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Grant Index Set-up Process
PURPOSE, SCOPE, AND PRINCIPLE: 
For a Principle Investigator (PI) to use funds received from a grant, a grant index must be assigned and the budget set-up in Banner. This process involves multiple departments including the Office of Sponsored Projects (OSP), Controller’s Office, Budget Office, and the PI’s home department.  The purpose of this procedure is to facilitate the process by providing an outline of the steps involved.  

This procedure is designed to promote coordination and collaboration between the departments involved in the grant index set-up process.  Each department may supplement it with related intradepartmental procedures. 
RESPONSIBILITIES:

A. OSP

1. Receive and communicate Notice of Award (NOA)
2. Review and approve “Request for Grant Index/Budget Authorization Form” (Purple Sheet) 
B. Controller’s Office
1. Initiate, prepare and route Purple Sheet 
2. Set up grant index in Banner

3. Work with Budget Office to set up grant budget
C. Budget Office

1. Approve and enter grant budget in Banner 
D. Principle Investigator (PI) or Designee
1. Work with OSP and Controller’s Office to review and facilitate Purple Sheet
DOCUMENTS/RESOURCES NEEDED:
Request for Grant Index/Budget Authorization Form (Purple Sheet)
Cayuse SP (Sponsored Projects)

Notification of Award 
Award Documents (includes any documents provided by the sponsor related to the award)

Project Budget
DEFINITIONS: 
Notice of Award (NOA):  Written notification from sponsor that a proposal was awarded. This notice is typically delivered by email and could include the award agreement or contract, and other forms and documentation  
PROCEDURE: 
1. OSP 
1. Director/Designee will notify Controller’s Office of award with email to Assistant Controller/Manager of Sponsored Project Accounting/Designee
a) Include the name of the assigned Grant Officer and a link or reference to the project in Cayuse SP in the email; the NOA and other award documents including the project budget should be in the Cayuse SP project file, see GP 7.
b) Request assignment of Grant Accountant.  Carbon copy assigned Grant Officer and PI
2. Controller’s Office 
1. Assign Grant Accountant; Notify OSP and PI of assignment through email
2. Grant Accountant works with PI to complete Purple Sheet, through line 1 on the Sheet
3. Assign grant index number

4. Send completed Purple Sheet to Grant Officer for review and signature 
3. OSP Grant Officer 
1. Send NOAs to OSP Director as needed

2. Review Purple Sheet for completeness and accuracy; refer to the project budget for comparison
3. Document/request changes as needed
4. Approve form with signature and date on line 2 of the Sheet
5. Save copy of Purple Sheet in project file on Cayuse SP and department share drive
6. Return the signed Purple Sheet to Grant Accountant to obtain remaining signatures
4. Grant Accountant
1. Obtain additional signatures on Purple Sheet, i.e. signature lines 3 - 6 
2. Once all approvals are received forward Purple Sheet to Budget Office for review and approval
5. Budget Office 

1. Budget Director review and approve Purple Sheet by completing line 7
2. Send Purple Sheet to Controller’s Office for processing
6. Controller’s Office
1. Set up index in Banner 

2. Scan and save a copy of the Purple Sheet to the project award file in Cayuse SP 

3. Send Purple Sheet to Budget Office for budget entry
4. Notify PI that the index is ready for use once the budget has been set-up in Banner; provide Banner training to the PI
7. Budget Office

1. Add budget to index in Banner
2. Notify Controller’s Office when budget set up is complete 

3. Keep Purple Sheet for records
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