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Award Setup 
When a sponsor decides to fund a proposal, it sends out a Notice of Award to ECU. 
This notice lists key details about the award and any terms or conditions which govern 
the use of the sponsor’s funds. 

Awards are negotiated and accepted by the ORA PreAward Team. No other units are 
authorized to accept awards on behalf of ECU. The budget, personnel, or scope of work 
may require revision based on the awarding decision of the sponsor. 

Once the award is accepted, research administrators work with the principal investigator 
to initiate the project. For example, personnel may need to be hired, equipment may 
need to be purchased, or other actions may be needed for the work to begin. 

 

Award Process at ECU 

 

 

 
 

 



   

 

Pre-Award Spending 
What if you almost have an award? 

A PI comes to you and tells you that s/he has received an award, but ECU has not 
received the official award document, what do you do? 

Some common wrong answers are: 

• Start spending funds on a departmental account; you can always transfer the 
charges later. 

• Do nothing; you cannot take any action until the official award is made. 

The better answers are: 

• Get ORA in the loop! Send information the PI has on the award to your PreAward 
Liaison. 

• Work with ORA to contact the sponsor about timing. 
• Start planning – know what needs to happen as soon as the award arrives. 
• Request a Pre-Award Spending account through eTRACS. 

What is Pre-Award Spending? 

Pre-award costs are those incurred prior to the effective date of the award where such 
costs are necessary for efficient and timely performance of the scope of work. 

Such costs are allowable only to the extent that they would have been allowable if 
incurred after the date of the award and only with ECU approval. Note that some 
sponsors do not allow ECU to incur pre-award costs. Check with your designated Hub 
or ORA Financial Analyst to be sure. 

In most cases, pre-award spending is limited to 90 days prior to the beginning of the 
award. This can become a problem if an expected award becomes delayed. 

See Pre-Award Spending Information at https://rede.ecu.edu/oraintra/home/411-
preawardspending/. 

What is the ECU Pre-Award Spending Process? 

• Principal Investigator determines that pre-award spending is necessary for the 
conduct of the research. 

• Principal Investigator submits a Pre-Spending Request through eTRACS which 
must be approved by the department chair and an alternative source of funding 
must be identified in the event the award is not made or charges are not allowed. 

https://rede.ecu.edu/oraintra/home/411-preawardspending/
https://rede.ecu.edu/oraintra/home/411-preawardspending/


   

o Help submitting the request can be found at 
https://etracs.ecu.edu/help/help-submitting-change-requests/. 

• ORA reviews the form to determine: 
o If sponsor approval is required 
o If the request is consistent with sponsor guidelines 
o If all approvals have been secured 
o If there is a sponsor limitation on incurring pre-award costs 

• Upon approval, ORA will create a pre-award spending fund in Banner 
• Banner fund released to the Principal Investigator and research administrators in 

the managing unit. 

Note: Subagreements are not given approval for pre-award costs. Subcontract 
agreements will not be issued without having the Prime Award in hand. 

 

Notice of Award (NOA) 
What is a Notice of Award? 

• Primary document governing a sponsored project. 
• Gives ECU access to awarded funds. 
• Grants authority to spend. 
• Sets out terms and conditions including: 

o Project Dates 
o Award Amounts 
o Project Personnel 
o Key Restrictions on Spending 

 
 
 

What is Prior Approval? 

Prior approval is used to indicate the need for formal sponsor approval of a change after 
the project begins, but before the need for the change has happened. Always refer to the 
award document for instructions on how to request prior approval. 

Some examples of when you may need to ask for prior approval from a sponsor are: 

• Changes in project scope or objective 
• Change of PI or other key personnel 
• Disengagement of the PI for more than three months or a 25% reduction in effort 

scope on the project by the PI 
• Equipment acquisition exceeding sponsor limit 

https://etracs.ecu.edu/help/help-submitting-change-requests/


   

• Subcontracting a substantial portion of the programmatic work to a third party 
• Significant re-budgeting, whether or not the particular expenditures require prior 

approval; significant re-budgeting occurs when expenditures in a single direct cost 
budget category deviate (increase or decrease) from the commitment level 
established for the budget period by more than 25% of the total costs awarded 

• Need for additional funds 
• Other changes specifically cited in the award or agency-specific guidelines 

When prior approval is required by the sponsor, requests should be in writing, addressed 
to the sponsor and in advance of the change. Verbal prior approval is not accepted. 
Requests for retroactive approval should be avoided. All requests must be authorized by 
the PI and countersigned by an authorized official from the Office of Research 
Administration. 

 

What is Expanded Authority? 

Several federal agencies have adopted expanded authority policies that are intended to 
reduce overhead costs, increase research productivity, and reduce paperwork. 

Expanded Authority refers to a limited number of actions that normally require awarding 
agency prior approval but for which Department of Health and Human Services (DHHS) 
has waived its authority and given this authority to the grantee. 

The NOA will indicate whether or not the award is under expanded authorities. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

 



   

 



   

 



   

 



   

 



   

Activity 
You are given the NOA from the previous pages and are responsible for reviewing the 
award for specific information to ensure that the award is set up properly. Please 
answer the following questions: 

1. Who is the Principal Investigator? 

 

2. What is the Project Title? 
 

 

3. What is the Project Period? 

 

4. What is the Budget Period? 
 

 

5. What is the amount of funds awarded for this budget period? 

 

6. How much was awarded for Salaries and Wages? 
 

 

7. How much was awarded for Supplies? 

 

8. Will there be additional years funded on this project? 
 

 

9. Is this award under expanded authority? 

 

Group Discussion 
Refer to the Terms and Conditions section. As a group discuss five things that stand out 
to you as important. 



   

Award Packet 
Receipt of the award packet represents the formal launch of departmental management 
of a sponsored project. 

It is especially important that new awards are carefully reviewed, and that actions by the 
department are taken to ensure that the project will be effectively managed. 

The award packet is prepared and sent from the ORA Financial Analyst to the PI, the 
Department Research Administrator, and the Hub Manager. The packet includes: 

• Award Brief – an overview of details of the project and budget 
• PI Memo – E-mail from ORA that provides information to the PI about certain 

details regarding the award 
• Notice of Award – official documentation from the sponsor 
• Supporting Documents – documents supporting award setup from eTRACS 

 

Award Brief 

The award brief is prepared by the ORA Financial Analyst and includes the following 
information: 

• Project Title, Principal Investigator, Funding Source, Sponsor Identifier Number 
• Budget Period – the authorized budget period (the only dates when spending is 

currently permitted) 
• Project Period – how long the project will last if all the requested funding is 

provided 
• Banner Budget – the budgeted amounts in each account line or category as they 

are entered in Banner 
• Additional Comments – essential information and dates are listed in this section 

by the ORA Financial Analyst 

 

 

 

 

 

 

 



   

 
 



   

PI Memorandum 

 
AWARD BRIEF MEMORANDUM – New/Annual Award 

 

TO:                  Robert Carels 

FROM:             Karen Mizelle, Office of Research Administration 

RE:                  Fund #217420 and 217421 (Participant Support), HRSA, Prepare for Practice 

 

Congratulations on receipt of this award! 

Attached is information concerning your award. Your fund has been keyed into the Banner 
accounting system and you now have authority to spend funds as of the effective date of the 
award. It may be a few days before the budget is visible in Banner, but you do not need to wait 
for the budget in order to process expenditures.  

Please note comments in the remarks section of the attached Award Brief form and additional 
information about your award in this memo.  

Please review your award terms and conditions, other sponsor guidelines and budget. If you 
have any questions about the terms and conditions of your award, grants management 
procedures, or any other administrative or financial matter related to this award, please let me 
know. I will be happy to meet with you to discuss the administrative and financial requirements 
for this award. If you are a first time PI or new to this sponsor, we recommend that you meet 
with ORA and your departmental administrator to review the administrative and compliance 
terms of this award. 

EPAFs and other HR documents should be adjusted, as soon as possible. All payroll 
transactions should be timely and accurate. Individuals may only be paid on the award if they 
are actively working on the project at the time of the payroll period. Individuals cannot be pre-
paid for work activity in a future period nor retroactively paid for work activity in a past/closed 
effort period. If you have any questions about the HR processes, please contact your 
departmental administrator. 

This award is subject to time and effort reporting (ERS). Only effort certified through ERS can 
be charged to the grant or used for match/cost share reporting purposes. If you have any 
questions about the effort reporting system, please contact ershelpdesk@ecu.edu 

As the PI, you have primary responsibility for the financial oversight for this award. We 
recommend that you review your expenditure detail monthly and review transactions with your 
departmental administrator on a regular and timely basis. Any errors should be corrected, as 
soon as possible. Corrections (cost transfers) must be processed within 90-days of the original 
expense date. All necessary expenditures should be processed and booked in the accounting 
system prior to the budget end date.  

mailto:ershelpdesk@ecu.edu


   

We recommend that you review the monthly e-print reports FRRGITD and FGRODTA for this 
project. Accounting information is also available, on a daily basis, through on-line Banner. When 
reviewing on-line grant activity, we recommend you use IN Banner reports rather than Self 
Service Banner for the majority of your grant reviews. If you do not have Banner access, you 
can register through ECU Pirate Port. Contact your departmental administrator for assistance 
with Banner access. 

Attached is a PI Management Checklist which provides guidance on how to monitor your award 
activity. 

Equipment purchases should not be processed in the last 60 days of the award period. 
Equipment within 60 days of term must have prior ORA approval and will only be authorized 
under extraordinary circumstances. All equipment must be received and in use and of benefit to 
the award activities prior to the end date. 

Supplies or other items purchased in the last 60 days of the award period should be limited to a 
reasonable expectation of what will be used for the award before the termination date. All 
supplies/items must be received and in use and of benefit to the award activities prior to the end 
date. Large quantities of supplies should not be stockpiled for use beyond the end date of the 
award or to support other activities. If there are significant supply balances at the term date, the 
grant should be credited for their reasonable value and the costs should be transferred to 
another appropriate fund based on their anticipated usage. 

All expenditures should be related to the use and needs of this award and must be incurred 
prior to the termination date. Unnecessary costs should not be incurred to zero out a budget 
balance. All costs incurred must be reasonable, necessary, allowable, and allocable with direct 
benefit to this specific project.  

Please also note the following requirements for this award:  

• Effort Commitment – Carels 20%, Carraway, 10%, Lacks 95%, Trapp 2%, Walcott 
1.5% 

• F&A Split – 70% REDE, 5% THCAS, 4% BSOM, 1% Allied Health, 5% Psychology, 
4% Family Medicine, 1% PA Studies, 5% Carels, 5% Carraway 

• Subcontracts - If you anticipate subagreements under this award, please see 
information below about the initiation process.  

• A21 – The following costs are not allowable under this award without documentation 
of an authorized specific exception. Please contact ORA for prior approval before 
incurring these types of costs. See policy information and form at 
http://www.ecu.edu/grants/. Costs that do not have an approved exception on file will 
be disallowed and must be transferred to a non-sponsored fund.  

o Accounting/audit costs 
o Alcohol 
o Administrative/managerial/clerical salaries/fringe 
o Alterations and Renovations or Construction 
o Banking fees or charges 
o Computer services or use fees 
o Conference costs (conducting a conference; not attending) 
o Dues, Memberships 

http://www.ecu.edu/grants/


   

o Entertainment costs 
o Facilities Management 
o General purpose equipment – computers, fax, monitors, printers, typewriters, 

office furniture, file cabinets, refrigerators, etc. (regardless of dollar value) 
o General purpose supplies – envelopes, paper, letterhead 
o Housing and living costs 
o Human subjects’ payments/incentives  
o Insurance (not fringe benefits) 
o Legal costs 
o Library costs, collections, acquisitions 
o Participant Support Costs – must be authorized in award documents 
o Patient Care Costs – must be authorized in award documents 
o Personal Costs 
o Postage 
o Recruitment and relocation expense 
o Sabbatical leave 
o Subscriptions/books/periodicals 
o Telephone (local), telephone lines, pagers, cell phones 
o Travel by other than a U.S. Carrier 

 

Some helpful links for managing your award: 

 

http://www.ecu.edu/grants/ (OGC website) 

http://eprint.ecu.edu/cgi-bin/eprint.cgi (E-print) 

http://www.ecu.edu/osp/ (OSP website) 

http://www.ecu.edu/business_manual/ (ECU Business Manual) 

http://www.ecu.edu/cs-acad/rgs/conduct.cfm (Research Compliance website) 

http://www.ecu.edu/irb/ (Human Subjects) 

https://www.ecu.edu/iacuc/ (Animal Use) 

http://www.ecu.edu/oehs/ (Environmental Health & Safety) 

 

Additional Information for Subaward Initiation & Monitoring 
 
A subaward, subagreement, or subcontract is an agreement which passes funding and/or 
responsibility for the aims of a sponsored project to another person or institution. These are 
issued to other Universities, non-profit partners, or individuals. Purchase agreements for specific 
deliverables of products or services offered by non-profit organizations, commercial firms and 
occasionally other universities are usually not considered subawards. Please contact ORA if 
you have any questions about whether or not an activity should be a subaward. 
 

http://www.ecu.edu/grants/
http://eprint.ecu.edu/cgi-bin/eprint.cgi
http://www.ecu.edu/osp/
http://www.ecu.edu/business_manual/
http://www.ecu.edu/cs-acad/rgs/conduct.cfm
http://www.ecu.edu/irb/
https://www.ecu.edu/iacuc/
http://www.ecu.edu/oehs/


   

ECU must comply with federal audit standards and regulations for subrecipient 
(subcontract/subaward) monitoring. Specifically, the Federal Funding and Accountability and 
Transparency Act (FFATA) standards apply to all subawards made after October 1, 2010. ECU 
is required to enter subaward data into a federal data base (as an institution - individual 
investigators do not manage this process). This information is available to the general public. 
ECU gathers this data using this form: 
 
http://www.ecu.edu/cs-acad/osp/subcontracts.cfm  
 
The procedure for initiating subcontracts and modifications is to enter data about the 
subcontractor onto a standardized PDF form. It must be signed by the PI and sent to ORA (via 
fax, scan, mail, or courier). Once this form is in hand, ORA handles both issuing the 
subagreement and the necessary federal compliance reporting.  
 
Once the subagreement is issued, ORA must approve all subcontractor invoices before they are 
paid and maintain appropriate audit information. Subcontractors may be subject to audit review 
as part of the agreement. 
 
Activity 
Answer the following questions using the PI Memo in the previous section. 

1. What is the fund number for this new project? 

 

2. Who has the primary responsibility for the financial oversight of this project? 
 

 

3. True or False: Large quantities of supplies can be purchased in the last 60 days 
of the project to stockpile for use after the end date of the award. 

 

4. What is the effort commitment on this project? 
 

 

Notice of Award 
The notice of award included in the previous NOA section will be included in the award 
packet as part of the packet received in eTRACS.  

 

 

http://www.ecu.edu/cs-acad/osp/subcontracts.cfm


   

eTRACS Budget 

 

 



   

PI New Award Meeting 
Both ECU policy and industry best practice require a PI New Award Meeting at the 
beginning of most projects. 

The PI New Award Meeting is attended by the PI, Departmental Administrator, and Hub 
Administrators, ORA Financial Analyst, and other significant personnel involved in the 
project. 

The goal of the PI New Award Meeting is to ensure that the project launch is 
comprehensive and timely. This is the time to ensure all parties understand the project 
goals, plans, and timelines. 

The PI New Award Meeting should accomplish the following: 

• Identify unique issues to the project, including budget alignment and review of 
the newly established Banner fund 

• Provide an overview of ECU policies and procedures impacting this project 
• Inform the PI and support staff of educational opportunities across campus 

specific to managing sponsored projects 
• Identify sub-award recipients 
• Clarify and confirm cost sharing obligations 
• Identify personnel resources that will be used on the grant 
• Inform the PI of specific project management milestones, ideally associated with 

project management timeline linked to the program of work 
• On projects involving human subjects, discuss the Greenphire portal and the 

Greenphire exception process 
• Provide a review of the ECU PI Portal 
• Share critical sponsor documents with the PI 

A Sample PI Meeting Packet can be found at 
https://rede.ecu.edu/oraintra/home/newawardconference/426-01-sample-pi-meeting-
packet/. 

Section 425.08 on the Office of Research Administration Intranet, 
https://rede.ecu.edu/oraintra/, provides a copy of the PI Management Checklist 

 

Banner Screens for Grants 
FRAGRNT – information on the overall project rather than a specific funding increment 

FRMFUND – information on the current authorized budget period including begin and 
end dates and the F&A Rate 

https://rede.ecu.edu/oraintra/home/newawardconference/426-01-sample-pi-meeting-packet/
https://rede.ecu.edu/oraintra/home/newawardconference/426-01-sample-pi-meeting-packet/
https://rede.ecu.edu/oraintra/


   

FRIGITD – information about the current authorized budget, expenditures, 
encumbrances, and available balances 

 

PI Portal – go.ecu.edu/PIPortal 
The PI Portal facilitates financial management of awarded projects. Each PI has access 
to his/her projects through the portal. Departmental Administrators can access all of the 
project they manage through the portal.  

 

 

 



   

 
 

 

 

Activity 
As a group explore the Banner screens, PI Portal, and any additional sites to get 
familiar with the information provided on each screen. 

 

Questions 
For specific questions related to the projects you manage, please contact your ORA 
Financial Analyst. 

 



   

 


	FROM:             Karen Mizelle, Office of Research Administration



