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Introduction:

The process of setting up a grant administered by the Research Foundation. — So you get word
that your proposal is going to be funded. You are delighted but also apprehensive because you
have heard that grant administration is difficult and takes time away from the work you are
being supported to do on your funded project. Being a Principal Investigator (Pl) makes you
responsible to your funder (whether a governmental or private entity) for the appropriate
management of the funding with which you have been entrusted. You, as the PI, will be
accountable for how your funds are spent and responsible for filing reports to your funder for
how you have managed their assets. So you need to understand not only the mechanics but the
larger context of managing grant and contract funding.

The Research Foundation of CUNY: This short guide is designed as a very basic introduction on
how to work with CUNY’s designated Fiscal Agent, the Research Foundation of CUNY. Many Pls
have come to resent the intrusion of RF-CUNY in their lives as they seek to expend “their” funds
on their projects. And most experienced Pls do feel that the Research Foundation is not as
helpful as it could be. There are certainly ways in which the RF could be better, but the RF is
necessary for CUNY for several reasons. One is that having an arms-length organization
overseeing the hiring and expenditure of grant and contract funds on purchases protects CUNY
from charges of inappropriate fiscal oversight of the funds received. Another is that while
working with the RF can seem overly bureaucratic and annoying, in many cases it is still better
than dealing with CUNY’s hiring and acquisition procedures. If you have tried to purchase
anything through normal CUNY purchasing channels or hire someone using CUNY’s personnel
procedures, you will realize that they are onerous and slow. As complex as they may seem at
first, using the Research Foundation for grant and contract expenditures in most cases is
substantially faster and more efficient than doing it through University channels, even if the
University were set up to do this type of fiscal administration, which it is not.

This resource is not intended to teach you everything that you might need to know about
grants and contracts. Nor was the Guide is intended to be read all at once. We do not
recommend you read it like a good novel, from beginning to end. It is primarily a step-by-step
Guide for common procedures that in our experience, are actions that beginning investigators
will find themselves needing to do. The sections are “Just in Time” type instructions to help
guide you through specific RF procedures and forms. Seasoned investigators can use the Guide
as a reminder about a process that is done only occasionally. There is also an abundance of
information about these transactions on the RF website. The RF website has so much
information about both simple and complex transactions, that even experienced investigators
can find it difficult to locate information on the site, particularly for transactions that most
investigators do not do often. We have included screenshots to help with the explanations, but
we recommend you use the Guide along with exploring the RF website at www.RFcuny.org.
Many of the forms that we have included as screenshots are fillable and can be found on the RF
website. Almost all of them can be submitted electronically. We suggest you take some time to
explore the site a bit just to become familiar with how to get around it.



http://www.rfcuny.org/

This Guide was created with essential input from a very experienced grant manager, Florence
Kempner, and a long-time ORSP staff person, Judith Mandel. They wrote and tested the
templates for various transactions that follow. Louise Hainline, a long time Pl with a love-hate
relationship with RF-CUNY over many decades and most recently acting ORSP Director in the
first quarter of 2020, edited the manuscript and wrote sections, and Robin Nesby, the new
Director of the Brooklyn College Office of Research and Sponsored Programs since late Spring,
2020 also reviewed and edited the text. We also thank various investigators who have tested
these templates and provided feedback. We expect and hope this ORPD Project Director's
Guide to evolve as we get your feedback.

Please send suggestions of other ways we can help you manage your grants and contracts as
well as any comments about this Guide, both positive and negative, to ORSP Director Robin
Nesby.

Louise Hainline, Interim Dean of Natural and Behavioral Sciences.
Robin Nesby, Director, Office of Research and Sponsored Programs

August 2020
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Chapter 1: Explanations of the Vocabulary of Grants and Contracts

Like any other domain of human knowledge and behavior, understanding some essential
concepts will help you understand the management of grants and contracts. This section
describes some of those concepts and vocabulary as a way of building a foundation of common
essential vocabulary to learn about how to manage grants and contracts.

Is a Principal Investigator the same as a Project or Program Director? It depends... sometimes,
but not always. PI/PD can be the same person when that individual has full responsibility &
authority for the project. In many cases, there can be more than one person who shares the Pl
title, but generally as a co-PI (often used by the NSF) or a multiple Pl (more commonly used by
the NIH). In such cases, the terms indicate that the role has equal responsibility and authority as
the lead PI. Other sponsors use the term Co-Investigator to represent that the individual has
more authority than a co-investigator but not equal authority as the PI/PD (USDA). Some
sponsors use the term to represent an alternative title for a non-lead Pl on a multi-PI project. If
you are applying for grants with others, ideally you should discuss the division of responsibilities
before writing the proposal. If you have not done this, a discussion should happen when the
funding starts, so who is responsible for what aspects of the project will be clear to everyone.

What is the difference between a Contract and a Grant? A contract is a legally binding
agreement signed by a buyer (the contractor) and the seller (e.g., RF for CUNY) in which the
seller promises to provide goods or services in return for a consideration, usually money. A
grant, on the other hand, is when one party grants (hence the name) funds to another party to
do something, in reasonable hopes of achieving some result, but with no legally binding
requirement to achieve that result. Grants are thus more flexible than contracts in terms of
how tightly they are administered. Typically, in contracts, changes cannot be made to the scope
of work or budget, whereas in grants these changes can usually be made with the RF’s approval
as CUNY’s fiscal agent. Thus, contracts and grants differ in how much latitude Pls have for using
funds for different purposes than originally proposed or moving funding into completely
different categories. Contracts need to go through RF Legal Affairs before the agreement for
the project can be signed. Grant funds require only a Notice of Award (NOA) to set up an
account for funding to be dispersed. This difference is not to be construed as giving the Pl carte
blanche to spend grant money on something other than that which was originally proposed.
However, it is up to the Program administrators (PAs) at the RF to monitor spending on both
grants and contracts and to ensure that spending is being done appropriately based on the
grant or contract approved by the funder. In the discussions that follow, we have generally used
the term “grants” to refer to both “grants and contracts” for brevity.

What does it mean for the Research Foundation of CUNY to be CUNY’s fiscal agent for grants
and contracts? A fiscal agent is a proxy that manages fiscal matters on behalf of another party
according to established principles agreed on by both parties. In the case of RF CUNY, the
University has ceded responsibility to RF to act on behalf of the University (not the PI) to
administer spending and reporting of grant and contract funds according to both sponsor’s
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rules and requirements in awarding the funding for certain functions described in the approved
budget for a grant or contract. In other words, while Pls tend to see the RF as working for them
(because Pls ask the RF to do certain transactions on grants and contracts), the program staff at
the RF can only perform operations that are consistent with the approved budget and the rules
of the sponsor, as the RF ultimately is working for CUNY.

What is the role of the RF Project Administrator (PA)? Each grant or contract’s Program
Administrator (PA) is the individual who conveys the stipulations for proper dispersal of funds
to the PI. They are not permitted to violate the rules associated with each project, although
they can differ in how much they will work with you to manage the funding. It is a good idea to
respect the jobs that the PAs are doing and treat them with respect. A good PI/PA relationship
can be invaluable in helping you manage your project. Remember that although you are asking
the PA assigned to your project to do things for you to accomplish the goals of the project, they
do not work for you. They work for the RF which has contracted to provide services to CUNY.
Pls never see these charges but each transaction that is done on a grant or contract by a PA at
the RF has a cost that is used to cover the salaries of the RF staff.

What are Indirect Costs, F&A, or Overhead funds and why can’t | spend them as PI? Indirect
costs, also known as overhead and more recently defined by the federal government as
Facilities and Administration (F&A) are those costs that CUNY incurs for common or joint
objectives that cannot be identified easily with a particular project. Such costs cover CUNY
facilities and administrative services as a whole. These services paid from the indirect cost
funds that are compensation from the funder for the expenses of doing the project at CUNY
(paying for the upkeep of space on campus, basic utilities like lights, heating and computer
services, provision of libraries and information technology staff, and administration of the
project by College and RF staff, among other costs). These funds are not normally available to
the Pl to spend, although many colleges, including Brooklyn College, have a policy of returning
some part of the overhead to investigators, departments, and deans of schools under certain
circumstances. These funds are stored in accounts at the RF termed “9-ledger” accounts, or
sometimes 99 accounts. These are returns of indirect costs, but not indirect costs per se.



Chapter 2: How to View Transactions on Your Account at the RF

A: How to Read a Web Report

Each grant that is administered by the RF has a unique project number assigned to your grant
when RF initially sets up an account for your project. Go to the RF CUNY website and Log on.
Go to Electronic Tools and select Web Reports Kuali 7/1/2013. This page will come up.

Click on the minus sign and the drop down q .
menu to the right will display Project ID - Select Project ID: M

numbers only RF Report Directory: Project Budget & Expense (With Pending Entries) M
Projects to Display: From Month: v Year: v Only Required for Cumulative Report
! Active Closed/Inactive To Month: April v Year: 2020 ¥ Required for All Reports Generate

Welcome to the Research Foundation's On-Line Web Reports. The reports are straightforward and easy-to-follow with detailed financial information available by clicking on the blue underlined fields. All reports
are updated hourly to provide you with up to date project information

On the left, it says “Project to Display”. The default is Active but if you want to see something
from an old grant, click on Closed/Inactive. To select a current or a specific project, click on
the white space next to “Select Project ID”. Your grants will come up. Select the grant you
want and click on it, then click “Generate”.

This will bring up the grant with the grant number and all the information below and will tell
you the % of the time on the grant that has elapsed and % of the funds you have used.

Project Budget & Expense (With GL Pending Entries)

PERIOD . .

ENDING: April, 2020 Run Date: Wednesday, April 08, 2020
Project

Project#: 00000-00-00 Administrator Bruce Rubinstein 212-417-8412
(PA):

Award ID:  HRD-1936902 Assistant Daniela Vidal 212-417-8413
(APA):

College: BROOKLYN COLLEGE Title: This is a Test
Sub

Budget Period: 09/01/2019-08/31/2021 Fund/Agency NSF
Group:

Pr1nc1pal John Smith Department: Grants Office

Investigator:

Across the top are the categories below:

S Description Budget Encumbrance LGt YTD LEUDRENATLETE
Code P g Activity | Activity | Activity | Balance

The bottom lines show the Total OTPS (Other than Personnel Services), which is the yellow
line, and the Total Direct cost, which is the green line at the bottom of the page indicating the
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total available funds for both OTPS and PS (Personnel Services). The F & A cost is below that,
the pink line. The last row is the total of everything above starting with the object code (the
RF expense code) and ending with the available balance in each category. The object codes
are taken directly from the budget that you have agreed upon with the sponsor. These
determine what you can spend in each category. These codes are needed when using the
funds from the grant. If you want to see what each expense is, you can drill down on the live
links on the web report and get all the information for that transaction. See the example
below. Most items on the Web Report have a live link, for example, to check if an invoice has
been paid or a stipend has been issued. This is also how to check the funds spent and
available to spend in specific categories.

You are now viewing records 1 through 2 of 2 records
YEAR TO DATE EXPENSE ACCOUNT DETAIL - 6200 (With GL Pending Entries),
PERIOD ENDING:  April, 2020 Run Date: Thursday, April 09, 2020

Project#: 41266-00 30 Title: BIOMEDICAL RESEARCH TRAINING

Click on the Header Label to | Re-sort

PR#
. ] . , Transaction
KFS e-Doc # Doc. Type PO#  |Vendor Name Amount g ice # Tovoice  [Dishursement Checl/ACH] CWACH | o Date
Ref.
2923634 |CPCD |AMZN MKTP US*NRIOT3N03 121.55B1A46407 2019-10-06 314 2019-1127
TOTAL AMOUNT 12155

Page

The other useful information on this page is the name of the Program Administrator (PA) and
the Assistant PA. These are your go-to people when you have a problem, or if you need to
discuss something about administering your grant. They are the ones who approve or reject
your expenditures, according to the terms and conditions of your agreement with the
sponsor on how the funds may be dispersed.



Chapter 3: Purchasing Procedures for Your Project
A: How to Create a Purchase Order Under and Over $5,000

Purchases under $5,000 may be prepared using the Small Order Form (RF-201) and sent
directly to the vendor by the Principal Investigator. In many cases, you can also order directly
from the vendor on their websites. Pls may want to have the RF encumber (put a hold on) the
funds for the purchase to ensure an adequate budget to pay the vendor. Small Order forms
are available from ORSP. Some investigators have created their own fillable forms and many
order directly online, but they can be useful for some purchases.

SMALL ORDER FORM

RFCUNY DATE ORDER
Research Foundation
of The City University of New York
$|230 West 417 Street, 7" Elogr_New York, NY 10036
VENDOR DELNVER TO

IMPORTANT NOTICE INVOICE TO
T Ml aauiian  of S By Uy of Pees Yok o e

RESEARCH FOUNDATION OF CUM.Y.

Evargd peesdin el ae sch deekd nd b blel (o Fesed S

o Locd beose  Cowrgl Orpewcean  Ceificds o EX 118218

D MO GOO00E CO0 er TRAMEPONTATION OOLLECE

LAY ] CELAESY RO e ) ATEOVAL DRIE

TOTAL

Pt d

e TELE et AR A THSD RLPD LA

If a purchase is equal to or over $5,000 a Purchase Requisitions must be sent to the Research
Foundation first for review and approval. Purchase Orders of $5000 or more will be prepared
and forwarded to the appropriate vendor by the Foundation. To purchase an item that is
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$5,000 or more you will need RF form 208 available on the RF website. Log onto the RF and
on the home page choose the dropdown menu Resources, choose “Find Documents and
Forms”. Scroll down to “Purchasing” and choose “Form 2008".

PURCHASE REQUISITION FORM RF-208

Complete this form with the appropriate sections and check off the acoount certifications. Completed forms should be emailed with
supporting documentation te PO@rfcuny.org

Vendor Deliver to

Name Mame

Address Addrezs

City City

Stete State

Postal Code: Country Postal Code

Emzil Address Phone Mumber

Contact Name Email Addrese

[Rf Use) Vendeor ID Hinvaices are fo be sant 10 & separate addruss, anter it In tha "Commants™ section balow.
Impartant PRSY Account Mumbers and Breakdown

1. Eor equipment items with a unit cost of 55,000 or mare, an 1. FRSY _ - Object Amourt 5
Equipment Screening Certificate signed by an authorized college: D; g; J

official must accompany this reguisition. 2 PRSY - - Ohject Amount §
2. Attach 3 written bids and/or justification for vendar selection if 2. PRSY -[T1-[1] Object Amount §
total cost ewc=eds £15,0000/425,000 (se= RFCUBRY website]. —_— == & 5
Sale vendar {Attach supporting documentation) State or 4 FRIY | il B L Object maount
City Cartrac: 2 5. FREY | ~L1J-[1] Cbiect Amount §

Check here for orders containing chemical substances. Waterial
‘Eafety Data Sheets will be reguested from the vendor selected.

If utilizing mare than one accourt for this purchase requisition, please includes awtharizations from the appropriate persons for =ach account.
Add additional cerifications if required.

Itern Description Cuartity Linit Price: Discount Cost

0.00

0.00

0.00

.00

0.00

0.00

0.00

0.00

Total for this requisition 50.00
Cartification for Acount 1 Troree resiEr Phans Emmail Addre== Date
Certified [ ]

Ey chacking the: bax: abeg, | am cartifying Commants or Special Instructions
that | am the sbove rfaransed Froject
Director and that | am authorizing tha
expandiwra of funds for abose referoncad
Accourd, In amounts stated hanaln | Turthar
sttty Bheat | hane compl ke with amy
DrOCUTSMEnt requreTents associatad with
tha grant funds far this Account and that tha
prices @ Tar and reasonabis 1o e bast ot
my kniaraladgs

This is not an crder farm and should only be used to oreat= an encumbrance or purchase ordar.

Rev. 215 F

For a large purchase (>= $5,000) you will need quotes for the purchase. If you have no quotes
you will need a sole source justification letter. This will have to be uploaded with the form
508 and emailed to PO@rfcuny.org
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ARFN BESRARStoN cuny T s s
I ™. FOUNDATION CLINY Of The: Gy Uinhersy
Mew York, MY 10037207

SOLE SOURCE JUSTIFICATION FORM

PREYZE Requisition £

Supplier Mams PO

This form must be submitted with any purchase requisition, which exceeds an aggregate value of $15000 for State sponsor
funds, 510,000 for Federal sponsor funds, and 525,000 for Agency funds, miere comipetitrne bids Rene not been solicibed (or are not

available).
Please indicate the reason(s) the above referenced punchase has been awarded without the benefit of competitine Eidding.
4 [] hem soldshrough manufacturer/provider anly; no other compareble unit available (L= one-of-a-kind item).
B. [] Anwnusualand compeliing urgency precludes full and open competition (Explzin in box below].
C. [ Used, reconditiveed, or demanstration squipment availzble 21 a loses-than-new cost.
0. [[] Mustmatch axisting pisce of squipment. Avadable caly from the same source of anginal squipment.
E. || Upgrd=to existing software. Availahle cnby from the producer of this software who sells on 2 direct basis only.
F. [] Re=pairs/maint=nance/parts ar= unavaizble from any sourcs except eguipment mamufactuner or their designated
servicing dezler.
G. [[] The public exig=ncy or emasgency for the requir=ment will not pemit a delay resubting from comipetitire solicitation
H [ ;r:l;ui:ﬁgka?migﬁﬁﬁgaggfmmugh emiity expressly austherizes non-competitnre propesals in response 1o a wiitten
I. [ Service(si/Goodis) being provided by the vendor is unigus and thersfome competitie bids ansot applicable.
{Explain im bax belfow)
. D Other. Please saplain bedoew.

Explanation required below if besing justification on a fair and/ or reasonable price. Please describe or attach
any commiunicatica(s) with other souroes contactsd or used in support of your explanation.

| attest 1o the fact that the above statement(s) is / ane true and that | kene no financial or other interest in selecting this fim to provide
the gocds ar services indicated.

Principal Investigator Mam: {print} Phone
Principal Investigator Signature Dot
P 21015

You will also need an Equipment Screening Certificate (Form RF-209). Choose “Find
Documents and Forms” and select that form (example below).
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/F‘R\ RESEARCH RESEARCH FOUNDATION
5l af The City Unhverslly of New York
~Fr FOUNDATION CURN 230 West 4151 Streat
New York, NY 10036-7207

EQUIPMENT SCREENING CERTIFICATE

Principal Investigetor

College

Department

Research Foundation Account £ {PRSY)

Equipment Description

Diate

Certification

I , by checking one of the boxes below, certify that the above described items of equipment
hewe been screened against the inventory of the College and thet

D Mo such items or substantially similar items are owned by the College.

D Similar equipment is owned by the College; howewer, the eguipment is fully wsed during normal working hours. It is not evailable for
shared use.

D Items simélar to the above described equipment are owned by the College end mey be availeble for shared use

ttem Location Custodian
Principal Invastigatar Namé: (peing] Principal Investigator Signatura Dt
Proparty Mznager Hams (st} Proparty Managar Signatura Diata

Once the RF reviews and approves the purchase and the vendor, you will receive a Purchase
Order (PO) number so that they can make the purchase. When the item is received and you
receive an invoice, attach a copy of the PO to the invoice, and create a payment request on
the RF website under electronic tools. If help is needed creating a payment request, contact
the Office of Research and Sponsored Programs.
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B: How to Create a Payment Request

Make a PDF of the invoice or bill which you want to pay. Then log onto RFCUNY.org and go to
“Electronic Tools”. From the dropdown menu select “Payment Request”. Chose “Create
Regular Payment Request”. On the left side, there is a dropdown menu. Click on “Select
Payee”.

w Select Payee Preview

Vendor Information
Issue Payment To:

Address:

Payment Frequency

Recurring Payment

Invoice Information

Invoice Number/Payment Reference
Invoice/Payment Reference Date
Payment Amount

Original Invoice Amount

Purchase Order Or
Other Encumbered Transaction

Choose one of these options in the dropdown menu:
e Search for Payee
e Favorites
e Select New Vendor
e Recently Paid
e Recurring Scholarship/Fellowship/Participant Payment

If you are paying an invoice, first look under “Search for Payee”. This will bring you to a
window where you enter the name of the payee. If the vendor is in the RF system, click on
“Select”. If there are multiple addresses for the same vendor (e.g. Fisher Scientific), check
your invoice for the correct payment address and click on that address; the system will
autofill this information. If the vendor is not already in the system, you will need to fill in the
information. There is an option to enter the routing number and account number for an
electronic funds transfer (EFT) of the payee. If you know it, enter it, then click “Create”. If the
invoice is from a new vendor, you need a completed W9 form from the vendor. A W9 form
can be found at https://www.rfcuny.org/rfwebsite/media/1672/substitute-w-9-request-for-
taxpayer-identification-number-and-certification.pdf
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The system will autofill the left side of the screen and you will then have to enter the invoice
number or a payment reference, the invoice date, and amount. Reenter the amount, and

then click “Next”.

In the next screen, you will select the Project (dropdown menu with a list of your grants) and
expense code (dropdown menu with the codes). Then click “Add Charges” and “Next”. This
screen allows you to review what you entered, if it is correct, click “Next”:

Add a New Charge Preview B Save
Expense Code Recovery Amount
92282-00 01 6230 (Training Supplies) 0 10.37

Amount to Pay:  10.37
Amount Currently Distributed: ~ 10.37
Amount left to Distribute: ~ 0.00

*For more info, place cursor on field name for popup hint.

Edit Delete

Nox

This screen is for comments on the payment request, if necessary. Click “Save” and “Next”.

Preview H Save

Enter Other Information

Hold for Pick Up

Check Memo:

Comments and Justification:

Separate Checks

Payment Method:
COMPUTERIZED CHECK v

The next screen lets you attach a PDF of the invoice or bill and any supporting documents.
Choose “Choose File” and then click “Attach”. After you have attached the PDF, you can
select an option on the top dashboard to Submit, Save, or Delete, if you are ready to submit,

click on “Submit”.
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Preview (%] Submit H Save %] Delete (.} Fax Cover Sheet

Attach a Document

Choose File |No file chosen

View Downloadable Forms

Previous

Print out the last screen and attach it to your invoice. When you click on the reference
number, for example, 20200314-7332, you will see your payment request. The first part of
the number is the date you submitted the payment request, in this case, 3/14/2020, and the
4-digit number is the payment request’s unique number. On this page, you can also see what
payments are pending and which ones have been processed, for the past few months. You
can view a report if you put in the posting report dates you wish to view. Within a week or so,
you should receive an email from the RF that your payment request has been approved. If it
has not been approved, you can find the reason for the denial by moving your cursor on the
right side of your payment request. That information will be displayed. You can call or email
the PA on your grant to find out how to correct the problem.

Submission Confirmation Close
The payment request #20200326-1203 has been submitted; however, you have not attached supporting documentation for it. Please note
that the RF cannot process your payment request until you attach the necessary documentation.

You may create another payment request for this vendor

Find Transactions By:

Reference Number Select Type v | Vendor Select Status v
Clear Filters
Submit Selected Print Selected Fax Cover Sheet(s)

All Payment Request

Select  Reference Number  Vendor Name Amount Status
20200326-1203 THERMO FISHER SCIENTIFIC $10.37 Pl Approved 2
VAUGHN COLLEGE OF AERONAUTICS & - (3
20200320-2622 TECHNOLOGY $89.64 P&P Approved &l m
20200319-0161 NON-RECURRING PAYMENT LIST $600.00 Pl Approved 2 Bm
20200319-8025 NON-RECURRING PAYMENT LIST $2,700.00 Pl Approved 2 Bm

*For more info, place cursor on field name for popup hint.

L Bricoot. B (@i @ ¥ © OB 8ot | G chroaem. (I8 HowtoPro.. (IR RFhowto..
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C: How to Request and Reconcile a Purchasing Card (P-Card)

Although it looks like a credit card, an RF purchasing card (P-Card) is not a credit card. It is a
debit card with spending limits that allows a principal investigator (PI) or authorized project
staff to purchase goods and supplies for sponsored projects with a budget of $2,000 or more,
up to a limit that is set for each card based on the specific project.

To apply for a P-Card: Enter this URL: https://www.rfcuny.org/RFWebsite/principal-
investigators/procuring-goods-services/using-a-purchasing-card-p-card/ or log on to the RF
website. At the bottom of the page, click on “Purchasing Card Application” and follow these
instructions:

1. The User (cardholder) completes the Purchasing Cardholder Agreement and Purchasing
Card Application. A Pl can designate multiple users to receive P-cards for a given project.

2. Once the form is approved by the Pl and the Grants Officer, it needs to be mailed to
Research Foundation of CUNY, 230 West 41st Street, New York, NY 10036 Attn: Finance - P-
Card Support; to expedite, you can also email the form to purchase _card@rfcuny.org but the
application with original signatures is required too. The Purchase Card Support team will
confirm receipt of your application and agreement.

3. Activating P-Card Information (Cardholder): If the request is approved by the Project
Administrator, the card will be distributed to the cardholder at the business address provided
on the Purchase Card application. Cardholders will be mailed their P-Card at the business
address they supplied on their P-Card application. To activate the P-Card, the Cardholder
must call J.P. Morgan at 1-866-602-8170. You will be asked to provide the 16 digit account
number (located on the front of the P-Card), the 3 digit security code on the back of the card,
and the last 4 digits of Social Security Number or Employee ID, whichever was supplied on the
card application.

Once the activation process is complete, the Cardholder should remove the sticker from the
front of the P-Card and sign the back of the card. The Cardholder can now use the P-Card for
qualified and authorized purchases.

One quirk about RF P-cards is that the issuing bank often provides a card that has a date that
is inconsistent with the end date of the actual project to which the card is related. This means
that the expiration date on the card is not necessarily the actual date the card stops working
from the perspective of the RF. When you purchase something, you must provide the end
date from the bank which is embossed on the card, but RF now provides the effective end
date on the last line of the card after the RF grant number of the card. This is the date that
controls whether the card can be used to charge purchases successfully or not. Email Jason
Holguin at the RF if you have problems with the date you must enter to charge something.
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After the cardholder has used the P-Card, he/she must reconcile the purchases with a system
called Concur. All P-Card transactions must be reconciled in Concur within 35 days of the
purchase and in a manner that provides the accountability of sponsor expenditures and
compliance with all applicable restrictions imposed by funding sources and legislative bodies.
Reconciliation must include the business purpose of the item, justification of the expense,
and receipts. To do the reconciliation go to “Electronic Tools” and select “P-Card
Reconciliation System”.

This screen will appear

SAP Concur @ Expense App Center

ARFN FGUNDATION cuny
Hello, LOUISE

+ + 00 00

Starta Upload Available Open
Report Receipts Expenses Reports

COMPANY NOTES

Please call 212-417-TEPCard (8372) or email TEPcard@rfcuny.org for help with Concur P-Card Reconciliation System
Questions? Help is just a click away! Check out our training page where you will find our Quick Start Guides with step-by-step instructions, and other training materials to get you up and running
quickly. Click Help in the upper right corner, then Training, to access the employee training portal

*Please note that a failed submission attempt will result in persisting error icons until the report is re-submitted

MY TASKS
m Available Expenses - m Open Reports -
‘You currently have no available expenses You currently have no open reporis.

Then you can choose to see the charges that you have to reconcile.

Help
SAP Concur [C] | Empense  App Centor 0
Profile ~
-

Manage Expenses View Transactions
Company Card Charges i rges T [ v Experse rpor 5
Card Activity Time Period
All Cards | | Anunused charges v
O Date Description Expense Type Amount

No company card transactions found



You should then go to “Manage Expenses” to upload your receipts.

Help
SAP Concur @ Expense App Center [
Profile ~ -

Manage Expenses View Transactions

Manage Expenses

ACTIVE REPORTS Report Library =
03.39.20 report
[+
Create New Report $249.58

ﬂ Exceptions
Pending Cost Object Approval

AVAILABLE EXPENSES

All Cards v

[ Expense Detail Expense Type Source Date » Amount

All Clear

AVAILABLE RECEIPTS

[ ] Delete Delete

Reconciling P-Card Transactions (Cardholder/Reconciler)

The Reconciliation Process: Cardholders and Reconcilers are responsible for reviewing and
verifying transactions on a route basis in Concur. Cardholders and Reconcilers should
reconcile all outstanding transactions at least twice a month. Cardholders and Reconcilers
should take the following steps to reconcile transactions in Concur:

e Review transactions for accuracy

e Assign proper accounting information

e Provide a business purpose and justification of the expense

e Submit transactions within 35 days of when they are incurred

e Scan and attach receipts to transactions in Concur, as required by Policy.

There is an extensive set of training materials, including videos and step by step instructions
available on the Concur website. If you need assistance you can also email Jason Holguin
Jason_Holguin@rfcuny.org.
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D: How to Request Grant-related Travel Advances and Reimbursements

The PI and his/her staff can travel and be reimbursed by a grant under the condition that the
travel expense is appropriate, reasonable, and necessary to the project.

To be covered by the grant, the costs have to be allowed. Allowable travel expenditures
include transportation costs, lodging costs, sustenance costs (meals), conference registration
fees, and visa fees. Personal expenses incurred during travel such as laundry service, valet
parking, entertainment, and transportation to and from meals are not reimbursable costs.
The cost of alcoholic beverages is not reimbursable. Failure to comply with RFCUNY’s travel
policy will result in the denial of reimbursement for out-of-policy expenditures.

Travel Advances: If you wish to acquire an advance on the funding for your conference,
seminar, or other reason for project-related travel, you must fill out an Advance Travel Form.
A travel advance will cover 100% of transportation costs and up to 80% of all other estimated
travel costs- lodging, per diems, meals and incidental per diem, conference registration fees,
anticipated local travel costs, and visa fees, if applicable. An Advance Travel request form can
be found at https://www.rfcuny.org/RFWebsite/media/1870/rf-040-e-payment-travel-
advance-request.pdf.

RESEARCH FOUNDATION

Box bhust e Checked 0 0 prsy LLLLLY-T0- [T s
U Crigen I'n---.||.—.-:I-I...r-_.alr-|| Yau . ™ [--[ T IT] T L._] i

Permanent tesiden means. B person i & green card bolder

Travel Rinarary
Puipose of Tiip

Determeration of Advance
Transportation 5.
TSR e e, 4t # ol Days 000

Lodgrg Nighes @

aar
(]

Privecigal Investigator Approal
The above desorbed travel i necessary for aocomg went of the progect Where traved is restncted n grant or contracts ths trip
[ it | sctept red poriilality Tof The acoe g ol Ehis Savel avance in scosed

el o

If a travel advance was issued to the traveler, the amount of the advance must be indicated in
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the appropriate field on the Travel Expense Voucher form. If the total allowable expense for
the trip exceeded the advance amount, the traveler is reimbursed the difference. If the total
allowable expense for the trip was less than the advance amount, the traveler must return
the difference to RFCUNY by submitting a check payable to the Research Foundation, CUNY.
The check should include the project number against which the advance was processed.

If you pay a conference registration fee or other fees in advance, you can send these in for
reimbursement for the total registration fee. A copy of the Advance Travel Request is below.

Travel Reimbursement: To be reimbursed for travel, the traveler must submit a completed,
signed, and dated Travel Expense Voucher form with all necessary supporting documentation
(e.g., airline boarding passes, train ticket stubs, taxi receipts, lodging receipts, car rental bills,
meal receipts, and all other receipts) to RFCUNY within five (5) days after the trip. It is
important to be aware of these requirements so the travelers will remember to save these
backup documents while traveling. Reimbursement without them is more difficult.

Reimbursement for travel expenses is submitted electronically and processed through the e-
Payment Request system. The traveler must sign and date the Travel Expense Voucher form
to certify the reported expenses are accurate and correct. The purpose of the trip must be
indicated on the Travel Expense Voucher form. An individual must be in travel status, 35
miles or more from their designated place of business and residence.

Transportation to and from the home/office to the airport, train station, etc: Reimbursement
is allowed for up to $10.00 each way without receipts. For reimbursement for full amounts,
depending on the distance involved, you must have receipts, including up to a 20% gratuity.

For the trip, you can travel by air, train or car. If you drive your privately-owned vehicle, you
will be reimbursed per mile. For the Year 2020, the rate is $0.575 per mile. Car rental is only
allowed when other transportation is unavailable or impractical, or when the use of a rental
car can be economically justified.

A copy of the Reimbursement for Travel Request form is below. Complete the form in full
with the approvers’ signature.

Attach copies of the original receipts for expenses, such as airline or train tickets/itineraries,
boarding passes, toll charges, car rental, limousine service, meeting registration, hotel, meals,
etc.

For meals, detailed restaurant receipts and proof of payment are required unless you are
using the per diem rate method. The per diem method provides for a fixed rate allowance for
meals, lodging, and incidental expenses regardless of where lodging is obtained. Rates are
based on the city or county where lodging is obtained or the location to which the individual
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was traveling. If using this method, receipts are not required but the method is only
applicable for domestic travel. See https://www.rfcuny.org/RFWebsite/media/2364/per-diem.pdf

Attach copies of the conference brochure cover or something that indicates location, dates,
and name of the conference, seminar agenda, or other documentation to characterize the
purpose of travel. Also, attach copies of the hotel bill or other evidence of the duration of
the trip. The next to last line asks you to put in the amount of the advance if you have taken
one.

E-PAYMENT TRAVEL EXPENSE VOUCHER AND REQUEST FOR PAYMENT

For E-payment Use Only
Traveler's Name

Mailing Address
City State Zip
Box Must Be Checked PRSY D:D:D ' D:I " ED Amaun

Yes Mo
US. Gitizen / Permanent Resident [ ] ersy (L1 1]- (- [1] amount
Parmanent resident masans the person is a green card holder

Purpose of Trip

Itinerary
[pate
\Departure City

Time

Destination City

|
|
|

:Tlme

|
| |
Expenses
If applicable 1o your trip, please enter the assoclated Privately Owned Vehicle (POV) mileage relmburse rate in the blue square. The current
POV reimbursement rate see GSA's POV Mileage Rates (https.//www.gsa.gov/travel/ plan-book/transporation-airfare-rates-pov-rites-etc/privatety-
owned-vehicle-pav-mieage-reimbursement-rates). To access the POV reimbursement rate for a prior year, use the archieved rates (https.//
WWWL SR ov ravel plan-book trans portation-airfanerates- pov-rales-sle/pivately-owned-vehich-por-rates/ pov-mikia ge-rates-archived )

Transportation $0.00
Ladging $ 0,00/
Meals 5 0.00
|Local Trawel 5 0.00
l.ﬁLI‘lD—N{L of I [ I I
|Miles Traveled | | | | am
per mile | 0.00 0.00 0.00 | 0.oD 0.00 0.00 5 0.00
D Cost T
5 0,00/
;{Hw{'os'f 5000
Traveler certifies that this request is accurate and cormect and that traveler endeavored to obiain best Tats| Erpandes 5 0.00
pricing for transportation and lodging expenses Less Advances
Met Amaund Due 5 0.00
Signature of Clamant Project Position
Approval Signatuse of B Daate
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Chapter 4: Employing Personnel

A: How to Create a Personnel Vacancy Notice (PVN)

Principal investigators (Pls) are responsible for recruiting individuals for projects administered
by RFCUNY through its Personnel Vacancy Notice (PVN) electronic system. The RF requires a
Personnel Vacancy Notice (PVN) and a search for all Full-Time and Part-Time A positions (see
below for definitions of Part-Time A and B positions). See exceptions to the PVN requirement
below. All applicants must apply online at http://www.rfcuny.org/hr/pvn/default.asp.

Any advertisements should include the ethnic, minority, and community statement that the
RF is an "EO/AA/ADA Employer" (Equal Opportunity/Affirmative Action/Americans with
Disabilities Act Employer). Applicants should be referred to the RFCUNY website to apply. A
job title and job code are required when advertising a position through a PVN. The PVN
ensures accurate classification of an applicant as well as affirmative action reporting.

Classification of an employee’s status is based on the number of hours an employee works
during a two-week pay period. An employee’s classification determines the benefits an
employee receives and the fringe benefit rate charged to the sponsored award/grant. The
main employee classifications that may be recruited through RFCUNY’s PVN system include:

Full-time (employee works 70 hours each 2-week pay period)

Part-time A (employee works more than 38, but less than 70 hours each 2-week pay
period)

Part-time B (employee works 38 hours or less each 2-week pay period)

Exception: Recruitment for Part-time B employees, CUNY graduate students, and RFCUNY
student interns do not require advertising the available position on the PVN system.

Go to “Electronic Tools” and select “Personnel Vacancy Notice”. The screen below will come
up:

Signed in as Florence Kempner | Log Off

PR RESEARCH PVN RF Homepage
<"\ FOUNDATION CUN

s Home JOB POSTING W% APPLICANT TRACKING

PVN

Job Posting Applicant
Tracking

Select “Job Posting” and the screen below will come up. Enter all the information that is
asked for on the screens below.
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PYHN » Job Posting » Creale

Create Job Posting - Job Information

Cancel

Caliege” 8K - BROOKLYN COLLEGE sl
13 this & tax-bevy funded Yes ) No
posRion 7°
Ase the primary s N
responsibilities of this
posiion related to tax-levy
work 7 ¢
Job Titke
RF Equivalent” Setect Job Poriion = L1 te for Prropect Em
Job Code*
Extent®
Caiegory® Solect Category -
Departrment
Type: of Position® Part-Tima () Full-Time
Salary” Hourty Rt () Annual Salary () Depends an Cualiication G iy b Codes &
General Description®
* 44 Formats ~ B 1F -2 o = | = i= = 3
Other Duties
* * Formats ~ B i = = = = = i= = =
Core Competencies /
Qualifications
4 o  Fomas~ B J E = = = E = =
Keywords Mot Keywords will De used Dy 2 job SEeKer 10 Search Tor Specific jots.
Posting Date(s;
el Posting Date DB0E/2020
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Before you click “Preview” or “Next”, make sure you have completed the following steps:
e You must check if this is a tax-levy funded position or not.
¢ You must check if the primary responsibilities of this position are related to tax-levy
work or not.
e The “RF Equivalent” field cannot be empty.
e The “Job Code” field cannot be empty.
e The “Extent” field cannot be empty.
e The “Category” field cannot be empty.
e The “Position” field cannot be empty.
e The “General Description” field cannot be empty.
¢ You must select a Salary type.

A few days after the job is posted, check periodically by going to “Electronic Tools” and
selecting “PVN”. Select “Applicant Tracking” on the first page. This screen will appear:

PWVN » Applicant Tracking » Processed PVN's » View Applicants

Filter

All Status Score Important Show LEGEND

Applicants for PVN - BK-1909-003266

&

[] e el Ay +  FirstName & | LastName #

" _ - Date - View &
— | == Details Score =t

a
¢ submitted *| Resume ¢ [Status¢

On this screen you can see all the information from all the applicants, in 8 columns:
1. Click on PVN ID to view PVN

2. Applications Received will list the number of applicants

3. Job Title

4. Department

5. Category

6. Status (Closed or open)

7. Edit Access- click on Edit Access to give someone access to PVN
8. Website Active — take on or off the website

The PI may select who to interview. For each applicant interviewed, the following
information should be completed: Click on “Decision” and fill in information - interview date,
observed gender and ethnic group of the candidate (this information is used for statistical
purposes only), and select the interview outcome. When you have decided who to hire,
select “Hired” on the “Interview Outcome” dropdown menu. The PVN will close and send
rejection emails to all other candidates.

If you have any questions about the advertising and recruitment procedures in hiring, call
Linda Hellman 212-417-8606.
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B: How to Process a New Full Time or Part Time Employee Hire

All new hires have to fill out a Federal I-9 form and be E-verified. NOTE: The Federal I-9 form
must be completed by the new hire on or before their start date. The e-verification must be
done within 3 days of the Start Date.

Contact the Office of Research and Sponsored Programs at 718-951-5622 or x5622 if the
College is open for business. Otherwise, email Judith Mandel (jmandel@brooklyn.cuny.edu)
and ask that an email about e-verification be sent to the new employee. The Office staff will
need the first and last name and email address of the employee so that part 1 of the Federal
1-9 form can be sent and completed by the new hire. This is the first part of the online I-9. The
2nd part of the I-9 requires that the employee to provide the correct documentation to an
authorized staff member in the Office of Research and Sponsored Programs in person (or
during COVID-related closing, over a meeting application such as Zoom or a Face-time call, to
verify that the employee is eligible to work. The ORSP staff person will then ensure the
accuracy of the I-9 information by validating the completed forms through the e-verify
system of the Departments of Homeland Security and Social Security Administration.

Log on to the Research Foundation using your username and password. If you do not know
your user name, email weblogonid@rfcuny.org. Make sure you have your project number
and the email address of the new hire.

Select Entry Method How would you like to proceed with the hire packet ?
The system will pre-populate the hire packet when you start from an existing Personnel Vacancy Netice (PVN) or template, which saves you time

-

OO OO O

Appointment
ppal Select applicant from PVN Select template Start from scratch

pe)

Encumbrance

After you have logged on, go to the dropdown menu at “Electronic Tools”. Scroll down and
click on “RF ONBOARD- new system”. On the blue dashboard, click “Create Package”. You
now have to select a method to create the package: The choices are “Start from Scratch”,
“Start from PVN”, and “Start from Template”.

If this is a new position, click “Start from Scratch”. There are 5 screens to complete.

The first screen is labeled “Appointments”. On this screen that you must enter the following:
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Name of the new hire, hire date, employees email address, project number, RF expense code
(e.g., research staff 5410), RF job title (e.g., research assistant 7500), position type,(regular,
on-call, temporary), functional title (e.g., a research assistant with the codes that were used
as an example), supervisory status, and physical location. You will also be asked “is this
employee paid in tax levy or CUNY funds”. If the answer is “yes”, a multiple position letter
will have to be uploaded later in the process. Click “Save” and “Continue”.

The second screen is labeled “Position”. On this screen, you must enter the Job description
and qualifications for the position, and answer other questions about the position (e.g., will
the employee be in contact with infants, have to drive a car, have fiduciary responsibility for
over $9,999.99). When done, click “Save” and “Continue”.

The third screen is labeled “Encumbrance”. On this screen, you must enter encumbrance
period, pay rate, and whether it is hourly or biweekly, hours in the biweekly period, and the
fringe rate (see below for fringe rate). Click “Calculate” and the system will calculate the
total hours and pay period and as well as the salary, fringe, MTA expenses and will give you a
total dollar amount needed to be encumbered for this position and employment period.

How an employee is classified depends on the number of hours he/she works. The
classifications are:
¢ Full-time (employee works 70 hours) Full-Time fringe benefit rate
e Part-time A (employee works more than 38, but less than 70 hours) Full-Time fringe
benefit rate
e Part-time B (employee works 38 hours or less) Part-Time fringe benefit rate

Click “Save” and “Continue”.

The fourth screen is the “Employee’s Schedule” for Week 1 and 2 of the pay period. These
hours will be populated in the employee’s Time and Leave schedule.

The Fifth screen is for “E-Signatures” and any documents that need to be uploaded such as a
multiple position form.

Click “Save” and “Submit”.

At this point, you can print out the document and save it as a template if you believe that you
are going to use it again in a subsequent hire. For example, the hire may be a research
assistant, tutor, or clerical position hired for periodically or you may require multiple hires for
a similar position. It is useful in such cases to have most of the information filled in so that
the person processing the hiring forms needs only to change the information that is unique to
one employee to the information for the next newly hired employee.

The PAF then goes to the Director of the Office of Research and Sponsored Programs for
signature conveying Institutional approval. It is then forwarded to the employee who must
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complete a group of forms and review a selected number of policies. These include the
Application for Employment, Personnel Action Form (PAF), Job Duties & Qualifications,
Personal Data, EEO Voluntary Identification, IRS Form W-4, IT-2104, Employees Withholding
Allowance Certificate, and Social Security Declaration forms, among others.

When the employee completes this part of the process, he/she sends the forms back to the
Research Foundation and the application goes to RF’s Department of Human Resources. If all
is correct and approved, the appointment is entered into the RF system and the employee
can begin work.

There are 2 other options for Onboarding an employee. If you have hired an employee
through the Research Foundation, there will be a Personnel Vacancy Notice (PVN) in the
system. Choose the Option “Select from PVN”, and enter the name or PVN number. Then
follow the instructions above, and you will find that much of the information will be pre-filled
in. If you are hiring an employee in a position that you had previously onboarded someone
before and saved it as a template, then choose the option “Select from Template” and follow
the instructions above. As with the PVN selection, much of the information will be pre-filled
in although you must change the name and other differences from the previous employee
employed using the Template.

If you need further clarification on these procedures, there is a 43-minute video, In the upper
right-hand corner of the home RF Onboard page; click “Help” to see the instructional video.

If you find that you have made an error on the PAF in the onboarding system and need to
correct it before it is approved, email Rebecca_Obadeyi@rfcuny.org or
Sacheen_McWatt@rfcuny.org to return the package to you so that you can edit it.

Hiring employees is one of the more complex transactions that new Pls encounter in getting
their projects underway. If further help is needed, contact:

Judith Mandel jmandel@brooklyn.cuny.edu ext 5622

Robin Nesby Robin.Nesby@brooklyn.cuny.edu

Merlene Kercelin Merlene Kerceline@rfcuny.org

Rebecca Obadeyi Rebecca_Obadeya@rfcuny.org 212-417-8653
Sacheen McWatt Sacheen McWatt@rfcuny.org 212-417-8650
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C: How to Modify a Personnel Action Form (PAF)

Log on to the RF with your username and password. Go to the dropdown menu Electronic
Tools and click Personnel Action Form. This screen will appear:

Create Pending Reports
- -
Create Pending Reports

You will have 3 options: “Create”, “Pending” and “Reports”. Select “Create” and then select
the project that the employee is paid from. Then select “Modification”.

This screen will appear:

Create Pending Reports
Project Select Clear Selection
Project Name Select Option
40F28-00 01 | PEER-ASSISTED TEAM RESEARCH (PATR) & Addition Renewal Modification Termination

All the names of the employees on that project will appear. Click on the name of the person
whose PAF you want to modify.

Project Information

40F28-00 01 | PEER-ASSISTED TEAM RESEARCH (PATR) & (NON-ARRA J

Employee Salary Expense Start Date End Date Fringe Salary Encumbrance Remaining Encumbrance

You will see all the information that was previously entered into the PAF system for that
person. You will now be able to change the end date, hours per pay period, and pay rate. If
you are changing the hours per pay period, you also must change the schedule of hours in the
timesheet in the PAF system. If you are changing the pay rate you will have to select a reason
from the dropdown menu. Be sure to change the effective date to the date that you want the
change to take place.

Now click “Preview” and you will see the modified PAF form. If the information there is
correct, click “Approve” on the top dashboard. If the information requires modification,
click “Edit” on the dashboard. Make the changes to the PAF and click “Preview”. If
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everything is now correct, click “Approve”.

The form will now go to HR at the RF for approval. Once HR approves the modification (in the
case of Brooklyn College, Rebecca_Obadeyi@rfcuny.org ), it will then go to the Program
Administrator at the RF for approval. When the PA approves it, you will get an email saying
that it has been approved. The modification will also appear in the “Time and Leave” section.
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D: How to Process the Termination of an Employee and Unencumber Funds

Log on to the RF website. Under “Electronic Tools”, select “Personnel Action Forms”.

Create Pending Reports
b k
N . = .
Create Pending Reports

Select “Create”. This will bring you to a page that lists your current grants on the left side. On
the right side, the screen lists “Additions”, “Renewal”, “Modification”, and “Termination”.
Select the project number and option you want, in this case, “Termination”.

Pending Reports

Project Information

41266-00 30 | BIOMEDICAL RESEARCH TRAINING &) [HON-ARRA 2

Employee Salary Expense Start Date End Date Fringe Salary Encumbrance Remaining Encumbrance

The names of the employees on that grant will appear, select the name of the employee you
wish to terminate or unencumber funds from. Then the screen below will appear:

) 12345-00-01
e Project:
BK - BROOKLY N
e College:
6/1/2019
e Budget Start Date:
5/31/2020
e End Date:
Smith, John
e Employee:
) 2/3/2019
e Hired Date:

Terminate this PAF using:
i

° Remaining Encumbrance Amount

° As of Future Date (Use for terminations with future dates only. Do not use for current or past terminations.)
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Check that you have the correct employee and select one of the options under “Terminate
the PAF”, depending on when the termination is to be done. Click “Next”. This will bring up
all the information for this employee’s appointment. On the drop-down menu for
“Termination Reason”. Select the reason and fill in the “As of” date. Click “Preview”.

If all the information is correct, click “Submit”. This will terminate the employee from the
appointment as of the date entered. It will also unencumber any remaining funds, which will
go back into the account for this project. If any annual leave is due to the employee, it will be
paid to the employee and deducted from the balance.
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E: How to Rehire an Employee

If you want to rehire an employee who has been off the RF payroll for 120 days or less, you
can create a new e-PAF in the PAF system. Go to “Electronic Tools” and select “Personnel
Action Form” and click “Create”.

Create Pending Reports
- N |
Create Pending Reports

This will bring you to a page that lists your current grants on the left side. On the right side, it
will have “Additions”, “Renewal”, “Modification”, and “Termination”. Select the project
number and option you want. In this case that would be either “Addition” or “Modification”.
There is also a PAF calculator on the right-hand side that will allow you to calculate the
employee’s salary for the period of the appointment. You enter the start and end date and
the salary, usually hourly rate, but you can also enter the biweekly salary, and the number of
hours the employee will work per pay period and then click on “Calculate”. The program will
fill in the total number of hours and the salary.

The next screen will let you enter the employee’s last name and first name. When the
employee’s name appears, click on it and choose the “PAF type” (usually hours per pay
period).

Project Information

41266-00 30 | BIOMEDICAL RESEARCH TRAINING € NON-ARRA O

Employee Name || ast Name, First Name

Please validate that the correct employee has been selected by
matching the last 4 digits of the employee's social security number

Employees with a break in service of 120 days or more require Rehire documentation
Please contact your Client Services Personnel Coordinator for more information

Create PAF Type using: ®) Using Hours Per Period
Using Total Hours

Using Total Encumbrance

Next = Select another project | Cancel
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Click “Next:” and fill in all required fields. Click “Preview” and “Submit”.

If the rehire has not been on RF payroll for more than 120 days, call either of the RF people
below with the employee’s name, and the employee ID# or the last 4 digits of their social
security number to find out the correct procedure needed to rehire this employee.

Rebecca Obadeyi Rebecca Obadeyi@rfcuny.org 212-417-8653
Sacheen McWatt Sacheen McWatt@rfcuny.org 212*417-8650

If a rehire package is required, log on to the RF and under the dropdown menu choose “RF
ONBOARD”. Choose “Create New Package” at the top dashboard in dark blue. You will need
the project number and the email address of the rehire. It now asks how you would like to
create this package. Choose “Preparer” and then select “Start from Scratch”. There are 5
steps to complete (see section 3B for detailed instructions). After you have completed these
steps, the “new” hire will be sent the part of the package to be completed by the new
employee. The application will then be routed to Human Resources. Once they approve it, it
will go into the system and the employee’s timesheets will be created.
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F: How to Manage and Submit Time Sheets for your Employees

Regular Pay:

The Pl or a designated timekeeper is required to monitor and certify employee work hours,
using a reliable system for recording work hours convenient for the project. Timesheets must
be submitted on time to ensure that employees are paid. Times sheets are due every other
Monday (dates are indicated on the calendar in the Time and Leave system). Log on to the RF
site with username and password. Go to the dropdown menu “Electronic Tools” and select
“Time and Leave”. The first tab is “Manage Timesheets” where you will see the payroll
calendar (below).

Manage Timesheets | Manage Groups | View Accruals | View Reports | RE Homepage | ePAF | Help
o Create/Edit/Approve Timesheets Notices
’lease Select a Period
Welcome
; There are 7 day(s) left before timeshests are due on
Apr_~||2020 - | View Month 4/13/2020 for Pay Period ending 4/12/2020.
. If you have any comments, suggestions, or questions
Mar GCTEED May regarding the Time and Leave system, please contact
Sun Mon Tue Wed Thu Fri sat S
4 2 3 4 For answers to User ID and Log on questions, please call
(212) 417-8415,
As a reminder, annual leave carryover (including Accrued
5 6 7 oy, 8 9 10 " Reserve) from 2015 to 2016 is restricted to 175 hours,
A unless otherwise provided for in collective bargaining
agreements.
13 1 15 16 17 18
Timesheets. PAFs Due
Due
19 20 21 22 23 24 25
Pay Day
2 27 28 20 30
Timesheets PAFs Due
Due

The pay period ending date shows in the payroll calendar as dark blue (always a Sunday).
Timesheets are due the next day, a Monday, as indicated in light blue. Click the pay period
ending date that you wish to approve. In the dropdown menu, choose the project number.
You will now see the names of the employees on that project.

‘ Manage Timesheets | Manage Groups | View Accruals | View Reports | RF Homepage | ePAF | Help

Select Period > View Summary Page

Project Employees Summary Page

Project Sub Year: --
Project Title: --
Pay Period: 3/29/2020 - 4/12/2020

By submitting these timesheets, | am certifying the accuracy of the entries.

Submit Selected Cancel Refresh Data

AppDrove Sge Name Status View/Edit Account Appt. Period Remaining Enc.  History

In the center of the line with the employee’s name click “View/Edit”. You can now see the
timesheet that the employee entered and can approve or edit the timesheet.

show/hide time & leave
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Annual Leave, Scheduled Holidays, and Unscheduled Holidays: The other tabs on the “Time
and Leave” page are “Manage Groups”, “View Accruals”, and “View Reports”. Click on “View
Accruals” to see how many sick, annual, and unscheduled hours each of your employees have
accrued. If they are using some of those hours or days on the present timesheet, you will be
able to determine if they have the accrued time or need to file a request to borrow time.
Employees can borrow time under certain circumstances at the discretion of the Pl. Before
the time being advanced, the employee must complete a form agreeing to the terms for
borrowing and repaying any time advanced.

Full and Part-time employees begin accruing Annual Leave from the first day of employment
except for on-call, temporary and seasonal workers, part-time instructors, and Graduate
Research Assistants. These accrual rates are based on a 35-hour workweek.

Accrual rates are pro-rated for Part-Time employees. To determine the amount of annual
leave accrued by Part-Time employees, the number of hours worked is multiplied by a factor
based on years of service. The Time and Leave system will calculate the annual and sick time
for you. The minimum unit of time charged against annual leave and sick leave is one hour,
with additional leave charged in multiples of quarter hours.

Only Full-time employees are eligible to be paid for Scheduled Holidays. There are usually 13
holidays scheduled annually during the fiscal year. If the pay period includes a recognized
scheduled holiday, this will be filled in automatically if the employee is eligible for it.

An “Unscheduled Holiday” is time that may be used for vacation, personal or family business,
religious or other special observance, etc. Full-time employees earn four Unscheduled
Holidays throughout the fiscal year (July 1, October 1, January 1, and April 1). Eligibility for
unscheduled holidays requires that an employee be employed Full-time on the same RFCUNY
account for three consecutive months before the first day of the month of the calendar
quarter. Advance authorization from an employee’s supervisor is required to use
unscheduled holidays. If an employee takes an unscheduled day, you have to check “UNS” for
that day and put 0 in regular hours. Unscheduled holidays must be used in full days; no
partial day or incremental charges are permitted. There is no payout of unscheduled holidays.
If unscheduled holidays are not taken during the fiscal year in which they were earned and
are not taken before the date of an employee’s termination, they will be forfeited.

Sick and Other Types of Leaves: All Full and Part-time employees begin accruing Sick Leave
from the first day of employment. Absences of six (6) consecutive days of sick leave based on
an employee’s own mental or physical illness, injury, or health condition requires that the
employee present certification from a health practitioner to the RFCUNY Human Resources
department. Absences of six (6) or more consecutive working days based on an employee’s
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own mental or physical illness, injury, or health condition requires that the employee contact
the RFCUNY Leaves Management Administrator to obtain information on applying for New
York State Short-Term Disability. Certification from a health practitioner may be required for
an absence of one or more days in cases of documented excessive absenteeism. Upon
separation or termination of employment with RFCUNY, there is no payout of sick leave.

If the employee has claimed sick time, a drop-down menu appears and you will have to
indicate if this time is for “self” or “family”. Employees are allowed 40 hours of sick leave
annually to care for a family member. If an employee is out for another reason, you click on
“Other Paid” and a drop-down menu will give you options such as “Jury Duty”, “Death in the
Family”, and other approved reasons for paid time. Select the reason and if necessary you can
write a comment under Pl comments. If all the entries have been completed and reviewed,
check the box on the left side of the employee’s name and then select, “Submit Selected”. A
green box will appear to the right of the employee’s name that says “Approved”.
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G: How to Create a Summer Salary Appointment

Creating the Appointment:

To create an appointment for summer salary for a faculty member, log on to the RF and
under “Electronic Tools”, select “Summer Salary”. The screen below will appear and from the
dashboard below select “Appointment”. The next screen starts the appointment.

o HoMmE : APPOINTMENT ; PAYMENT AUTHORIZATION 4y VIEW PENDING +" EFFORT CERTIFICATION = ReporTs
& Summer Salary System

i ] -- » -—

4 2
LV s =8
Appointment Payment View Pending Effort Reports
Authorization Certification

Notices
o HomME & APPOINTMENT & PAYMENT AUTHORIZATION 4% VIEW PENDING »" EFFORT CERTIFICATION = REPORTS

:_ Summer Salary System / Appointment

Summer Salary Year 2019 | change Year

If the year is correct, select “Add New Appointment”. if it is not, change the year to the

current one. To add a new appointment on this page, enter your project number, employee
name (last name, first name), and encumbrance amount.

Project

Pl Name

Employee

Annual Salary

Maximum Summer Salary

Salary Encumbrance

Notes: Al fields are mandatory
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Click “Preview” and review the information displayed. You then have the following options:
“Edit”, “Save”, and “Approve”. Once you approve the appointment, it will be sent to the
campus grants officer for approval based on compliance with CUNY’s rules for faculty
summer salary. After the grants officer approves the summer salary, it will go to the relevant
RF Project Administrator to approve. Once the RF approves the summer salary, you will
receive an email and can now create the payment authorization.

NOTE: To be paid summer salary, you must create a Payment Authorization. Once the
payment authorization has been approved by the RF, authorizations will be submitted to your
campus payroll for payment by CUNY as part of your regular paycheck as a CUNY employee.
Appropriate deductions will be made based on your annual salary including the summer
salary.

Revising a Summer Salary Appointment:
To modify an already created and processed for a summer salary appointment, please see the
following steps:
1) Sign in to the RF website and access the Summer Salary System.
2) Go to the “Appointment” section.
3) Find the line for the affected employee on the relevant project account.
4) Click on the “Modify” button at the end of this line.
5) In the new window that will appear, please type in the negative or positive of the
amount you would like to reduce or increase the charge by, for example, -222.22
(please enter exactly as written with no $ or space after the negative or positive sign)
6) Click the “Preview” button.
7) Click the “Process” button.

Once you have entered the modification, the RF Project Administrator (PA) for the account
will review and then approve. RF PA approval is necessary to complete the transaction.

Submitting Authorization for Summer Salary Payment: To submit the payment authorization,
log on to the RF and under “Electronic Tools” select “Summer Salary”. On the main
dashboard, select “Payment Authorization”. Click on the recipient’s name. The next screen
will show “Annual Salary”, “Maximum Allowable Summer Salary”, “Maximum Allowable
Monthly Salary”, and “Maximum Allowable Salary per Pay Period”. Check the box to the left
of the pay period you wish to process. If you wish to allocate the entire encumbrance across
all pay periods, click all the boxes. Next, enter the appropriate payment amount in the
“Pending” column for each selected pay period. Click “Submit” for the current pay period for
processing. Here is an example:

o Employee: Smith, John

e Project: 12345-00 99 | BIOMEDICAL RESEARCH TRAINING
e Amount Encumbered (YTD): AA,AAA.AA

e Payroll College: BROOKLYN COLLEGE
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e Annual Salary: BBB,BBB.BB

¢ Maximum Allowable Salary (Summer): CC,CCC.CC
¢ Maximum Allowable Salary (Monthly): DD,DDD.DD
e Maximum Allowable Salary (Pay Period): EE,EEE.EE

| Pay Period Processed’ Pending(+/-)
[ 6/1/2018 - 6/15/2018 $1.000.00 o
™ 6/16/2018 - 6/30/2018 $1,000.00 o
r 7/1/2018 - 7/15/2018 $1,000.00 o
[ 7/16/2018 - 7/31/2018 $1.000.00 o
[ 8/1/2018 - 8/15/2018 $1,000.00 o
[ 8/16/2018 - 8/26/2018 $1,000.00 o

* This is the total amount to be paid for a pay period. If the employee is being paid from more
than one project, hover your cursor over the information to see a detailed list of projects and
amounts processed for each pay period.

Then click “Save Selected” and “Submit Selected”.

NOTE: Since payment authorization can only be submitted after work is completed, you will
only be able to save payment authorizations for future pay periods. Submissions can be
performed by the Pl or the Grants Officer after the pay period is over.

When all your summer salary has been allocated and submitted, you will be able to submit
the Effort Certification as outlined in the section that follows, “How to enter Effort
Certification”. Procedures for summer salary are done under the “Summer Salary” link.

All other Effort Certification such as release time is done under the “Effort Certification” link
which can be found under Electronic Tools on the home page.

If you have problems, contact Victor Sekelsky: Victor Sekelsky@rfcuny.org
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H: Effort Reporting

Faculty compensated on 9-month appointments are permitted to expend up to an additional
3 months of summer effort on a combination of service (paid by the College) and one or more
sponsored programs in the period beyond the academic year and may earn up to 3 months of
additional salary for that effort, subject to sponsor policies and the approval of the campus
Grants Office.

Effort Reporting is a process mandated by the federal government by which the salary
charged to a sponsored project is certified as being reasonable in relation to the effort
expended on that project. Effort Reports constitute one of the primary auditable documents
to support salary costs on sponsored projects.

The effort on any particular project is measured as the percentage of the total obligation to
the College. This obligation includes teaching, organized research, departmental
administration, committee activities, etc. While the total number of hours worked may vary
from month to month, total effort for each period must be expressed as 100% on the faculty

member's effort report.

If you are receiving Release Time or Summer Salary from one or more of your grants, you will
have to report the effort you have put into the time you are released or paid for summer
salary. Online effort certification is available to the Pl on the first business day after the
semester ends. Effort must be certified by the Principal Investigator or responsible official at
the College (i.e., Dean or Department Head) as confirmation that it represents a reasonable
estimate of the percentage of effort performed by the employee during the period.

To file an Effort Report, Log on to the RF website with your user name and password (if you
do not remember your user name, email weblogonid@rfcuny.org). On the Home page, select
“Electronic Tools”. From the drop-down menu, select “Effort Reporting”. You will have 2
icons, Effort Certification, and Reports. Click on “Effort Certification” and select the semester
or summer period that you wish to certify, for example, Fall 2019 or Summer 2020. The left
side of the screen will list your released time and percent effort. On the right side of the
screen, you can click “Agree”. If you do not agree with the percentage found there, contact
Tatyana Gun at the RF at Tatyana_Gun@rfcuny.org 212-417-8577.

& Home 8B certrFication = REePORTs
I, Effort Reporting
n L=
s
Certification Reports
Notices
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“Payment Authorization”, “

’

If you are certifying the effort for summer salary, you will see 5 icons, “Appointment”,

View Pending”, “Effort Certification”, and “Reports”. Select
“Effort Certification”.

‘> HomEe = APPOINTMENT & PAYMENT AUTHORIZATION i VIEw PENDING :" EFFORT CERTIFICATION

&) Summer Salary System

) ) -p o -
v a“s a8
Appointment Payment View Pending Effort Reports
Authorization Certification
Notices
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Chapter 4: Other Types of Transactions

A: How to Create a Recurring Stipend from a Federal Training Grant

According to federal requirements, stipends are only allowed when the purpose of the
Federal award is a training grant, approved by a Federal awarding agency. Students receiving
the stipend must be in undergraduate or graduate (or other) degree programs. The National
Institutes of Health Grants Policy statement states that stipends are not allowed on research
grants; any payments to students must be as employees. The National Science Foundation
allows stipends only in support of participants or trainees at conferences, meetings,
symposia, training activities, and workshops. On research grants, as with the NIH, NSF
requires students to be paid as employees.

To pay a student a stipend, on the RF website select “Electronic Tools”, then “Payment
Request” and then “Create a Regular Payment Request”. On the left side of the resulting
screen, click on “Select Payee”. Then, select “Enter New Vendor”. Under “Vendor
Information”, enter the student’s name, address, and click on “EFT eligible”. Enter the
student’s direct deposit information. Then click “Create”. All the information you entered will
now appear on the left side of the screen, Check the “Recurring Payment” box, identify the
payment (stipend), the date of the first stipend payment, and the entire amount of the
stipend. Click “Next”.

Type: @ Payes

w Select Payee Preview
Issue Payment To:
Address:
Recurring Payment []
Invoice Number/Payment Reference
Invoice/Payment Reference Date
Payment Amount
Original Invoice Amount
Purchase Order Or O

Other Encumbered Transaction

From the next screens, follow the instructions as you would for a regular payment request. As
an attachment, you need to include the student’s proof of citizenship or permanent resident
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status such as a copy of the student’s passport/birth certificate or a notarized copy of a green
card, a direct deposit form, a copy of the 701 data collection form (see below), a statement of
appointment from eRA Commons (for the NIH), and a Stipend Setup Worksheet. (see below)
You will attach all this as a PDF when prompted and submit it for payment. The 701 data
collection sheet and stipend worksheet can be found when you type “Forms” in the search
box on the first page of the RF website and then go down that page to “Stipends and
Scholarships”.

/P-R RESEARCH RE SEARCH FOUNDATION
P " of The City University of Naw Yark
™ FouNDATION CUN e
Naw York, NY 10036-7207

DATA COLLECTION FORM - §

OLARSHIP/FELLC(

The IRS defines scholarship a5 an amount paid or allowed ta, or for the benefit of & student at an educational institution or 2 research
to aid in the pursuit of independent educational activity, study, or reszarch. A fellowship is generally an emount peid for the benefit of an
individual to sid in the pursuit of graduate study or research. See IRS publication 970 (Tax Benefits for Education) for more information.

Please complete and forward this document along with all comesponding documentation (payment request, recipient award letter,
peyment schedule, etc.} end forward it to the Payment and Precurables team et the Research Foundation of CUNY.

1. Recipient's Mame (if multiple recipients,

eck this box D and, if applicable to all recipients, answer quastions 4-7 and complete the
attachment spreadshest, othenwise fill cut )

separate form for each recipient).

First Name, Last Mame M. ___ Email

2 Is the recipient a US Citizen /US Non-citizen National or parmanent resident? [l Yes [ Noiif the recipiert in not a

US Citizen /US Non-citizen Maticnal or parmanent resident, RF form 702 must be completed by the recipient and submitted with this form.
Failure to angwer the question acourately may create a tax liability owed by the payee and/or college where the payee is a Non Resident
Alien for tax purposes (MRA).

3. Recipient's Address: Straet City. Stete: Tip:
4 Recipient's EFT/ACH information: ABA Routing # Account# |:| Checking D Savings

5. Recipient’s Social Security (S5M) or Individual Teogpayer 1D (ITIN) Mo. (Mot CUNY student #)

6 Totel Dollar Amountoffward 5

7. Iz the recipient enrolled in a degree program? [ ves  [] me

8 Type of Program: I:l Undergraduate |:| Graduate D Masters D PhD D Post Doc. Other

9. Is teaching or any form of services required &s 2 condition for receiving 2 scholarship [ fellowship? D Yes D Mo
10. i required, does research, teaching, or other services benefit the grantor? D Yes D Ne

If the answer to questions 9 or 10 is Yes, then the full payment or the service-releted portion of the payment is considered
compensation nd not a non-service scholarship or fellowship. Review RFCUNY s compensation guidelines on how to process service
peyments.

11. I the recipient alsc being supported by & federzl or federal pazs-through award? |_| Yes D Mo

f yes, provide RF acoount #

Period of Support From to Amount §

Motas

The Project Director or Principal Investigator, by signing below, represents that to the best of his/her knowledge that the above
representations are frue and eho acknowledges that the Research Foundation providing these funds to the individual{s) requested based
ion the Project Director's above representations and any liabilities erising cut of any misstatement mey be the responsibility of school

Project Director / Principal Investigator Signature Date

FE7O1 Rav. 471.2018

Stipend setup workshest

Student's name

Period  From To
ar  Amount Tot EF.Date W Duys {1
. ~ $0.00 =
Initial panyrend
it ditferent)
Finail paymen

e Grand totad _Sm
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B: How to Create a Non-Recurring Stipend

If there is only one stipend, you will enter it as a regular payment request. If you are
submitting more than one stipend at a time from a grant, go to the RF website and select
“Electronic Tools”, select “Payment Request”, then “Create a Regular Payment Request”.
When the screen comes up, on the left side click on “Select Payee” and from the drop-down
menu, select “Find Vendor”. When the search bar for Payee comes up on the right side, put
in “Non-recurring”.

Create a Payment Request
Helpful Hints »

P Payment To Charges Other Info Attachments

Type '® Payee

w Select Payee Preview

Vendor Information 0

Issue Payment To: Search for Payee

Address: non-recurring

Payment Frequency ()
Recurring Payment

Invoice Information NON-RECURRING PAYMENT LIST Select

Invoice Number/Payment Reference
Invoice/Payment Reference Date
Payment Amount

Original Invoice Amount

Purchase Order Or
Other Encumbered Transaction

When the non-recurring payment list comes up, click on “Select”. The program will autofill
the left side of the page below:
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Vendor Information q

Issue Payment To: Search for Payee
NON-RECURRING PAYMENT LIST non recurring | L
Address:

Please complete this vendor's
address Vendor Name

Street Name

City
\NEW YORK |

ZIP Code

10036

State
| NEW YORK

Country
| United States

& Add to Favorites
& Change Vendor
4 »

Payment Frequency @
Recurring Payment O

Invoice Information

Invoice Number/Payment Reference

| K

Invoice/Payment Reference Date

]

o Py "

Fill in the address of the Research Foundation. The street name is 240 West 41% Street and
the ZIP code is 10036-7207. Fill in the date and total amount of the stipends. Then click
“Next”. On this screen, if you have more than one grant, chose the grant the stipend is being
paid from and then enter the expense code which is: 7805 Fellowships.
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Add a New Charge Preview H save

Project

Select a Project to Charge Payment v
Expense Code
Select an account code based on payment type v 0

Recovery Code

Select the recovery code

Amount

Enter Amount and Confirm by Clicking Add Charges

Amount to Pay: 1,750.00
Amount Currently Distributed 0.00
Amount left to Distnbute:  1,750.00

Then click next and on the next screen add any comments, if necessary,

Preview H save

Enter Other Information

Hold for Pick Up

Check Memo:

Comments and Justification:

Separate Checks
Payment Method:

COMPUTERIZED CHECK v

Cancel

Click “Next”. On the next screen, attach PDF with the required documentation and click
submit. Your PDF should include the stipend form below with the names, addresses, and
social security numbers and the amount of the stipend on the form and the 701 Data
Collection sheet shown below. The 701 Data Collection sheet and stipend worksheet can be
found when you type “Forms” in the search box on the first page of the RF website and then
go down that page to Stipends and Scholarships. Also, include in the PDF any direct deposit
forms. If any of the payees is a permanent resident, attach a copy of their green cards.
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Preview [#] submit H save %] Delete () Fax Cover Sheet

Attach a Document

Choose File |No file chosen
Attach File

View Downloadable Forms

Previous

« I +

RESEARCH fmcwtmummvm
/TSI FOUNDATION CUNY of Tne Ciy University
Mew York, NY 10035-T207

DATA COLLECTION FORM - SCHOLARSHIP/FELLOWSHIP

The IRS defines scholarship as an amount paid or allowed to, or for the benefit of a student at an educational institution or a research
1o aid in the pursuit of independent educational activity, study, or research. A fellowship is generally an amount paid for the benefit of an
individual to aid in the pursuit of graduate study or research. See IRS publication 970 (Tax Benefits for Education) for more information.
Please complete and forward this document along with all corresponding docurm ion ( request, recipient award letter,
payment schedule, etc.) and forward it to the Payment and Procurables team at the Research Foundation of CUNY.

1. Recipient's Name (if multiple recipients, check this box |v'] and, if applicable to all recipients, answer guestions 4-7 and complete the
attachment spreadsheet, otherwise fill out a separate form for each recipient).

First Name Yarious Last Name M1 ___ Email

2. Is the recipient a US Citizen /US Non-citizen Maticnal or nemremdeﬂ"E‘ren D Nn[rfmemclpemnmla

US Citizen fUS Non-citizen Nauunalurpmnentrnldens RF form 702 must be compl by ther and su with this form.
Failure to answer the question accurately may create a tax liability owed by the payee and/or college where the payee is a Non Resident
Alien for tax purposes (NRA).

3. Recipient's Address: Street Various city: State: zZip:

4. Recipient's EFT/ACH information: ABA Routing # Account# [ checking [ savings

5. Recipient's Social Security (SSN) or Individual Taxpayer ID (ITIN) No. (Not CUNY student #)

&, Total Dollar Amount of Award § 1750.00

7. s the recipient enrolled in a degree program? ] ves [ ] Mo

8 Type of Program: Undergraduate D Graduate D Masters D PhD D Post Doc. Other

9. Is teaching or any form of services required as a condition for receiving a scholarship / fellowship? D Yes Ne
10. If required, does research, teaching, or other services benefit the grantor? [_] Yes Mo

If the answer to questions 9 or 10 is Yes, then the full payment or the service-related portion of the payment is considered
compensation and not & non-service scholarship or fellowship. Review RFCUNY's compensation guidelines on how 1o process semvice
payments,

11. Is the recipient also being supported by a federal or federal pass-through award? D Yes D No

If yes, provide RF account #

Period of Support From o Amaount §

Notes

The Project Director or Principal investigator, by signing below, represents that to the best of his/her knowledge that the above
representations are true and also acknowledges that the Research Foundation providing these funds to the individual(s) requested based
on the Project Director's above representations and any liabilities arising out of any misstatement may be the reaponaibility of school.

Project Director / Principal investigator Signature Date
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C: How to Create an Independent Contractor Agreement (ICA) and a
Memorandum of Understanding (MOU)

An Independent Contractor Agreement (ICA) is the document by which the RF CUNY retains
the services of an independent contractor on behalf of a CUNY principal investigator (Pl). An
independent contractor is a worker who performs a discrete task that assists a Pl in
accomplishing the work the Pl has agreed to perform for the award sponsor. An independent
contractor controls when, how, and where services are performed, towards a promised
deliverable as a goal. An individual is an independent contractor if the payer has the right to
control or direct only the result of the work and not what will be done or how it will be done.

The RF CUNY refers to an ICA for less than $5,000 as a Memorandum of Understanding
(MOU). The governing principals are fundamentally the same as for an ICA. Go the RF CUNY
website and in the search box put in ICA or MOU and it will take you to this URL:
https://www.rfcuny.org/contractmanager

B RESEARCH Contract Manager
FC<IF™\ FOUNDATION CUN

Memorandum of Independent Contractor Subaward
Understanding (MOU) Agreement (ICA)

Choose the appropriate option: Over $5000 choose “Independent Contractor Agreement
(ICA)” and under $5000 choose “Memorandum of Understanding (MOU)”. You can then
Request “New”, “View Pending”, or “View/Amend Processed”. When you select “Request
New”, the screen below will come up.

RESEARCH Contrac Manager
TP FOUNDATION '

lassification Mous
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Check whether the ICA or MOU is for an Individual or a Company. These questions will come
up for an Individual or a comparable set of questions if it is a Company:

This MOU request is for services that will be provided by

" AnIndividual{™ A Company

1. Will the employer (not the worker) control the means and method of how work is done?
7 Yes{™ No

2. Does the employer have other employees performing similar work with a similar degree of
supervision?

7 Yes{™ No

3. Will the worker be engaged in an activity that is in the regular business of the employer?
7 Yes{™ No

4. Will the worker be paid by the unit of time (i.e. hour, week, or month)?

7 Yes{™ No

5. Will oral or written reports (i.e. status reports, timesheets) be required from the worker?

7 Yes{™ No

6. Will the work be performed on the employer's premises?

7 Yes{" No

7. Would supplies, materials, and equipment be furnished by the employer?
7 Yes{™ No

8. Will the worker provide the services on a regular, ongoing basis?

" Yes?" No

9. Will the employer provide detailed work instructions or procedures to the worker?

7 Yes{™ No

10. Will the employer have the right to terminate the worker at will?

7 Yes{™ No

11. Would the worker be protected from significant risk or potential loss while performing the service?
" Yes?" No

12. Does the worker have a Federal Employer Identification Number (not the same as SSN)?
7 Yes?" No

13. Does the worker hold his/her services out to the general public?

7 Yes?" No

14. Does the worker own or rent office space away from home?

7 Yes?" No

15. Is the work activity in question generally performed by nonemployees?

7 Yes?" No

16. Does the worker have multiple sources of income from the activity in question?

7 Yes?" No

17. Is the worker's enterprise of sufficient substance that it could be sold?

7 Yes?" No

18. Would the worker be allowed to delegate or assign the work to others?
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7 Yes{™ No

19. Would the worker be paid a specific sum at the conclusion of the project/work/services?
7 Yes{™ No

20. Does the worker perform a high-skill activity (i.e. doctor, lawyer)?

7 Yes{™ No

After you answer the questions, select “Initiate Request”. Several attachments are required,
which include the scope of work to be done, fee/payment schedule, terms and conditions
and proof of insurance if needed, and a W9 if needed.

ADDITIONAL GUIDANCE

1. Project directors must be aware of the requirements for Independent Contractors and
indicate their proposed use in grant applications or contract proposals.

2. Unless the budget is flexible, a specific budget category with sufficient funds must
exist before engaging any consultant or other Independent Contractor. Even in awards
with flexible budgets, using consultants may be prohibited by the sponsoring agency if
they were not specified in the project proposal. Approval of the individual (or firm) by
the funding agency may be required by the terms of the award or agency regulations.
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