ERP System Key Member Roles
Definitions with Additional Details for Fiscal Compliance

Refer to terms and conditions* available below.

Definitions:

e Project—Sponsored activities undertaken by the University are organized into
projects that enable departments to track work activities from budget setup
through completion of the activity. Sponsored projects have an award.

e Project Manager (PM) —an exempt professional employee assumes the overall fiscal
compliance responsibilities for a project (i.e., effort reporting, capital asset
certifications, financial certifications, etc.). The PM acts as an approver and is
responsible for verifying the legitimacy, appropriateness, and necessity of financial
transactions recorded against the project, timely reconciliation of the project, etc.

e Cost Center—Non-sponsored activities (operating) supported by all fund sources
other than sponsored awards. Non-sponsored (operating) activities have a funding
source.

e Cost Center Manager (CCM) — an exempt professional employee assumes the overall
fiscal compliance responsibilities for a cost center (i.e., effort reporting, capital asset
certifications, financial certifications, etc.). The CCM acts as an approver and is
responsible for verifying the legitimacy, appropriateness, and necessity of financial
transactions recorded against the cost center, timely reconciliation of the cost
center, etc.

e Alternate Approver (AA) — an exempt professional employee, who during the Cost
Center/Project Manager's absence (or by request), acts as the approver on behalf
of the CCM/PM, verifying the legitimacy, appropriateness, and necessity of
financial transactions recorded against the cost center/project.

e Reconciler (R) - is responsible for reviewing each financial transaction (budget, actual,
encumbrance) posted against the cost center/project, ensuring its accuracy and
validating that sufficient source documentation exists (paper form or electronic data
residing in ERP system). The reconciler also reviews the non-standard transactions
reflected on the Non-Workflow Custom Exception Approval screen. The transactions
represent items which were not initially authorized (via workflow) by the CCM/PM or
AA. Examples: postage charges, physical plant work orders, or other Inter-
Departmental Transfers.

e Dean/Director (DD) — ensures that all cost center and project managers under their
reporting umbrella fulfill their fiscal compliance responsibilities (i.e., effort reporting,
capital asset certifications, financial certifications, etc.).



ERP System Key Member Roles
Definitions with Additional Details for Fiscal Compliance

e Vice President (VP)—ensures that all dean/directors under their division fulfill their
fiscal compliance oversight responsibilities (i.e., effort reporting, capital asset
certifications, financial certifications, etc.).

e Cost Center Accountant (CCA) — is responsible to assist with the fiscal management of
externally funded non-sponsored cost centers in the Restricted Fund group, including
initiation of cost center set up and closeout, and assisting CCM with maintaining and
reconciling funds, and ensuring expenditures are allowable and appropriate.

e Grants Central Office (GCO) - Responsible to assist with the fiscal management of
externally funded sponsored projects, including project set up and closeout, and
assisting PM with maintaining and reconciling funds, and ensuring expenditures are
allowable and appropriate.

NOTE: Person of Interest (POI) are non-employees; therefore, they are not allowed to
be any type of Key Member.

Additional Details for Fiscal Compliance for Key Member Roles:

1. Cost Center and Project Managers bear all fiscal compliance responsibilities for cost
centers and projects assigned to them.
o Examples of these fiscal compliance responsibilities include:

= Responsible for identifying key member roles and maintaining those
current in the system.

= Jaggaer, CJD, CFS, Travel, IT, HR, etc. document approvals — these
should be approved within 3 business days to minimize delay with
University operations and comply with university policies and
procedures.

» Review and approval of procurement credit card (One-card) purchase
reconciliations

» For Grants, process expenditure corrections, including CFS, within a
month of the expenditure.

= For all activity coded as research, confirm that transactions meet
THECB’s definition of the Research function to ensure accurate
financial reporting.

= Review and approval of SAHARA Monthly Reconciliations

= Time and Effort Reporting Certifications

= (Capital Asset and Inventory/Equipment Certifications

= Annual Financial Certifications. The active cost center or project
manager is responsible for submitting the annual financial
certifications for the entire period regardless of when the manager
was assigned this role.

o As astandard, to guide cost center and project managers to be fully compliant
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with all fiscal responsibilities, the Finance and Fiscal Reporting Office
recommends that a manager assume fiscal responsibility for no more than 10
operational cost centers/projects (with a combination of medium to high
transactional volume). A reasonable count over this recommendation would
be acceptable for those managers whose major job duty is the fiscal
compliance of these projects.
= QOperational cost centers or projects are defined as being active at least
75% of the fiscal year and contain labor or vendor expenditures.
* Ininstances of fiscal non-compliance, the Dean/Director assumes the
authority to reassign the cost center or project manager, except for
sponsored grants.

2. The Principal Investigator (Pl) or Project Director named in any sponsored grant or
contract must serve as Project Manager in the ERP system.

3. Jaggaer approval requests are routed concurrently to both the cost center or project
manager and alternate approver (courtesy copy).
o The alternate approver should not approve the request, unless directed by
the cost center or project manager.

o On the rare occasion that both the cost center or project manager and
alternate approver are absent concurrently, temporary vacation rules may be
applied to another exempt employee who can serve as the approver.

*Terms and Conditions:

Annual Certification Disclaimer:

PROCEDURE: The cost center/project manager assigned to a cost center/project at the end of each
annual certification period is held responsible for submitting the cost center/project certification
for that period regardless of when the manager assumed this role. The annual certification entails
(to the best of the manager's knowledge and belief) that ALL transactions posted to the cost
center/project comply with fund restrictions as well as applicable regulations and laws.

ACTION: It is the new cost center/project manager's responsibility to obtain off-line supporting
documentation from the outgoing cost center/project manager, covering transactions within the
certification period. If the manager has changed numerous times during the Fiscal Year, the
outgoing manager should obtain off-line supporting documentation from the previous outgoing
manager. The off-line support documentation will be used by the new manager as justification to
support their annual cost center/project certification.

Conflict of Interest Acknowledgement:
Cost Center/Project Managers have the responsibility to ensure that they are independent from
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transactions in their cost center/projects in both reality and appearance. Independence may be
potentially compromised by non-work relationships that exist with vendors, employees,
scholarship donors or other funds, scholarship recipients, sponsored project funding agencies,
potential future employers, etc. | acknowledge my responsibility to manage my cost center(s) /
project(s) free of Conflicts of Interests. If | believe | may be in a Conflict-of-Interest situation, | will
disclose it to the Executive Vice President for Finance and Business Affairs and Chief Financial
Officer, so that the University can provide guidance in managing it appropriately.

Purchasing Disclaimer:

| (we) understand that improper use of orders of less than $15k (Small Purchase Orders - SPO)
through the e-commerce system (iShop) may result in my (our) personal liability for unauthorized
transactions or the termination of SPO privileges. | (we) agree to accept responsibility for the
proper use of SPO's. | (we) agree to comply with Handbook of Operating Procedures, Section 10-
403, Purchasing Department guidelines, Purchasing Ethics, UT System employee ethics and
standards of conduct, and any other requirements as determined by the Director of Procurement
& Contracts or the Chief Procurement Officer. | (we) understand | (we) and any support staff that
will create SPO's for our cost center/project must attend training before access to SPQO's is
granted. SPO Training is required to approve purchases or transactions through iShop.

Questions regarding iShop or SPO Training can be sent to ishop@utrgv.edu.

Asset Management Disclaimer:

As Cost Center/Project Manager, | understand that | accept responsibility for assets under this Cost
Center/Sponsored Project(s) to use property only for the state purposes and to exercise reasonable
care for its safekeeping in accordance with Handbook of Operating Procedures, Policy Number:
ADM 07-305. | also understand that | am under financial liability for loss or damage to this (these)
item(s) if the loss or damage results from my negligence, intentional act or failure to exercise
reasonable care to safeguard, maintain and service it (them).

e (Cost Centers - By approving the cost center workflow request form, via
PeopleSoft, the Manager, Alternate Approver, and Reconciler agree to the
terms and conditions above.

e Grant Projects - Manager, Alternate Approver, and Reconciler roles assigned
via the Automated Research and Grant Organizer (ARGO) platform agree to
the terms and conditions above.

e Plant/Capital Projects — By signing off on Request for Plant Project form, the
Manger, Alternate Approver, and Reconciler agree to the terms and
conditions above.
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