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The following is a collection all of the sponsored research policies and appropriate documents relevant to the grant management processes. We hope that you will find this document to be a valuable and helpful instrument as you exercise your research administration responsibilities. 

Financial Grant Management Polices

	Policy/Guidance 
	Local Contact
	Relative Documents
	Comments

	A-21 Activity Coding Policy- Chart of Account attribute used for new awards 
	FOA
	A21 Activity Coding Policy
	University policies around A-21 activity coding found in ABLE. HMS specific job aids found on the FOA web site.

	Advance Account Policy
	SPA
	Form - SPA 
Policy - OSP
	University wide policy with categories of advance accounts. Policy found on OSP web site, form link from SPA.

	Affiliate Account Guidance & Contacts – how they can get on financial systems 
	FOA
	Affiliate Accounts
	FOA website offers contact information, not policy.

	Cash Receipt Policies & Procedures
	FOA
	Cash receipt procedure
	University Policy and then HMS specific policy has papers on the various University cash policies. More

	Cost Sharing
	SPA – Proposal 

FOA - Tracking
	Cost Sharing - SPA
Cost Sharing - FOA
	OSP Cost Sharing Guidelines has a matrix including HMS. SPA website contains HMS form revised 4/02. More 

	Cost Transfer Policy
	FOA
	Cost Transfer Policy
	The SPOC approved this University wide policy relating to the transfer of a charge to a federally funded sponsored account previously recorded elsewhere. More

	Direct Costs Policy-Sponsored Project Expenditure Policy for HMS
	FOA
	Sponsored Project Expenditure Policy
	HMS has its own policies on how to direct charge costs to grants – w hat you can and can't do. University Expenditure Policy is called University-wide Business Expense Policy (including Personal and Unallowable Expenses) and is under General Policies. More

	DS-2, HMS Cost Accounting Policies/Disclosure Statement
	FOA
	Cost Accounting Policies
	FOA site indicates that the DS2 has not yet been approved and will be updated soon.

	Effort Reporting
	FOA
	Effort Reporting
	HMS faculty has Annual Faculty Certification while staff have a Monthly Certification.

	Equipment Management
	FOA/OSP
	OSP Equip – policy  FOA Equip – cost analysis
	Administration site with complete overview, policies and contact information.

	Expenses Reimbursed by Outside Organization
	FOA
	Reimbursement
	HMS policy refers to University policy found on ADAPT web site. More

	Fellowship Payments, Tax Reporting for Non-EE Research Fellows
	OHR/HMS
	Fellowship Payment Scale
(under tax)
	Per Tax Operations: The Policy and Procedure for Fellowship Payments on the VPF web site still covers the relevant information. Note that the paper refers to non-employee research fellows "Pay Class 49" in IDMS which is now referred to as Pay Group "MEP" in PeopleSoft. Also the two numbers for Tax Operations that are listed in the resource section on Appendix C are incorrect, correct numbers are: Tax Services phone numbers: (617-496-9919 or 495-8436).

	Financial Reporting of Sponsored Accounts- University Policies & Procedures
	OSP - post award
	Financial Reporting 
	Outlines the roles and responsibilities between OSP and the department during the financial reporting process. Applicable to HMS since Central is responsible for HMS post-award.

	Gifts interest rates – Administrative Assessment Policy on interest rates that apply to gifts
	FOA
	Administrative Assessment Policy
	A gift tax is HMS specific because it is charging an administrative fee to funds to help recoup a portion (less than 50%) of the University's charges to the School for central University costs.

	Gift vs. Sponsored Research Policy
	SPA
	Gift Policy
	University requirements which define the criteria for awards being processed by the appropriate pre-award office.

	Gift – Employee & Celebratory Events
	FOA
	Employee Gifts & Celebratory Events
	Under General Policies

	Indirect Cost Rate (F&A rates)
	SPA - Proposal 

FOA - Rate Calc
	IDC Rate
	Separate rates for various segments of HMS, see detail. Also, there are different rates for FAS and HSPH.

	Interest Policy (University)
	FOA
	FOA Interest Income Policy OSP Interest Income Policy
	HMS site addresses non-sponsored fund policies; interest income paid on non-federal sponsored funds is the OSP policy.

	Interest Charges on Sponsored Funds Deficit Balances
	OSP
	Interest Charges 
	Details the types of deficit fund balances that will be assessed interest.

	Operating Advance: Short Term and Long Term
	FOA 
	Operating Advance
	FOA link details STOA. See Long term Operating Advance under Cash Management at the FAD link More.

	PCard Policy
	FOA
	P-Card Policy
	University Policy and specific HMS guidance.

	Post-Doc –Charging Fringe Rates to Grants
	SPA
	Charging Post-Doc Fringe Rates
	Guidance on charging health care costs for fellows.

	Reimbursements: Travel and Non-travel
	FOA
	Reimbursements  – FOA

Travel Office  -- Central
	HMS specific policies are on the FOA website. FOA site includes 60 day rule policy.

	Service Centers
	FOA
	OSP Service Centers FOA Service Centers
	University Policy, applicable to HMS. HMS training presentation available on FOA site.

	Sponsored Chart of Accounts Business Rules 
	SPA - Pre award OSP - Post award
	Chart of Accounts


 HYPERLINK "http://vpf-web.harvard.edu/osr/managing/content/man_mon_awa_rules.pdf" 
Chart of Accounts – OSP 
	Provides the rules and guidance needed to establish an account string to be used to represent the transactions of a sponsored award in the Harvard General Ledger. Links from OSP and ABLE.

	Sub-recipient Monitoring
	SPA – Pre Award

OSP - Post Award
	Sub-recipient Monitoring
	Procedures and Guidelines, not "Policy" Approved by SPOC. Applicable for all schools including HMS.

	University Prior Approval System (UPAS)
	SPA
	UPAS
	Expanded Authorities vehicle for internal approval of certain aspects of the original award. 

	Unreconciled Account Policy
	OSP
	Unreconciled Account Policy
	Policy which outlines the guidelines and time frame for reconciling a sponsored account.


Research Policies
	Policy/Guidance 
	Local Contact
	Relative Documents
	Comments

	Attribution of Credit and Disposition of Research Products Guidelines
	OFA
	Attribution of Credit
	NIH has draft guidelines for data sharing dated 3/1/02

	Authorship Guidelines (also part of Guidelines for Investigators in Scientific Research)
	OFA
	Authorship Guidelines
	Part of the Faculty Policies on Integrity of Science

	Complaint Handling Policy-Ombuds Office
	Ombuds
	Complaint Handling Policy
	

	Conflict of Interest and Commitment
	OFA
	Conflict of Interest
	Part of the Faculty Policies on Integrity of Science

	Equity
	OTL
	Equity
	Procedures for acceptance, management, and Sale of licensed-derived stock

	Faculty Misconduct
	OFA
	Faculty Misconduct
	SPA also links to Faculty Affairs site which is a compilation of policies. Part of the Faculty Policies on Integrity of Science

	Guidelines for Investigators in Scientific Research 
	OFA
	Scientific Research Guidelines
	Includes supervision of research trainees, data gathering, storage, & retention, authorship, publication practices and laboratory guidelines

	Human Embryonic Stem Cell University-wide Committee
	OFA
	Stem Cell Committee – OFA
Policy – SPA 
	

	Letters of Reference
	OFA
	Letters of Reference
	Part of the Faculty Policies on Integrity of Science

	Materials Transfer
	OTL
	Materials 
	Look for required data sheet. 

	Outside Activities of Holders of Academic Appointments
	OFA
	Outside Activities of Holders of Academic Appointments
	Provost Policy whose local contact is Margaret Dale.

	Participation Agreement
	OTL
	Participation Agreement Guidance
Form -- SPA
	The PA is required for all faculty participating in sponsored research. Kept on file in OSP. HMS refers to University Policy More.

	Patent and Copyright-Statement of Policy in Regard to Inventions, Patents and Copyrights
	OTL
	Statements of Invention
	

	Principles Governing Commercial Activities of HU, w/ Application to Partnerships btw HU and Outside Organizations
	OFA
	Principles governing commercial activities
	Provost Policy whose local contact is Margaret Dale.

	Proposal Submission Guidelines
	SPA
	Proposal Submission Guidelines
	There are a number of procedures on this page on the SPA web site including Proposal Submission Guidelines.

	Record's Management 
	RM
	Record's Management
	See Countway page for record's management policies and definitions

	Record Storage @ Depository
	RM
	Record Storage
	The process for sending records to the Depository are new. The Archives and Record's Management Group will be your liaisons to expedite the processing of your records

	Research Sponsored by Industry 
	OFA / SPA
	Industry sponsored research
	OTL also links to Faculty Affairs site. Part of the Faculty Policies on Integrity of Science

	Royalty Sharing Policy for Intellectual Property
	OTL
	Royalty Sharing Policy
	OTL has HU policy, and OTL repeats it on its web site. More.

	Sub-recipient Monitoring
	SPA – Pre Award

OSP - Post Award
	Sub-recipient Monitoring
	Procedures and Guidelines, not "Policy" Approved by SPOC. Applicable for all schools including HMS.


Research Subject Protection Policies 

	Policy/Guidance 
	Local Contact
	Relative Documents
	Comments

	Animal Subject Protection (IACUC- Institutional Animal Care and Use Committee)
	ORSP
	IACUC
	ORSP manages the animal approval process. HMS Center for Animal Resources and Comparative Medicine - ARCM manages animal housing, procurement, and veterinary care. 

	COMS- Committee on Microbiological Safety (IBC-Institutional Biosafety Committee)
	ORSP
	IBC
	Andy Braun coordinates the biological safety program for the entire University, including HMS, and the affiliates (except Dana Farber)

	Human Subjects Committee (Institutional Review Board)
	ORSP
	Human Subjects Committee
	School specific policies and procedures are included in the Multiple Project Assurances (MPA) and in the Informed Consent Guidelines. Federal Guidelines are linked.


	Policy/Guidance 
	Local Contact
	Relative Documents
	Comments

	Human Subject Payments
	ORSP
	Human Subject Reimbursements
	See Human Subject Payments: Processing under Accounts Payable in the VPF link. Pamela Greiff, IRB Administrator in ORSP is the HMS resource for IRB questions at 617-432-2597.

	Medical Student Participation in Research Rules
	ORSP
	Med Students in Research
	Click the PDP or Word document


Health & Safety Policies 

	Policy/Guidance 
	Local Contact
	Relative Documents
	Comments

	Environment and Safety Plan
	EH&S
	Environment and Safety Plan
	EH&S runs day-to-day environmental issues. Completion of applicable EH&S training is required before the issuance of the permanent photo ID at HLC. See training schedule.
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