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A. PURPOSE 
 
The purpose is to document a procedure for establishing an organization and fund code for Grants 
and Contracts (ledger 5), monitoring activity and closeout of grants.  
 

B. DESIGNATED STAFF 
 
Grant Accountant 
Financial Reporting/Compliance Manager 
Assistant Controller 
 

C. PROCESSING CYCLES 
 
Upon request 

 

D. REQUIRED RESOURCE MATERIALS 
1. “Request for Establishment of University Organization Code Form” and “Master Signature List” 

http://www.odu.edu/facultystaff/university-business/budget/development/forms 
http://www.odu.edu/content/dam/odu/offices/finance-office/data/master-signature-list.pdf 

 Exhibit 1 
2. Grant Award Notice/contract along with the Terms and Conditions from the appropriate 

University Department with all authorized University and Grant signatures.  Exhibit 2 
3. “Budget Adjustment Form” 

 http://www.odu.edu/facultystaff/university-business/budget/development/forms   Exhibit 3 
4. Memo requesting Org change.  Exhibit 4 
 

E. GOVERNING POLICY AND PROCEDURES 
 

• OMB /Circular A-21 - Cost Principles for Educational Institutions 

• OMB Circular A-110 - Uniform Administrative Requirement for Grants and Agreement 

• Commonwealth of Virginia Cash Disbursements Procedures 

• Sponsoring Organization 

• University Policy and Procedures 
 

F. CROSS REFERENCE TO OTHER PROCEDURES 
 

None 
 

G. OTHER UNIVERSITY OFFICES IMPACTED 
 

1. Data Control in Office of Finance 
2. University Budget Office 
3. Office of Research 
4. Grants and Contracts (Ledger5) Budget Units 

 

H. INVOLVEMENT EXTERNAL TO THE UNIVERSITY 
 

Grantor Agency 
 

 

 
 

 
 

http://www.odu.edu/facultystaff/university-business/budget/development/forms
http://www.odu.edu/content/dam/odu/offices/finance-office/data/master-signature-list.pdf
http://www.odu.edu/facultystaff/university-business/budget/development/forms
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I. PROCEDURE 
 

Overview: 
 
Organization codes are established to record accounting transactions for each grant by award year. 
Upon completion and approval of the “Request for Establishment of University Organization” form, 
the Project Directors and ODU Research Foundation, if applicable, are notified of their respective 
budget number.  A copy of the grant budget is submitted to the Budget Office for processing.  
 
Principal Investigators (PI)/Budget Unit Directors are responsible for managing and monitoring each 
award function or activity supported by the award to ensure all applicable guidelines and regulations 
are met by reviewing financial data recorded in Banner and preparing reports timely.  The PIs must 
work to ensure that they maintain high standards, achieve their stated goals and objectives, meet 
agreed upon deadlines, stay within budget, expend funds as required, comply with the granting 
entity’s terms and conditions, maintain appropriate records, meet financial and programmatic 
reporting requirements, and communicate results.  The Grant Accountant is responsible for 
accounting, verifying that the expenditures/revenues relate to the specific objectives funded in the 
grant contract/agreement, provide guidance for budget changes, and maintain effective control over 
and accountability for all funds, property, and other assets. 
 
Steps in Procedure: 
 
1. Prior to any grant application being submitted to a grantor agency/organization, the Office 

of Research must review and approve the application to verify that the University can comply 
with the requirements stated in the award documentation. 

 
2. Once the award notice is received, the Principal Investigator is responsible for completing 

the “Request for Establishment of University Organization (Org) Code” form and the “Master 
Signature List”.  Exhibit 1  
a. Obtain blank form titled “Request for Establishment of University Organization 

Code” and “Master Signature List” 
 http://www.odu.edu/facultystaff/university-business/budget/development/forms 

 http://www.odu.edu/content/dam/odu/offices/finance-office/data/master-signature-list.pdf 

b. Complete sections I through V.  Most responses are obtained from the award notice. 
c.  Send all “Request for Establishment of University Organization Code” ledger 5 

paperwork to the VP for Research for review and determination of who will manage 
the grant, ODU, or ODU Research Foundation.  See Exhibit 1 - SECTION VI.  The 
Office of Research will forward the completed form to General Accounting. 
Note 1: If the form has already been completed by another office, review form 

for accuracy and completeness. Sign SECTION VI, under Finance 
Grants Accounting.  Exhibit 1 

Note 2: If the award is a renewal, send copy of new contract (Exhibit 2) to Data 
Control with attached memo (Exhibit 4) requesting Org change 
(usually last number which represents the FY of renewal year).  Fund 
number will remain the same, but the termination date will be extended 
to the new closing date.  

 
3. The Grant Accountant and the Financial Reporting/Compliance Manager will review all 

awards and supporting documentation to ensure that the required data and proper approvals 
are completed before pre-assigning the account number. 
a. New Awards - the Grant Accountant will assign the Org as described below in 3c, 

plus the first three digits of the fund number (Depending if Private or State 034, 
State Appropriations 033, or Federal funded 031). 

b. Renewals - A new org account number is assigned by the Grant Accountant.  The 
last digits will change with the FY if possible.  The fund number remains the same.  

http://www.odu.edu/facultystaff/university-business/budget/development/forms
http://www.odu.edu/content/dam/odu/offices/finance-office/data/master-signature-list.pdf
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c. Example of coding structure for 5GCC%: 
a. 5 stand for Ledger 5 (Grant and Contracts). 
b. GC stands for Department / School that was awarded the grant/contract. 
c. C stands for next Alphabet (Dept/School may have 5GCB4). 
d. 4 stands for fiscal year grant awarded (2004). 

 
 4. “Budget Adjustment Form” must be completed and attached to the “Request for 

Establishment of University Organization Form”.  Review to make sure funds to be loaded 
are in the correct sub-account and revenue account and the correct award amount.  Exhibit 
3. 

 
5. Once the Org Code has been established in Banner by Data Control, the Financial 

Reporting/Compliance Manager will initial the “Budget Adjustment Form” and submit it to 
the Budget Office to have the new budget loaded.  The Grant Accountant will also notify the 
requestor and ODU Research Foundation, if applicable, via email of the new budget code. 

 
6. The Grant Accountant, or Grant & Contract Administrator (GCA) for those accounts 

managed by ODU Research Foundation, will compare grant expenditures/outlays with 
budget amounts to monitor and track appropriate activity and ensure reporting deadlines 
are met timely.  Review expenditures for compliance with allowable cost within the 
respective grant terms, applicable Federal, State, Private and University guidelines.  Report 
to the Principal Investigator or the designee any account discrepancy so that it will result in 
a timely resolution. 

 
7. At the close of an award period, the Grant Accountant or GCA for ODU Research 

Foundation managed accounts, will notify the Principal Investigator via e-mail that the award 
has ended and what reporting is required.  They will also be notified of any budget account 
cash deficits or excess.  Most awards have a 60 - 90 day close out period to allow for all 
expenses to clear the system.  Once the close out period has expired the following steps 
will be taken via e-mail: 
a. The Grant Accountant will review the grant at the end of the close out period to 

determine the grant status.  If there are any outstanding issues: cash deficit/excess 
or incomplete reports, the Project Director will be notified to complete the required 
documentation within 14 days.   

b. If no response to the 1st notice is received within the given deadline, a 2nd notice will 
be sent to the Project Director, Budget Unit Director, and the VP for Research for 
action.   

c. If the 2nd deadline is not met, a 3rd notice will be sent to the same parties listed in 
7b plus the VP for the area. 

 
 8. All Non-Federal open-ended awards are reviewed at year end during the ledger 5 

rollover and responsible departments are notified by the Grant Accountant if there has been 
no activity within the least two years.   

 
 9. When all final reports have been completed and the cash balance has been cleared, 

the Grant Accountant will request that the Budget code and fund, if applicable, be terminated 
in Banner. This process should be completed within 60 days after the end of the final close 
out period. 

 
 

Contacts: 
 

For questions regarding this procedure and/or practice contact the Financial Reporting/Compliance 
Manager in General Accounting at 683-3052. 
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Exhibit 1 
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Exhibit 2 
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Exhibit 3 
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Exhibit 4 
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Signature Required:     

     

Preparer Name  Title  Date 

     

Reviewer Name  Title  Date 

     

Compliance Specialist Name  Title  Date 
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