Mon, 24 Oct 2005 

Budget Request Form preparation. Some gentle reminders, based on the most frequently-seen errors.

 1) Please use the unique UAF personnel identifier number for PI and fiscal officer information, not their SSN, on BRFs. We are no longer slating unusable BRFs for destruction. Use of SSN's may compromise your employee's identity. (We do look, but the opportunity for error is always there.)

 2) Please always add Fiscal Officer information on BOTH the grant and fund BRF's. This will reduce delay in OGCA setup while we track down information necessary for setup and/or have to write the information in.

 3) Always double-check your F&A calculation on the fund BRF(s). Putting a check mark next to the F&A amount on the fund BRF will let the reviewer know that you have done this and we don't have to, and will significantly reduce BRF review.

 4) Term date should be project end date plus 45 calendar days; expiration end date should be project end plus 60 days (to the closest month end). This allows OGCA the time to let the second month after project end close and run a correct final billing without manual intervention after-the-fact.

5) Please add your name if you are the preparer, and your extension number. If we've got a question, we can get directly to the right person.

Many thanks in this, and all you do to help move things along.

Maggie

