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Primary Sponsored Project Management Structure at ECU

There are three primary groups supporting sponsored programs/research administration at ECU to assist in pre-award
activities and financial management support for all awarded funds

Office of Research Research Department Research
Administration Administration Hubs Administrators (DRA)

ORA supports proposal Hubs support the The DRA provides “at

review/approval, development of proposal the elbow” support to

proposal submission, packages, submission the PI to facilitate the
award acceptance and for review in eTRACS, day-to-day management
post-award oversight and after award fiscal of sponsored programs

management
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Roles and Responsibilities

Sponsored project compliance at ECU is a shared responsibility.
Investigators and departmental staff count on the expertise of various
university offices to assist them.

Research administration offices assist by providing training, publis|
guidance, and monitoring or approving certain actions.

All research administrators at the university should understand one
anothers’ roles within this shared compliance framework.

Roles & Responsibility Pages at REDE Taxonomy
201 - Roles and Responsibilities
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Roles and Responsibilities

Principal Investigator (PI) or Program Director (PD)

The Principal Investigator (PI) or Program Director (PD) is
directly responsible for the management of the sponsored
project.

« In consultation the Department Chair, ensures sufficient

financial administrative support.

« In conjunction with the department financial research
administrator, ensures compliance with all applicable financial
regulations and ECU policies and procedures.

« Ultimately responsible for the completion, accuracy, and
timeliness of all technical and financial reports.
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Roles and Responsibilities

Financial Administrator or Depar Research Administrator

Shares responsibility for financial compliance

Manages finances and effort

Reconciles individual expenses to the award budget

Ensures proper documentation is maintained at the unit level
Assists in proposal submission

The term Department Financial Research Administrator encompasses
Department Administrator, Business Manager and may include Hub
personnel when there is no designated departmental administrator.
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Roles and Responsibilities

Financial Administrator or Department Research
Administrator (Cont'd)
« Serves as an advisor to the PI/PD and Chair's or Dean's Office on
financial/administrative matters.
« Prepares and/or approves financial, HR, and other documents for
sponsored projects.

« Seeks the advice and approval of higher authority resources for
guidance on proper procedures and resolution of compliance
issues.

« Reports/investigates instances of unresolved fin:
non-compliance.
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Roles and Responsibilities

Chair | Associate Dean for Research | Dean

Chair:
« Ensures that a Department Final Research Administrator (DFRA) is
assigned for each sponsored project.
« Ensures that the DFRA receives necessary training and follows sponsor
and ECU policies and procedures.
« Reviews and Approves certain proposed costs, space assignments,
workload issues, and certain expenses.

Associate Dean for Research | Dean:
« Responsible for oversight on all research and sponsored program
activities in college/school and ensures they are consistent with ECU
mission

Dean:
« Responsible for creating and maintaining a climate supportive of
research and sponsored programs
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Roles and Responsibilities

Research Administration Hub

« Serve as liaison between investigators or department personnel -
who directly manage the project - and central offices which support
other aspects of research administration.

« Hub personnel may work with proposals, manage award finances,
reconcile individual expenses to the award amount, prepare/review
financial reports, and perform other administrative functions related
to a sponsored project.

« In the absence of departmental administrators being assigned,
Research Administration Hub personnel may serve in the role of
Departmental Research Administration at the direction of their
leadership.
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Roles and Responsibilities

ORA Pre-Award

Reviews and approves proposals to ensure accuracy and compliance
Submits proposals to external sponsors in accordance with sponsor
and ECU policies

= They are the only ECU personnel with this authority

Reviews and accepts awards on behalf of ECU

With the PI/Hub and ADR, negotiates budgets and award terms and
conditions

= They are the only ECU personnel with this authority

With ORA Post-Award, establishes designated fund in Banner for
compliant project management

Develops and awards subrecipient awards

Reviews and approves no-cost-extensions
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i Roles and Responsibilities

Post Award

With ORA Pre-Award, establishes designated fund in Banner for
compliant project management

Establishes and ensures appropriate award management through
required meeting with the PI/Hub/Department at time of award

3 3 Monitors exceptional charges through use of management reports
| ' and works to address non-compliant financial actions

[ | o Reviews and approves ECU Exception Requests
| Reviews and approves effort actions and transactions

Manages the closeout process for sponsored programs
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Central Offices at ECU

« Office of Internal Audit (OIA)
« Compliance Monitoring & Strategic Initiatives (CMSI)
Office of Research Integrity and Compliance (ORIC)

Institutional BioSafety Committee (IBC)
ECU Clinical Trials Office (CTO)
Office of Research Administration (ORA)
« Office of Foundations and Corporate Relations
« Finance and Administration support units
« Office of Innovation and New Ventures
« Office of Research Development & Advancement
« Office of Undergraduate Research
« Office of Postdoctoral Affairs

*

Key point: There are many central offices that have a unique role in research and
sponsored programs management and oversight. Knowing the responsibility of
each office can assist the research administrator in sound project management.
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W

Central Offices

Office of Research Administration (ORA)

The Office of Research Administration oversees a number of
processes specific to sponsored projects.

« Proposal review and submission

« Award negotiation

« Financial accounting and reporting
« Subrecipient management

- Billing

For more information, visit: rede.ecu.edu/ora
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BDRA

W

Central Offices

Internal Audit (OIA)

Helps ECU by bringing a systematic, disciplined approach to
evaluate and improve the effectiveness of risk management,
control, and governance processes.

For more information, visit: audit.ecu.edu

OuromeeLocatien
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Central Offices

Office of Clinical Trials

Clinical trials test the newest medical innovations and make
those innovations available to our community.
The Office of Clinical Trials oversees the conduct of clinical
trials at ECU. This includes:

« Developing proposals

+ Negotiating agreements

« Financial accounting on active trials.

For more information, visit: clinicaltrials.ecu.edu
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Central Offices

Institutional Review Board (IRB)

The primary function of the IRB is to protect the rights and
welfare of human participants in research. Sponsored projects
involving human subjects must seek approval from the IRB
prior to beginning the work.

For more information, visit: ecu.edu/umcirb
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Central Offices

Institutional Animal Care & Use Committee
(IACUQ)

The Institutional Animal Care and Use Committee is charged
with the oversight of animal care and use activities for
vertebrate animals and cephalopods. Sponsored projects

involving animal subjects must use protocols approved by
TACUC.

For more information, visit: iacuc.ecu.edu
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Central Offices

Office of Innovation & New Ventures

“Intellectual Property” - creations of the mind such as inventions or
works of art.

AECU

INNOVATION AND
NEW VENTURES

Innovation & New Ventures assists investigators who patent and
license new discoveries.

This office also helps manage scenarios where ECU is making use of
intellectual property owned by others, such as material transfer
agreements or non-disclosure agreements.

For more information, visit: rede.ecu.edu/innovation
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Central Offices

el

Office of Corporate( gFl;c))undation Relations

CFR links corporate partners and private foundations with
investigators and projects at ECU. These efforts can result in either
gifts or sponsored projects.

In either case, when CFR has a relationship with a sponsor, that
office leads the process of making a proposal and negotiating the
terms of an agreement.

For more information, visit: CFR Website
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Central Offices

Office of Research
Integrity and Compliance (ORIC)

Promotes ethical and responsible conduct of research.
The core areas ORIC manages:

+ Research integrity

« Conflicts of interest

« Export controls

S

Ofi ofResearch gt and Compliace

For more information, visit:
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W

Central Offices

Compliance Monitoring &
Strategic Initiatives (CMSI)

CMSI monitors university compliance with rules and regulations
related to sponsored projects.

CMSI develops procedures, resources, and training which help
investigators and research administrators manage sponsored projects.

For more information, visit - rede.ecu.edu/cmsi
Dnplwe
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Central Offices

Office of Research
Development & Advancement

Provides faculty researchers with the tools and support necessary to
generate competitive extramural grant proposals.

The office provides a variety of support activities for faculty, including
networking events, grant writing workshops, and research training. P —— y— it
. Offces

For more information, visit -
https://rede.ecu.edu/researchdevelopment/
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Central Offices

Office of Undergraduate Research

Undergraduate research empowers students to contribute knowledge,
innovation and promote critical thinking, skills that 90 percent of
employers favor in new hires.

For more information, visit - https://rede.ecu.edu/undergraduate/
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Central Offices

Office of Postdoctoral Affairs

The Office of Postdoctoral Affairs works to improve, support and

promote postdoctoral training and help prepare scholars for successful
careers.

For more information, visit - https://rede.ecu.edu/postdoctoral/
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Internal Technologies

Research Administration Tools & Technologies

ECU has a number of platforms for managing and monitoring sponsored
projects. The next few slides will discuss several of these tools.
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Internal Technologies

Banner

Banner is ECU’s administrative Enterprise Resource Planning (ERP)
system and includes the following modules: Finance, HR/Payroll and
Student Request. Banner access requires training and supervisor

approval.

For more information, visit Banner Administrative Tools | Login (ecu.edu)
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Internal Technologies

eTRACS

€TRACS is ECU's ElecTronic Research Administration & Compliance System, a
customization of InfoEd Global®'s enterprise-level eRA (electronic research
administration) system.
« Assemble, route, and submit sponsored program proposals
« Track post-submission actions and awards
+ Submit post-award eForms for approval, such as: no cost extensions, admin
department changes, PI changes, pre-spending/financial guarantee requests
and subaward modification requests.

Visit Frequently Asked Questions page and view the training guides for help in
completing actions within eTRACS. Email eTRACShelp@ecu.edu with questions.
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Internal Technologies

Chrome River
Chrome River is an accounting software application designed to automate and
streamline processes for travel expenses, employee reimbursements, and
corporate credit card transactions.

Chrome River incorporates University travel rules and approval processes.

Chrome River | Financial Services | ECU
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Internal Technologies

Effort Reporting System (ERS)

The Effort Reporting System (ERS) is used by personnel who work on sponsored
projects to “certify” this work. The person actually doing the work - or a
supervisor with knowledge of the work - must attest to a percentage of their
work time committed to each sponsored project.

Federal Rules require the university to collect and maintain these certifications as
support documentation for salary expenses charged to sponsored projects.
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Internal Technologies

Greenphire

Greenphire is a reloadable card available to research studies as a payment option for study
participants. The card provides a faster and safer method of paying study participants and
an alternative to checks, gift cards, and petty cash.

Accounts Payable is the administrator of this program and is available to answer any
questions or comments your department may have about this program. Contact Accounts
Payable via email at participant payments@ecu.edu or telephone at (252) 737-5907.

Greenphire | Financial Services | ECU
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Internal Technologies

PI and Grant Manager Portal

The PI Portal provides key project financial information using intuitive graphs and figures.

Link for Investigators — Shows expenditure data accessible to investigators

Link for Unit Leaders — Shows expenditure data accessible to chairs

Link for Administrators — Shows expenditure data accessible to unit administrators
Link for ORA Financial Analysts — Shows expenditure data accessible to ORA personnel

Please see the PI Portal Orientation Video.
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Internal Technologies

ORA Data Products

The Office of Research Administration maintains a Data Products page which has a wide array reports
pertaining to sponsored project activity at ECU.

Research Administrators especially will be interested in the Research Accounting section and the management
reports available there.
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Internal Technologies

PORT

PORT (Purchase Order and Requisition Tracking) is the purchasing system for East
Carolina University.

Users access PORT for creating, tracking, and/or approving requisitions. The ECU
PORT system makes the process of purchasing quick and convenient through its
browser-based screens. Online catalog shopping, placing requisition requests,
purchase order tracking, order history, and other features help departments keep
track of their spending. Online approvals and electronic distribution of purchase
orders to vendors reduces processing time, and paperwork, and provides a cost
savings to the University.

PORT | Purchasing | ECU
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Internal Technologies

SPIN

SPIN, which stands for Sponsored Programs Information Network, is an extensive research funding
opportunity database. SPIN contains over 40,000 opportunities from more than 10,000 sponsors.
With SPIN, you can:

« Access funding information online from any browser

« Organize grant information in one convenient place

« Gain access to the largest keyword list, allowing for greater flexibility in your searches
« Quickly locate Limited Submission Opportunities with Federal or non-Federal programs
« Locate all types of funding information—Fed Business Opps / Federal Register Guide.

Home - SPIN Funding Database - Research Guides at East Carolina University Libraries (ecu.edu)
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Research Management
Policies & Procedures

ECU has developed multiple polices and procedures relating to
sponsored project management. The following slides provide a
brief overview of these resources.
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Financial Services AboutUs - Accounts Receivable

Research Management
Policies & Procedures

Financial Services

Financial Services, as a division of Administration and Finance, provides
centralized accounting and budgeting services for the university and its
financial affiliates, including its foundations and related entities. The
service units in Financial Services are

« Controller’s Office

« Systems Coordination

« Foundations

« Enterprise Risk Management

« Accounts Receivable
Please use the links below to find contact information for each of our
individual units, the Financial Services main line is 252-737-1133, emails
can be sent to financialservices@ecu.edu.

Key point: The ECU Financial Services website is a great resource to find guidance
on ECU Policies and Procedures. Be sure to bookmark financialservices.ecu.edu
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ORA Intra

Gel | Administrative Principals (GAPs)

General Administrative Principles related to sponsored
program management are collected in a taxonomy
structured to mirror the Life Cycle of a Sponsored Project.

tra - rede.ecu.edu/oraintra/
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Research Management
Policies & Procedures

Faculty Manual

Faculty Manual contains policies and procedures pertinent to
faculty at ECU.

currentcompletefacultymanual.pdf (ecu.edu)
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Relevant Links

Central Offices Technology Systems

Policies & Procedures
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Thank you for watching this session!

Find additional information at go.ecu.edu/bdra.

Be sure to take the Cornerstone quiz
to complete this training course.
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Basics for Departmental Research Administrator

This presentation will pause after key concepts are presented - simply click the play button to continue.
The BDRA website - go.ecu.edu/bdra - has resources related to this session.

« Copies of the session slides
« Website listing the links contained within this presentation

After the session, there is a quiz in Cornerstone based on the material presented in this session.
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Objectives

By successfully completing this class, you will be able to:

« Identify ECU-specific systems, offices, roles and responsibilities related to
sponsored project management

« Identify resources, technologies and ECU systems for managing sponsored
programs
« Locate ECU sponsored program policies and procedures





