Budget Request Form Instructions
6/18/2007

Instructions to complete a UAF BUDGET REQUEST FORM  --  GRANT SETUP (BRF-grnt).  

This form is used as the 1st part of a worksheet package finalized by the OGCA reviewer when processing award documents.  When the reviewers have completed their process of the Award Documents they pass it on to the Setup person.  The information on the BRF-grnt is used in the data entry of the FRAGRNT screens on Banner.  

FRAGRNT is the form on Banner that contains the grant information.  It is used to maintain information on key personnel, funding agency, indirect costs, A133 compliance data, and more.  Most of the information on this form defaulted from FRAPROP.  FRAPROP is the Banner form that is used to maintain the sponsored project information on the proposal submitted to various external funding agencies.

Complete this form only when the process you are requesting OGCA complete will require a change to the FRAGRNT screens on Banner.  Not all areas need to be completed by the Unit for Grants & Contracts (OGCA) to process these Budget Request Forms. These are annotated below.
These instructions will assist in the completion of all spaces on this BRF-grnt.  Additionally, they can serve as a guide through the FRAGRNT screens.

1 Type of Request:  Select from the drop down menu New Grant or Change Existing.

1. New Grant:  Select this option to establish a new Grant code on Banner.  A Proposal Code must already be established on Banner.
2. Change Existing:  Select this option to change the existing data in Banner.  The Grant Code must already be established on Banner.  

2 Grant Code:   Grant Code will be completed by OGCA if this is a BRF-grnt for a new award, otherwise please enter the existing Grant Code for this project (Gxxxxxxxx).

3 Proposal Code:  Enter the code assigned to the proposal by Banner from the Proposal module (FRAPROP).

4 Responsible Org:  This field defaults from FRAPROP.  Enter an Org Code to be used an identifier for the project.  Currently this must be a “D” level Org Code.   This field is retrievable through Data Browser (FTMORGN – hierarchy). 
5 Short Title:  Both the long & short titles will default from FRAPROP.  Enter a descriptive short title (maximum of 35 characters). Please use a short title that is meaningful to the award as this is the title that will appear on most reports.  The long title input to FRAPROP should match exactly the long title of the project as submitted to the agency as this is the title they will probably assign to the award.

6 Agency Code:  This MUST be a valid LOW-LEVEL agency code. This field defaults from FRAPROP so it is important that the correct code is entered during the proposal phase (FTMAGCY). The billing module looks at this field for the billing address. If the billing address on the award is different from the Agency Code used in FRAPROP, OGCA will make the adjustment.
7 Agency Name:  Enter the full agency name that is attached to the Agency Code.
8 Primary PI ID:  This field defaults from FRAPROP.  Enter the primary principal investigator’s unique UA identification number.  This should be the PI the funding agency considers PRIMARILY responsible for the completion of the project. 
9 Name:   Enter the name of the primary principal investigator whose ID was entered in the Primary PI ID field.

10 Project Start Date:  Enter the date that the project starts as per the award documents. This can different if pre-award costs are to be incurred. Utilization of a 90-day prior to award period can be used in consultation with OGCA and the correct OPAS documentation. Start dates cannot be changed once the FRAGRNT field is established and saved in Banner.
11 Project End Date:  Enter the date of current award period as per the award documents. If the award is multi-year, change end date as each modification/amendment is received that extends the term of the total award. Be aware that “award dates” and “funding dates” may be different. OGCA will abide by the “funding dates” criterion if one is cited in the award document.
12 FUNDING:  Enter the exact amount of the current funding, even if cents are included.
Current:  If this is an assumption of liability , no entry will be made in this column.  If this is a funded award, enter the amount of the current award or modification if this is the original award. For additional funding within the same fiscal year, add the modification amount to any other amount currently shown in the Current field. 
Cumulative: If this is assumption of liability, no entry will be made in this column.  If this is a funded award enter the total amount AUTHORIZED by the funding agency for payment requests (regardless of the payment method). (e.g., total of all award notices – original plus modifications.)

Maximum: If this is assumption of liability, no entry will be made in this column.  If this is a funded award enter the total amount AWARDED by the funding agency, regardless of the amount authorized for payment.

13 Grant Type:  This field identifies the type of award document issued by the funding agency.  The options in the drop down menu are the only valid types:

G
Grant

C
Contract

A
Cooperative Agreement or state RSA

O
Other 

14 Federal/ Nonfederal/ Passthru:  This field identifies the type of funding to be received from the funding agency. The options in the drop down menu are the only valid types, they are as follows:

F
Funding received directly from a federal source

P
Federal funding received via a non-federal source 

N
Funding is not directly or indirectly from a federal source

15 Equip Code:  This field identifies who has title to any equipment purchased with the project funds.  Nine options are listed in the drop down menu, it is not an all inclusive list.  The following are the most common valid types:

FA
Federally Funded w/Restr upon Acquisition

FC
Federally Funded w/Restr upon Completion

FF
Federally Funded/Owned

FR
Federally Funded w/Restrictions

FU
Federally Funded/Univer Owned

GU
Foundation Funded/Univ Owned

LL
Locally Funded/Locally Owned

LU
Locally Funded/Univ Owned

NO
Equipment Purchase Prohibited

PP
Privately Funded/Owned

PU
Privately Funded/Univ Owned

SS
State Funded/State Owned

SU
State Funded/University Owned


16 CFDA:  This field is to be completed where the source of funding for the project is Federal or Passthru (see 15) AND is NOT a fixed price contract.  It identifies the number applicable from the Catalog of Federal Domestic Assistance.  If the CFDA is not written into the award document, see FRVCFDA on Banner for valid codes.

17 Award #:  This will default from FRAPROP and we will need to change it.  It is used in FRAPROP to enter the Unit’s internal proposal number. If setup is under Assumption of Liability, enter “Pending.” If you know the award number, enter it exactly as it appears on the award document. Examples:
	NSF Grant
	OCS-9019625

	State Reimbursable Services Agreement
	EN0840275

	Memorandums of Agreement
	MOA dated 01-FEB-1995

	UA Foundation
	60798

	Alyeska Pipeline Svcs. Co. Work Orders
	TAPS 4490 WO #140


18 Locn code:  This will default from FRAPROP.  Enter a valid location code from the list available on Banner.  The Banner list contains all UA locations.  Then select from the drop down menu if this location is on or off campus.  Currently this is not a mandatory field.

19 F&A Cost Codes:  The Code fields will default from FRAPROP.  Enter the appropriate code; the list function is available on Banner (FTMINDR).  If this is to be a multi-fund project enter the codes applicable to the dominant fund (i.e., the highest rate code &/or the distribution code for the lead unit).  The different codes will be identified on the BRF-fund for the other funds.  

20 Indirect Cost Distribution ORG:  Enter the department indirect cost distribution org.  This is the org to which the department’s portion of indirect should be distributed.  If more than one department is involved in a new project with the indirect from each part going to separate departments, then a separate BRF-fund needs to be submitted for each Org/Fund to be established for each part of the project.  This must be agreed upon by all departments at the beginning of the project.

Basis Code:  Enter the basis code for the indirect cost.  The following are the only valid codes for use (see FRVBASI on Banner):
S&W:  Salaries and Wages – F&A is calculated on salaries and wages ONLY.  All other account codes charged are not subject.
TDC:  Total Direct Cost – F&A is calculated on all costs in all account code categories, except F&A costs.
2MTDC02: Modified Total Direct Cost FY02-06 – F&A is calculated according to the negotiated rates assigned under the ONR agreement. F&A is calculated on all cost categories except;  

Qualified Sub-agreement costs in excess of $25,000

Pre-approved major, unique purchases in excess of $25,000


Long-term rental costs (in excess of 2 yrs.)

Ship Use charges

Equipment

Student Aid

F&A Costs
EVOS (Exxon Valdez Oil funds):  Same as 2MTDC02 except it includes a special rate for Qualified Sub-agreements cost in excess of $250,000

21 Rate Code: See FRVINDR on Banner for the most current listing of allowable rate codes.  FRN-FRW (Research); FTN-FTW (Training); FSN-FSW (Other); FHN (Ship Ops); FFN (Poker Flats); FAN (Supercomputer). 
22 Percentage: Enter the actual percentage dominant to the project (should match the percentage for the Rate Code) If zero, leave blank. Do not include the percentage sign.
23 IDC Waiver:  Enter no or n/a if this project is using the ONR negotiated rate.  If this project is using a F&A rate less than the ONR negotiated rates enter yes if a waiver was approved during the proposal stage, preapproved if the reduced rate used is on the preapproved waiver listing, or pending if you are still awaiting approval from the Vice Chancellor (note:  pending may delay the setup of your fund & budget).

24 Charge Code:  Account Code 7811 (qualified P&PS projects use account code 3061)

25 Distribution Code: See FRVINDD on Banner for the most current listing of allowable distribution codes. 
26 Personnel Information: 
   Co-PI’s:  These will default from FRAPROP.  If applicable, enter the Code;

002 – UAA Co-PI

003 – UAF Co-PI

004 – UAJ Co-PI

005 – Non-UA Co-PI
Enter the ID numbers without hyphens, and the names (last, first & middle initial) of all additional Co-principal investigators for this project.  Use a separate sheet if necessary.

006 – Dept Fiscal SSN or Code and Name:  Enter the ID number, or assigned departmental acronym if one has been assigned (e.g., SFOS1), and name of the responsible fiscal person of the primary department for this project.

007 – Grant Tech Code and Name:  Enter Fed 1, 2, 3, 4; SLF1; PRV1. Sponsor responsibility can be found for each technician at the OGCA website, under “Staff.”
27 Grant Billing Information: for OGCA use only.

28 Defined Field Codes:  These Codes will default from FRAPROP.  This section provides additional information related to the project.  Choose from the following codes for each grant set up:

FIN. AID
Financial Aid


RESEARCH/DEVL
Research/Development


OTHER-OSA
Other Sponsored Activity

OTHER-Training
Other Sponsored Training


MULTI-FUND
Grant has multiple funds


MULTI-ACTIVITY
Grant has multiple activities 


MULTI-CAMPUS
Grant involves multiple campuses


MAJOR PROG
Major program approved designation (EPSCoR, INBRE, etc)

Check other boxes as appropriate. If the M/CS box is checked, prepare Grant/Fund forms to create the Fund 14. 
Multiple Funds box may be checked if you have a large program and will require multiple funds be established for management of multiple research categories. 
Greater than ten (10) funds in more than one area will be given multiple predecessor fund codes. (EPSCoR has six individual research areas, each having many funds. Their predecessor codes use different letters of the alphabet to identify these areas in Banner.)
There are additional codes to assist the definition of this project. Go to FRVSDAT.
29 Pass Thru Agency Information This field is to be completed where the source of funding for the project is Federal or Passthru (see 15).  It identifies the percentage of funding to be received from the funding agency that originated from a federal agency. (e.g., when doing 34.6% passthrough, enter .346 – do not use percentage sign)  Enter the award number issued to the funding agency from the federal agency; if unknown, leave blank.

30 Match/Cost Share Information.  Check one box according to the language on the award. Enter the amount of the total required M/CS. Enter org(s), leave fund blank (fund 14 number will be entered here) and enter amount(s) as necessary. Use the Additional M/CS information area to explain how the match/cost share is being derived (e.g., salary for PI). If the match/cost share is third party, enter the name of the entity(s) and the amount to be shared in this comment area. Prepare Grant and Fund Maintenance Forms according to instructions in Appendix A, for creation of fund 14 data in Banner.
31 Additional Info for Grant Setup:  Any other special identifying information, if necessary. Usually used to identify modifications or amendments to existing awards as identifiers.
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