CHARGING EXPENSES 
to Federal Sponsored Funds and Other Sponsored Funds
This document was designed by the Office of Grants & Contracts Administration (GCA) and the Office of Grants & Sponsored Programs (OGSP) to provide guidance for anyone who is, or aspires to be, the Project Director or Principal Investigator (PI) on a sponsored project at Middlebury College. The PI is accountable for insuring that all funds are spent according to Middlebury policy, all terms and conditions defined by the funding agency, and any applicable federal regulations. 
COST PRINCIPLES:     
All costs charged to sponsored funds (i.e. grants, fellowships, contracts, etc.) at Middlebury must conform with Middlebury’s Allowable Expenditure Policy.

Additionally, all costs charged to sponsored funds must be:

· Reasonable – costs must not exceed that which would be incurred by a prudent person under the circumstances prevailing at the time the decision was made to incur the cost (i.e., a prudent person would purchase the item at that price)

· Allocable – incurred specifically to advance the project funded by the award and assigned to the award in accordance with the relative benefit received by the award.

· Allowable – must be necessary for the performance of the project and must adhere to applicable federal cost principles, agency-specific policies, award-specific terms and conditions, and Middlebury policies regarding the specific cost item.

· Consistent – the cost must be treated in the same manner (i.e., as either a direct or indirect cost) when used in like circumstances 

Please see Table 1 later in this document for a summary of allowability of selected expenses. 

Please note: just because an item was included in a proposal budget does not make it an allowable expense on a sponsored fund. To be allowable, expenses must conform to the definition above.
BUDGETS: 
Costs charged to sponsored funds should be consistent with the categorical budget as awarded by the sponsor. If a cost is not within an approved budget category, use an OPAS form to request approval for the expense
PROCUREMENT PROCEDURES:
All purchases made with sponsored funds are subject to Middlebury’s Procurement Policy. In accordance with that policy:
Original Itemized Receipts Required
All requests for reimbursements or requests to pay vendors should be submitted to Accounts Payable (Controller’s Office, Marble Works Building) with the original itemized receipts (or agreements, contracts, or other documentation). Payment forms can be found on the Accounts Payable webpage. All original receipts for purchasing card (P-Card) transactions must be maintained by the PI or the PI’s department for 6 years after close out of the award, as required by Middlebury’s Record Retention Policy, and be made available for audit by the Controller’s office upon request.

· For Purchases with Cash or Personal Credit Cards: Submit the itemized, original receipt, not just the signed credit card slip. Credit card billing statements are not considered original receipts.  

· For Purchases with P-Cards (Middlebury Purchasing Cards): P-Card purchases must follow the same rules and policies as any other purchase. PIs should review expenses online to make sure that all expenses charged to a sponsored fund are consistent with the terms of the award and that the expenses posted to an account code consistent with the award’s budget. If necessary, PIs should use the online system to move expenses to an appropriate account code. PIs should contact the P-Card Manager with questions about or for assistance with P-Card procedures; PIs should contact GCA with grant-related questions. 
Quotes 

Quotes are auditable documentation and are required for purchases under certain conditions:

· For purchases up to $10,000, no quotes are required.

· For purchases of $10,001 to $25,000, a minimum of 2 quotes (confirmed in writing, fax, email, or telephone) are required.*±  
· For purchases greater than $25,000, a minimum of 3 quotes (confirmed in writing, fax, or email enclosure) are required. *±  
* To make a purchase of $10,001 or more from a specific vendor without soliciting quotes, a Sole Source Form must be submitted to GCA for approval. 

± All documentation (quotes, sole source forms) must be submitted to GCA before ordering.
FINAL NOTES:
PIs are accountable for spending grant funds in a responsible and timely manner. Purchases within 90 days of the close of an award are often subject to extra scrutiny. Therefore, they must be within an approved budget category to be processed. If the expense is not within an approved budget category, The PI must request approval of the expense using an OPAS form. All capital equipment (i.e. items with a cost of >$5,000 and a useful life of greater than 1 year) should be purchased well in advance of the last 90 days of an award period. Expenses incurred in the last 30 days receive even more scrutiny; contact GCA with any questions.
As well, it is very important to include the Fund (Index) number on all documentation.
For questions regarding the contents of this document, please contact:

Office of Grants & Contracts Administration (GCA)

Steve Marino, Director (smarino@miis.edu, 831-647-6408)

Office of Grants & Sponsored Programs (OGSP)

Franci Farnsworth, Associate Director (Library 107, farnswor@middlebury.edu, x5889)

Liz Haney, Associate Director (Library 108, ehaney@middlebury.edu, x5132)

Chuck Mason, Director (Library 106, cmason@middlebury.edu, x5717)

TABLE 1. ALLOWABILITY OF SELECTED EXPENSES
	Alcoholic Beverages


	Unallowable on federal awards; allowable on non-federal awards if the following two conditions are met: 1) it is consistent with the terms of the non-federal award, AND 2) it would be allowable with Middlebury funds.

	Capital Equipment (items costing more than $5,000 and having a useful life of more than one year) 
	In general, to purchase capital equipment with sponsored funds, a line item for the equipment must be in the categorical budget as awarded by the sponsor; otherwise Middlebury must seek approval from the funding agency. Requests to purchase capital equipment that was not in the original budget should be made using an OPAS form. It is important to retain all notes related to procurement of equipment (e.g. choice of vendor, model, etc.).

	Catering
	Unallowable on federal research awards (may be allowable if in a categorical budget for a program grant); allowable on non-federal awards if the following two conditions are met: 1) it is consistent with the terms of the non-federal award, AND 2) it would be allowable with Middlebury funds.

Federal funds may not be used for purchasing food to serve at meetings or events such as “lab group” meetings or departmental meetings, even if attendees are disseminating technical information related to the project.

	Computer and Computing Devices
	For federal awards that started after December 26, 2014, computers and computing devices are generally considered to be a supply item and are allowable if they are essential for the performance of and allocable to the project; they need not be solely dedicated to the project. For all federal awards, if a computer or computing device was in in the budget as approved by the sponsor, it is an allowable expense. Otherwise, check with GCA.

	Entertainment
	Unallowable on federal awards; allowable on non-federal awards if the following two conditions are met: 1) it is consistent with the terms of the non-federal award, AND 2) it would be allowable with Middlebury funds. Meals that are not eligible for reimbursement are considered entertainment expenses. 

	Conference Registration Fees
	Registration fees for conferences are allowable. The purpose of the conference or of the PI’s participation at the conference must be “the dissemination of technical information” related to the project. (This can include informal discussion of ‘work in progress.’) For all conference travel, the traveler must provide justification details on the voucher, P-card notes, or via email with GCA. 



	Groceries
	Unallowable on federal awards; allowable on non-federal awards if the following two conditions are met: 1) it is consistent with the terms of the non-federal award, AND 2) it would be allowable with Middlebury funds.

Federal funds may not be used for purchasing food to serve at meetings or events such as “lab group” meetings or departmental meetings, even if attendees are disseminating technical information related to the project.

	Local Meals
	Unallowable on federal awards; allowable on non-federal awards if the following two conditions are met: 1) it is consistent with the terms of the non-federal award, AND 2) it would be allowable with Middlebury funds

Federal funds may not be used for purchasing meals at local restaurants, even if attendees are discussing technical information related to the project.

	Meetings held  at Middlebury
	Federal funds may not be used for catering of meetings or events such as “lab group” meetings or departmental meetings, even if attendees are disseminating technical information related to the project.

In some circumstances federal funds may be used to cover the expenses for an outside expert who comes to Middlebury to participate in a sponsored project. If the cost was included as a line item in the categorical budget as awarded by the sponsor, it is generally allowable. If such expense was not included in the awarded budget, use an OPAS form to request approval for the expense.

	Memberships: Civic, Community, and Social Organizations
	Unallowable on federal awards

	Memberships:  Institutional Memberships 
	Unallowable as a direct cost on federal awards.

	Memberships:  Professional Organizations
	In general, federal sponsored funds should not be used for memberships in professional organizations. However, such costs are allowable if the PI provides requested details and the following two conditions are met:

1) the membership is required in order to present “technical information” related to the project at a conference (provide the name, location, and dates of the conference on the voucher, P-Card notes,  or  in email with  GCA)

2) the total cost for membership and discounted conference registration does not exceed the regular cost of conference registration (provide these details on the voucher, P-card notes,  or email with GCA)

In some circumstances, if the PI can document that: 1) PI needs to be a member of the professional organization in order to complete the project AND 2) PI would not otherwise be a member, then it may be allowable expense; check with OGSP.



	Office Supplies









	Unallowable as a direct cost on federal awards. 

Lab notebooks are considered supplies, not office supplies. When purchasing notebooks for use in the lab, provide backup on the voucher, P-Card notes, or in an email with GCA describing how the item will benefit the project.  



	Postage and Other Shipping Costs (such as FedEx)
	Generally unallowable as a direct cost on federal awards.

In some circumstances, these may be allowable if PI can document that the expense can be allocated to a specific award and is justified as being a direct cost of the project and not part of Middlebury’s indirect costs – check with GCA.

Examples of allowable postage/shipping expenses include shipping costs for sending research samples to a colleague for testing, shipping costs for supplies ordered from an online vendor.


	Professional Services
	Professional and consulting services rendered by employees of Middlebury are unallowable. If a Middlebury employee is providing such a service, then the employee’s salary and fringe should be charged as a direct cost and included in the personnel line item in the project budget. 

All contracts for individual professional services rendered by persons who are not employees of Middlebury by must be approved by the Controller’s Office.   

	Subscriptions






	Generally unallowable as a direct cost on federal awards.

In some circumstances, if the PI can document that 1) access to the journal is required in order to complete the project, AND 2) Middlebury does not provide the journal, AND 3) the PI would not otherwise subscribe, then a subscription may be an allowable expense; check with OGSP.  


	Supplies
	Materials, supplies, and parts necessary to carry out the project are allowable. Shipping costs for supplies are a proper part of supplies costs.

	Telephone
	Local telephone costs are unallowable as a direct cost on federal awards. 

In some circumstances, long distance telephone costs may be allowable if the PI can document that the expense can be allocated to a specific award and is justified as being a direct cost of the project and not part of Middlebury’s indirect costs – check with  GCA. 



	Travel











	The purpose of trip must be related to the performance of the project, and either domestic or foreign travel respectively must have been included as a line item in the categorical budget as awarded by the sponsor or in a revised budget as approved using an OPAS form. For all travel using sponsored funds, the traveler must provide justification details on the voucher, P-Card notes, or via email with GCA.

Reimbursement for travel expenses using federal funds follows the same policies (Middlebury’s Travel Policy, Faculty Professional Development Fund Guidelines and Procedures) as reimbursement with Middlebury funds for similar purposes—i.e. travelers must choose the least expensive method of travel or provide justification for using a more expensive method. 

Lodging: Federal per diem rates may be used, but itemized receipts for actual expenses are preferred. 
Meals & Incidentals: Federal per diem rates may be used, but itemized receipts for actual expenses are preferred. No federal funds can be used for alcoholic beverages, even ones that are part of meals.
Mileage: Check Budget Office website for current rate:     http://www.middlebury.edu/offices/business/budget/midd_budgets/faq
Please note the following additional requirements for travel using federal funds

Airfare: Choose the least expensive coach class flight on a U.S. carrier (unless approved by GCA).       

Foreign travel: Many federal funding agencies require prior approval for or may not allow foreign travel. If foreign travel was not included as a line item in the categorical budget as awarded by the sponsor, use an OPAS form to request approval for the expense. 
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