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Admin Matters

We will address questions at the end of session. Please enter
questions into the Chat.

Everyone should have the following three addendums to refer to:
1) Risk Assessment Form
2) Subrecipient Invoice Checklist
3) Subrecipient Invoice Payment Process Flowchart
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Special Welcome

Miranda Pantano,
Associate Director for International Subawards

miranda.pantano@bc.edu
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Backstory

Internal audit of Subrecipient Monitoring identified process improvements that
would strengthen operations. A 5-week collaboration resulted during which
time the following new forms and procedures were created:

New Risk Assessment and documented SOPs

New Subrecipient Invoice process effective June 1 — mandatory
checklist, invoice template, OSP PeopleSoft approval and documented

SOPs

FFATA documented SOPs
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Why is this important?

Uniform Guidance requires Boston College to conform with its subrecipient
regulations (refer to 2 CFR 200.330).

Boston College could be subject to a federal audit and any non-compliance
could result in substantial fines and penalties and expose the University to
increased federal scrutiny.

Everyone is a part of the process and contributes to a system of internal
control to achieve regulatory compliance.
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Redesigned Risk Assessment Form & SOPs
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Overview of Reengineered Subrecipient Invoice process

Effective June 1, 2022, OSP will approve subrecipient invoices prior to
disbursement. This will be automatically routed in PeopleSoft.

A Subrecipient Invoice Checklist will need to be completed, signed and
submitted with the subrecipient invoice and supporting documentation for
approval.

Everything communicated today will be on the OSP website for future
reference.
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Steps of Subrecipient Invoice process

DRA sets up the PO in PeopleSoft for the awarded amount for the budget period.

DRA uploads a copy of the signed subaward agreement with the PO Requisition Request in PeopleSoft.

DRA monitors for timely receipt of subrecipient invoices.

DRA reviews invoices against OSP Subrecipient Invoice Checklist.

DRA forwards subrecipient invoice, supporting documentation and completed OSP Subrecipient Invoice Checklist to PI.

Pl approves invoices as evidenced by signature/email including certification statement.

DRA uploads the signed subrecipient invoice, subrecipient invoice checklist, supporting documentation into PeopleSoft for payment
OSP approves subrecipient invoice for payment in PeopleSoft.

Procurement creates payment and sends to subrecipient

DRA verifies proper posting of invoices by timely reviewing TDR/ACR reports.
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Subrecipient Invoice Flowchart
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Templated Invoice to be included on Subrecipient Letterhead

SAMPLE INVOICE

Ta 8 propared an Sabracipent ine read

it Phane #: lInvoice Date:
Subredipient Email: lInwoice K
Subrecipient EBIN: BC Project #:
Datels) of Service:
Final Invoice: Yes or No [cirde one)

SEMD TO: Email ar physical address contact{s)

[ REGUIRED]

EXPENDITURE CATEGORY CURRENT PERIOD EXPEMSES W7D TOTAL EXPEMSES

Salaries & Wagses
Fringe
Materials & Supplies
Diomiestic Travel
Fareign Trave|
Capital Equipment
Contractual
Tuition Remissian
Oeher

Tital Direct Casts
Indirect Costs
Total Costs

Aleans pap ehir amoasd

REQUIRED

By signing this repars, | certify to the best of my knowledge and belief that the repart is true,
complete, and sccurate, and the expenditures, dishursements and cash receipts are for the
purposes and objectives set forth in the terms and conditions of the Federal award. | am aware
that any false, fictitious, or fraudulent information, or the mission of any material fact, may subject
me to criminal, civil or administrative penalties for frawd, false statements, false claims or
otherwise. [US Code Tithe 18, Section 1001 and Tithe 31, Sections 3729-3730 and 3801-3812).

Signature

Name Tithe Date
Kalke all checks payable ta: (Subrecipient Name|

¢
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Completed & Signed Invoice Checklist required for OSP approval

o Ensure that the subrecipient award is fully executed prior to reviewing any subrecipient invoices.
o Subrecipient Invoice contains all of the following items per OSP Subrecipient Monitoring Pali
o Invoice is prepared on subrecipient letterhead .
=} Invoice includes:
=] BC Project Number
o Invoice Number
=] Invoice Dates
o Date of Service
m} Total Period Cost
o ¥TD Cost
o If final inwvoice, mark ‘FINAL" at the top of the invoice.
=] Approval signature of subrecipient financial representative.
o Ensure that the subrecipient invoice number has not already been paid (prevent a duplicate)
o Ensure that the subrecipient invoice is an original and not a photocopy (prevent a duplicate).
o Check the subrecipient invoice against subrecipient budget to ensure:
o Items included in the subrecipient invoice align with subrecipient budget

k:atego ries. For example, if equipment is not included in the subrecipient budget, it
showld not be on the subrecipient invoice.
o The invoiced amount, when added to ¥YTD Cost wi
total expense to exceed the subrecipient budget_
o The date of service included &n the subrecipient invoice is within the budget
period
o Check the subrecipient invoice against the terms and conditions of the subaward which includes
the prime terms and conditions to ensure there are no issues of non-compliance. For example, the
subaward terms and conditions may specify the frequency of invoicing.

not cause a resulting actual

o Review the expenses included in the invoice and supporting documentation for reasonableness,
allowability and allocability to ensure in alignment with UG regulations.
o Review the subaward to determine if the subrecipient was deemed "High’ risk. If so:

o Determine if additional procedures/documentation is required to support invoices and

ensure that information was received. For example, a High Risk subrecipient may be required to submit
evidence from their accounting system to support the itemized expenses on the subrecipient invoice.

o Ensure that the indirect cost (F&A) amount is calculated correctly in the invoice.
o Ensure that the fringe benefits cost amount is calculated correctly in the invoice.
o Once the DRA is satisfied with the subrecipient invoice, ocbtain documented Pl approval to ensure

the invoiced expenses are aligned with technical progress. The PI certification stamp stating “f certify
that the subrecipient has demonstrated satisfactory praject performance and progress, and the charges
represented on this invoice appear to be appropriate with that progress. As Principal Investigator, |
approve this payment” should be used. Alternatively, the PI may make the same statement in email
format which can be attached to the subrecipient invoice.

o Ensure that the subrecipient invoice and all supporting documentation is included in e-Trisyes.
records.

This checklist was completed by:

Mame Date
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Subrecipient Invoice Mock Case Study - Break Out

Emily is the DRA for Pl Murphy in the Chemistry Department. One of Pl Murphy’s prime awards from
the NSF has a proposed subaward with the University of Phuket. The subaward has not been signed
off on yet due to extended administrative delays and some unexpected turnover. It is also considered
‘High’ risk as BC has never worked with the University of Phuket before and it is an international
agreement. Emily received a subrecipient invoice in Thai language with some English from the
University of Phuket for ‘Q1 expenses’ totaling $26,985. The subrecipient invoice has the invoice date
and number along with the total amount. The total amount is within the overall budget for the
subaward. Pl Murphy is on a three-week vacation in France yet Emily knows that progress has been
made on the subaward because she chats with Pl Murphy frequently and believes it is reasonable.
Emily texts Pl Murphy seeking approval and receives a ‘Yes, certainly’ text from Pl Murphy who was
visiting the café at the Louvre museum at the time. Emily attaches a printout of the approval text to the
invoice and submits it for payment same day to keep up with the workload on her desk.

What steps did Emily overlook as a part of the process?
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FFATA = Federal Funding Accountability & Transparency Act (2006)

Requires institutions to report on the spending of federal funds with a $25,000 threshold.

This was performed by the Senior Assistant Director, Preaward Administration and will be
handled by the Associate Director for International Subawards moving forward.

Collaboration resulted in documented Standard Operating Procedures (SOPs) in this area.
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Key Takeaways

- Effective June 1, 2022, OSP will approve
subrecipient invoices before they are paid.

- DRAs need to complete Subrecipient Invoice
Checklist and attach to the subrecipient invoice.

« A/l supporting documentation for invoices must be
uploaded to e-Trieve for record retention. This is
proof of compliance.
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