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TheReference Guide for Principal Investigators (Pls)has been created as a resoutto®l for
new and existingls § Y v[e hv]Ah&Eddcu@ent providesformation on various
research finance topic$p assistPlIsin fulfilling thevariousrequirementsfor research projects
under their authority.

Research Accounting Unit

YU Vv[e Z « E Z } nis&]departniZent within Financial Services, vaupports the
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management of all research fundBRAworks closely with funding agencies, researchers,
researchadministrative support, Strategic Procurement Services



Research Services or Resedreljal Servicethroughthe TRAQystem Upon receipt of a
Approval for Research Project Sgt_through the approved TRAQ file, the PI will be asked to
submit aBudget Template andResearch Project Signing Authority and Systems Access Form,
before a project can bestablished Projects will be set up within telusinessdaysfrom the

time these two documentare submittedby the Plthroughthe TRAGystem Once

established, Pls will receive an email notification from RA.

The followinglowchart detailshe lifecycle of aesearchproject:

Budget Templates

The completedBudget Template will be used taestablsh the research project expenbedget
in Peoplé&oft Finance. The expengeidget will not impact how fundare spentunless there
are specific spending guidie¢s set out by the funder (e.§anada Foundation for Innovatipn

Tips for completing the lget Template

X The total budgemust match theotal funding per theapprovedNotice ofAward,
Agreement or Gntract.
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Contactdetails for othemajor funding agencieare alsoavailable on thd=inancial Services
website.

Expense Reimbursement System (ERS)

The reimbursement of expenses (both travel and 4ti@vel) incurred while conducting
hv]A E+]SC pe]v s« ]+ P}A Eravel GndZxpevige Relmbursement Paing
related procedures. This policy wastrevised effective January 1, 2021.

The Epense Reimbursement SystenkR@is an easy, point and click, automated, enegend
online tool that allows users to create, submit, review, and appeigense reports (both

travel and non-travel) and request advances related to University business. The use of the ERS
substantially reduces the time needed for tedious and resource



acQuire

acQuire is an onlineProcurement systerfor all procurement activities, including
departmental goods and service shopping, interdepartmergglests,andinvoice
remittances.The payment of supplier invoices is completed through the acQuire system.

oo S3]A Yp v[e u%o0}C < Z A «« §}Req¥esigEand Approy#s %o & * X
roles are available in the system however require training and departmental authorizdtam.
further details,click here.

Additional information regardingcQuire including FAQs, Forms and Training is available on
the Strategic Procurement Services websifentacts detailfor all Procurement related topics
are also available on theebsite

Fast Administrative Support Tool (FAST)

The FAST Administrative Support Té@# $Jallowsusersto run a variety of financial reports

for both research and neresearch activity. FAST research reports are available to Pls and
delegates, and provide financial information, including budget, revenue, expense and
commitment details foresearch projec Training resourcesn the FAST system are available
in the Financial Services Learning Catalogue.

The threemost commonly use&ASTesearch reports are:

x the ProjectSummary Report
x the Statement of Operations ResearReport
x the Project StatemenReport

To log into FAST, beginning ontiiel v [+ h v ] AHame Page:

ClickSearch and Sign In (top right corner)

Go toMyQueen pU t SOLUS, MyHR and more
Scroll dowrto the Finance Applications section
ClickFinancial Reporting (FAST)

ClickGo to FAST Administrative Support Tool (FAST)
Enter your NetID and Password

dick Finance Reporting (right-hand sid¢

X X X X X X X

Project Summary Report
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Salary and Benefit Expenses
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RA is responsibl®r preparing, approving and submitting &ilhancial reports andinvoices to
the funding agencies for researchogects. RAmanages the financiaéporting and invoicing
deadlinesrelated to research projects.

Financial reporting requirements may include annual, interim and final reports. One common
type of report is theStatement of Account (i.e. Form 300), which is required for most Fri

Agency funded projects. There are different reporting templates and formats, depending on
the related funding agencgnd/or research projectequirements.

Invoices are prepared based on the requirements outlined in the underlying agreement or
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Contact when deliverables have been completed. Once confirrhedRA Finance Contact will
prepare the invoice.

It is the RA Finance Contagtssponsibility to prepardénancial reports and invoices, which are
then approved by a Manager within the RA unit. Pls may also be required to provide input (e.qg.
forecasting)and/or approve these document©nceapprovedthe Finance Contact will

forward the final documents directly to thieinding agency.

Research Project Overspending

Research projectwerspending results wheactual expenses plusommitments for future
expenses (e.g. salary contracts, purchase orders, overheaderteg¢dshe approved budget
in a project.

The following is the process for addressing research project deficits, p&ehearch Project
OverSpending Procedure

Month 1: If a project goes into defick $1,000,in Month 1, an email is sent tihe P,
authorized delegates and Departmedead

Months 2 & 3: The P has Month 2 and Month 3 to resolve the issue before the project is
inactivated

Month 3: The poject isinactivated,andanemail is sent to the Phuthorized delegates and
DepartmentHead notifyinghem of the inactivation.Note: At this time, any salary being
expensed to the project will be diverted to the departmental operating fund.

Month 7: Once a project has been in a deficit foconsecutive monthghe excess of expenses
over revenue is recoded to the department operating fumegardless of the deficit amount. A
preliminary email is sent to the Faculty Business Officer at Month 6 notifying them of the
impending recode to operating?rogram Code 10253 (Overspend from Research) is used to
identify transactions recoded from research to the department operating fund.
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There are three wasto resolve a projectieficit:

. Obtain temporaryoverdraft protection from your Faculty/Department/School if the spending
ofthe e » <p vsS Qundifes permitted by the funderRefer to theResearch Project
Overdraft Request and Approval Form available on the Financial Services website under the
Forms tab. Once the approvefbrm is received by RA, a temporary budget will be added to the
project, with a set reversal date. If the deficit is not resolved at the end of the overdraft period,
the expensedi.e. deficit)will be recoded to the ChartFiedgrovided on the approved form.

The Research Project Overdraft Request and Approval Form must be:

x Fully completed

X Approved by the Department Head

x Cannot exceed one year in length

x Cannot extend beyond the Project Spending Deadiirtbe research project

. Expenses can be recoded to anatlaeceptable source of funding (ewgually another
research project under theV /[ PSZ}E]SCeX

. In some cases, additional funding may be obtained from the original source of funds. However,
this situation is not a common occurrence.

Please contact your Finan@ontact inResearclAccountingto discuss your options®me
restrictionsmayapply depending othe research project and related funding agency

Additional details regardingesearch Project Overspendiaug availablen the Financial
Serviced earning Catalogue.

Project Spending Deadline
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Researcl\ccountinocontactinformation is availableon the FinanciaServicesvebsite. You
maysendinquiriesrelatedto researchprojectfinancialmattersto

research.accounting@queensu.aedirectlyto the Finance Contact for the researchproject.

Referto the ResearclhiProjectsby FinanceContactlistingfor a list of contactsby funding
category.

Tip: The Finance Contact for any given research project can also be viewed by generating a
Project Summary Report for the project.

The followingare additionalcontact details founits who are associated withostaward
administratve matters

Researclservicesurs@queensu.ca

x

X

Research.eqalServicesresearchlegal@queensu.ca

X

TRA(HelpDesk trag@gueensu.ca

x

StrategidProcuremeniServices Visitthe following webpagefor contactdetailsby area.
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