ADS – Documentation
February 9 and 17, 2009
Questions and Answers

TIMELY TRANSFERS OF EXPENSES
Q. Some grants are giving stop work notices. How is this being communicated?
A. A letter is being sent to either the Department or Grants and Contracts. This has mostly been from State awards. Please make sure grant accounting and transfers are kept current to ensure that expenses incurred are being charged to the applicable grant.



DOCUMENTATION
Basics of Documentation
Q. Some documentation arrives electronically. Given that sometimes e-mails are deleted, or accounts purged, how can we be environmentally friendly, and ensure that transactions are properly documented?
A. If your department is set up for electronic storage of files, it is possible to convert electronic documents (e-mails, spreadsheets, word documents) to a read only pdf file and attach it to the electronic file. Otherwise, printing the document will allow the file to stand alone. Your printer may have features that allow double sided printing or printing multiple pages per sheet.

Q. Our department has internal policies and procedures posted to the Web to ensure they are accessible. These policies are updated as necessary, and reviewed annually. What is the preferred format?
A. To ensure that only authorized people are making changes to the document, it can be created in Word and converted to a pdf file. You may wish to keep a copy of the historical documents to show when changes were made, or to create a memo detailing the effective date of changes.

Q. There has been a lot of information provided at this meeting that I will start applying immediately. If I am selected for an Internal Audit or a Compliance Review and they have a finding that applies to transactions completed before today’s session, can I respond that “I learned this at the ADS session on this date, and started applying the principles immediately”? 
A. Generally, yes.  


Documentation Examples
Q. How do we split travel expenses between departments?
A. There is a choice.  It is easiest to process a single Exhibit J as one TP in Advantage and code the expenses directly to the applicable departments. This saves the step of creating an IET. The alternative is to code the accounting to one department and subsequently process and IET to move the other department’s share of the expenses.  In either case, make sure that the “other” department(s) has a copy of the Exhibit J and supporting documentation for their own records. Do NOT create and process two separate Exhibit Js for the same trip. 

Q. What are the Driver’s License documentation requirements on the Exhibit J?
A. CMP 503-02 states that a valid driver’s license is required if the traveler is on University business and is driving a University or rented motor vehicle, or their personal vehicle. Furthermore, the supervisor shall verify that the traveler has a valid driver’s license, and it should be entered on the Exhibit J. 

Q. When performing Payroll Expense Transfers, can error corrections be done by quarter or by pay period?
A. It depends on the employee’s Effort Distribution Report. Professorial and Professional employee’s effort is now reported every 13 pay periods therefore quarterly corrections are acceptable. Staff PETs can be done either by pay period or on their effort reporting period.


Document Retention
Q. What is the records retention period for Federal Grants? 
A.  Records must be kept for three years after the date of the final financial report for the grant. For example, a three year grant runs from January 1, 2000 to December 31, 2002, and the final financial report is issued on March 1, 2003.  All records pertaining to that grant must be kept until March 1, 2006.

Q. Our Purchase Orders and Accounts Payable related to a sponsored project are filed with that grant. Does the three year rule or five year rule apply?
A. Since all your documents are filed with the grant, the three year rule applies. Please check with Kevin Johnson if you have any questions.

Q. For records retention, what is the difference between Arizona State Library and NAU’s Cline Library?
A. The Cline Library can provide guidance and retention schedules. The Arizona State Library can help coordinate permanent storage.

Q. I heard that the Arizona State Library needs a minimum volume before they will send someone to pick up documents in Flagstaff. How can we coordinate a pickup?
A. Contact Wendy Swartz who will send out a message to the Business Manager’s Listserv.


Document Disposal
Q. What is an appropriate description to use when documenting the destruction of documents?
A. The individual documents do not need to be listed. However, a general description that refers specifically to the group or series of documents is appropriate. For example: “Dept XYZ Exhibit Js for the period July 1, 2002 to June 30, 2003”.

Q. How do I report the destruction of documents?
A. Contact the Cline Library.


ADVANTAGE 3.7 UPGRADE
Q. Sometimes in Advantage, fields that have been filled in will not appear in the Business Objects report. 
A. This issue may be resolved by clicking on “save” before clicking “validate”. If you have further issues, please contact Anton Ciochetti.

Q. When will Advantage 3.7 go live?
A. The conversion will occur over a weekend near the end of March or the beginning of April.
