
are incurred meets definition of a
“conference”

« are an integral and necessary part of the
conference (e.g., working meals where
business is transacted)

» The expenses are paid by the university
as the sponsor or host of the event

Note: NSF does not allow the use of federal
funds for meal/coffee breaks for intramural
meetings (labs, departments, centers).




Dependent Care — check with sponsor regulations

As needed, the costs of identifying, but not
providing, locally available dependent care
resources may be included.




Checking the FAQs—what do you think?

Is it allowable for a person whose travel costs To the extent that a portion of time at a conference is spent
on lobbying activities, costs associated with the lobbying,

are being paid with Federal grant funds to including transportation to and from Washington, DC,

attend a conference in Washington, DC, and g;ggitngﬁ gped per Igg%r!;,a_v_mrgeequgbg Cha".filed to tf;e ﬁegeratl
o . X i i r conference lasts for two
lobby members of Congress while in town? days and a visit to lobby a member of Congress requires an
additional day of travel, 1/3 of all costs involved in attending
the meeting or conference, including travel to and from
Washington, DC, may not be charged to the grant.

N LDy f d




Checking the FAQs—what do you think?

Are costs such as room rental fees, catering,

supplies, etc. related to an NSF-sponsored No, the participant support cost line in the NSF

conference considered participant support budget should not be used for such costs.
costs?




Program Income at the Pre-award Stage:

Program Income is typical for Conference and Meeting Grants—
typically, this comes in the form of registration fees. Per Uniform
Guidance § 200.307 Program Income:

Non-Federal entities are encouraged to earn income to defray program
costs where appropriate.

At the proposal stage, it is important to understand how to record
expected Program Income when submitting a Proposal.

Note that, although the actual amount of income cannot be truly
known, you should estimate the expected amount of program
income when submitting your proposal. Consider registration fee
amounts and the number of expected participants when developing
your budget.



https://www.law.cornell.edu/cfr/text/2/200.307

For NIH and NIFA Grants,

Program |ncome is recorded 15. ESTIMATED PROJECT FUNDING
in two places:
a. Total Federal Funds Requested® $0.00

: b. Total Non-Federal Funds® $0.00
Iged SF424 Cov(e;rfpa?he, fleld c. Total Federal & Non-Federal Funds® $0.00
e IS reserved ior the " d. Estimated Program Income™ $0.00

Estimated Program Income.
Additionally, the PHS 398
Cover Page Supplement has a
fleld fOF Program Income, #2 2. "Program Income Section
*Is program income anticipated during the periods for which the grant support is requested?

Note, in the Cover Page QO Yes O No
Su pplement, you are expeCted If you checked "yes" above (indicating that program income is anticipated), then use the format below to reflect the amount and

source(s). Otherwise, leave this section blank.

to identify the Budget Period,
Anticipated Amount ($), and
Sources of income.

*Budget Period “Anticipated Amount ($) *Source(s)




Other Federal Sponsors may
require an SF-424A.

This form also has a location
for program income, located at
the bottom of Section B.

Be sure to include the
expected program income
amount here, and that it is
associated with the correct
grant program function or
activity.

SECTION B - BUDGET CATEGORIES

6. Object Class Categories

GRANT PROGRAM, FUNCTION OR ACTIVITY

Total

(1)

i2) )]

(4)

(5)

a. Personnel

b. Fringe Benefits

c. Travel

d. Equipment

e. Supplies

f. Contractual

g. Construction

h. Other

i. Total Direct Charges (sum of 6a-6h)

j. Indirect Charges

k. TOTALS (sum of 6i and 6j)

sL. |

7. Program Income

I | Is |

Authorized for Local Reproduction

Standard Form 4244 (Rev. 7- 97)
Prescribed by OMB (Circular A -102) Page 1A
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Step 1: Carefully review the award terms and conditions

Review the award document, the FOA, the
sponsor’s award management guide, and the
awarded budget.

Look for any requirements that are specific to the
award, for what kind of reports have to be
submitted (programmatic and financial), and
reporting deadlines before making conference
arrangements.




Example: NIH Scientific Conferences (R13 and U13)

N | H expects A Note about Conference Grant Awards

Confe re n Ce g ra nt As stated in NOT-0OD-15-152, Civil Rights Protections in NIH-Supported Research, Programs, Conferences and Other Activities, consistent with existing
. . . federal civil rights laws, it is expected that organizers of NIH-supported conferences and scientific meetings take steps to maintain a safe and respectful
reC| p | entS to prOV| d e environment for all attendees by providing an environment free from discrimination and harassment, sexual or otherwise . It is expected that organizers of

NIH-supported conferences employ strategies that seek to prevent or mitigate the effects of discrimination and harassment, sexual and otherwise. Examples

atte n d eeS a n of strategies include but are not limited to:

environme nt free fro m e Establishing a conference code of conduct with clearly stated expectations of behavior, systems of reporting, and procedures for addressing
inappropriate behavior. The code of conduct and reporting mechanisms should be clear and accessible to all meeting attendees.

dlscr“ | “natlon and ® Providing resources to support individuals who report incidents of harassment, including:
o personnel trained in advocacy and counseling,
harassment, sexual or " ’ ;

o referrals to legal or health care resources,
Oth e r'WI Se o procedures for ensuring the safety of all conference attendees, up to and including removing a perpetrator from the conference, and
o conducting conference climate surveys specifically related to sexual harassment and professional misconduct.

As a part of the Terms and Conditions of a Conference Grant or Cooperative Agreement Award, awardees should ensure that all conference material
(promotional materials, agenda, publications on internet sites) includes an acknowledgement of NIH grant support. A disclaimer stating the following

should also be included where appropriate:

“Funding for this conference was made possible [in part] by [insert grant number] from [insert IC name]. The views expressed in written conference
materials or publications and by speakers and moderators do not necessarily reflect the official policies of the Department of Health and Human
Services; nor does mention of trade names, commercial practices, or organizations imply endorsement by the U.S. Government.”



Be sure you know whether you have
a grant, cooperative agreement, or
contract because sponsors can have
different requirements for each of

them.




Department of Justice-Sponsored Conference
Request and Report

n ! g 5 - ’ __'__.-"'I
E X a I I I p I e ] A FER colf indfcates hat pour entoy exceeds the D meal threshold AV cannot be suhmitted unfess within ifie meaf threshiold

A YELLOW celfindicates that vour entry excecds e S hreshald and adaitional fastiffeation must e provided

A GREY box fndicates thal 0o eaiey 55 required

Department of Justice

JMO Tracking Mumber
Date Received

COMPONENT USE ONLY:
Component Internal Tracking Mumber| Federal Usze Only

szl -
CAContract Number

The Department of Justice requires CA o
CaAlContract PolC Phaone CAlCantract

prior written approval for Pl Eml

Fequest Cost Actual Cost OLP Average 00 Average

conferences funded by cooperative Cone e
A. GENERAL CONFERENCE INFORMATION:

agreements and contracts but not e o fomes

2. Comporent Mame #hae Sowad [ DJP - Dffice of Justice Programs

for grants and no-cost 3 It submission o o corlence | orane Rues
. . 4. JMD Tracking # Aeor iy | e,
videoconferences or webinars. An S i s e~ Submissonor

previously dizapproved conference,

approved award budget for a T e

(lin Abdnsiamiangd

cooperative agreement or contract v Con Y ES S5 375 o
i S n Ot p ri O r a p p rova I . 3. [Fthis i; a Blanket Request,

indicate for each: 1)1 Mumber of
occurrences this fiscal vear, 2]

3. Conference Start Date

0. Canference End Date

1. Loeation: Country Fan Soanead
12, Location: State ! Territarg
Pozsession (Fian Sonasd

13, Location: City

1. Justification that conference is
eszential to accomplishing core
mission

15. Funding Appropriation Sumbaol
16. Facility Mame /Sheedin/
7. Facility Type [FederallMan-

Federall
18 Crmruere = Fins farasmen kMR




Step 2: Make purchases, contract for goods and services,
monitor expenses

Review expenses as they're
incurred to be sure
expenditures are allowable
under the terms and
conditions of the award and
are within the period of
performance.




,_,h,g Look before you leap!

;_.__”f'; ,# ‘_ .‘_4'&

Allowable costs with caveats to watch out for:

» Conference services
» Consultant services
« Equipment rental

* Meals

» Coffee breaks

» Publication costs

« Speaker fees

» Supplies

* Travel

» Conference venues




Step 3: Manage program income

Uniform Guidance: §200.80 Program income

Program income is gross income generated by a
funded activity. This may happen for a conference if
registration fees to attend are charged. o

Pro tips for managing program income:

« Spend program income before spending grant \
funds.

- If a cost is allowable under the program award,
then it is allowable to use program income for
that cost. .



https://www.ecfr.gov/cgi-bin/text-idx?SID=6cf6a27c5ee603c25997103365c2952a&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_180

Program Income

120 _
- — Additive Program Income, $20K
100 —

80
60
— Committed by Sponsor, $100K

40

20

O —_—
Project

Funds Committed by
Sponsor

Additive:

Program Income funds are
added to award funds,
increasing the amount
available to accomplish the
objectives.

In this instance, the sponsor
commits $100K, and $20K of
Program Income adds to this
amount, giving the PI
authority to spend a total of
$120K.



Program Income

120

100

- — Deductive Program Income, $20K

80
60

40 — Committed by Sponsor, S80K

20

O ——
Project

Funds Committed by
Sponsor

Deductive:

Total funds available remain the
same and funds generated are
deducted from the financial
commitment of the sponsor.

In this instance, the award
amount is $100K, and $20K of
Program Income is reduced
from the sponsor’s portion,
giving the Pl authority to spend
a total of $100K, and reducing
sponsor commitment to $80K.



Matching: Add/Deduct:

Program Income funds are used to finance A portion of Program Income, specified by
the non-sponsor share (mandatory or the sponsor, is added to award funds
committed cost share). iIncreasing the amount available, while the

remaining Program Income is deducted from
the sponsor’s financial commitment.

Program Income Program Income
120 120
Additive Program Income, $10K
100 — 100
Deductive Program Income, $10K
80 80
60 60

=— Committed by Sponsor, $100K

—

10 40 Committed by Sponsor, S90K
Funds Committed
20 - by University, $10K 20
- Matching Program
0 _ — Income, $20K 0 Project
Project Cost Share
Funds Committed by Sponsor Funds Committed by Sponsor



Step 4: Documentation and recordkeeping

Keep full documented
justification for expenses to
demonstrate how they are
necessary to meet the goals
and objectives of the award.

Documentation shows
evidence of compliance with
funder requirements in the
event of an audit.
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Sponsored Projects Records Retention Table January 15, 2016

5
Record Custodian e
Type
Record T 5 ed Retention Period
ecord Type Principal Research POnSon ention Peri
Unit
Investigator Operations
Governed by 'the standanrds of a faculty
Sponsored research records: Lab member's respective discipline’; must
notebooks, research data, technical X All . - ) - ’
minimally meet requirement for sponsor
reports, et al. ) .
type if award-specific
Sponsored award purchasing card X Al 5 Years after submission of the final
transaction records project financial report
3 Years after the date of submission of
the final expenditure report or, for
awards that are renewed quarterly or
Federal
annually, 3 years from the date of
Sponsored award records (other submission of the quarterly or annual
than agreements, modifications, financial report
and purchasing card transactions) X X
directly associated with unigue State 5 Years after award end date
sponsored awards. 2
Orther
(Mon-
3 Years after award end date
Federal,
Mon-State)
Sponsored research records not
directly associated with unigue
3 Years after fiscal year created or
sponsored awards, i.e., records not X X MNSA red -
receive
individually identifiable with a
single award?®
Sponsored award agreements and
X All 33 Years after award end date

miodifications

Keep all records, paper and/or
electronic, for as long as required
by the sponsor and institution.



“...conferences...are critical. They are how we make new
professional connections, and share ideas, and we come away
with new energy and enthusiasm for our work.”

Sethuraman “Panch” Panchanathan, Director, National Science

Foundation
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