How to Complete the Revised Award Set-up Template

Due to the Montefiore SAP fund set up for AECOM awards process, the Award Set-up template includes additional fields that are necessary to track the process.

Populate all information in the green shaded areas only.
· The same template is needed for all Einstein and Montefiore AECOM fund set ups.
· The same template is needed for all award types: New, Continuation, Renewal, Increases, and Decreases.
· If you need an Einstein fund only, you do NOT need to complete the Monte fields.
· If you need an Einstein and Montefiore fund, all fields must be completed.
· Missing information will result in delayed set-ups.
· Also note: Keep the file in excel format.  Do not change the budget categories on the left side. And round off to the nearest dollar. 

There are 5 tabs:
1. Banner setup- Fund #- Use this tab for single fund set-ups
At the top, we have added a box with the rates. They are used to auto-calculate fringe and F&A in the budget section.  The second box for grant #, fund # and year is for Office Use Only. Do not complete.
2. Banner setup- Multiple fund #s- Use this tab for multiple fund set-ups (A/B or program projects).
3. Compliance- This tab is for the IRB and IACUC compliance and is required for all funds.
4. Subk Information- Use this tab if your budget includes outgoing subcontracts
5. MMC- SAP Fund Setup- Do NOT use this tab! It is for Office Use Only.

Field Definitions:

	               FIELD						DEFINITION
	Today's Date
	Today's Date

	Einstein Dept Admin Name
	All set-ups require the Einstein DA name

	Einstein Org #
	All set-ups require the Einstein org number

	Montefiore Department Name (if SAP fund needed)
	If a SAP fund # is needed for this AECOM award, also enter the Monte Department Name. 

	Montefiore Dept Admin Name (if SAP fund needed)
	If a SAP fund # is needed for this AECOM award, also enter the Monte DA Name. If your dept is Unified, this will be the same as the Einstein DA

	Montefiore DA phone #
	If a SAP fund # is needed for this AECOM award, also enter the Monte DA phone number

	Prior Banner Grant #
	If this is a continuation or renewal, enter the prior grant (G)#

	Prior Banner Fund #
	If this is a continuation or renewal, enter the prior grant fund #

	PI Name
	PI name for this grant

	Mentor (Fellowships Only)
	For fellowships, enter the mentor's name

	Category 
	For ex: Association, City, Federal, Foundation, Industry, Other, State

	Subcategory
	For ex: Career, Clinical, Fellowship, Program Project, Research, Service, Training 

	Prime Agency Name
	What is the original source of funding? For ex: NIH

	Pass Thru Agency Name (incoming subcontracts only)
	For subcontracts only, what is the pass thru agency? For ex: Icahn School of Medicine at Mt. Sinai

	Prime Grant #
	What is the grant number for the original source of funding? For ex: R01CAxxxxxx

	CFDA#
	For federal funds only. For NIH, this is found on the NOAs on page 3. For subcontracts, this is found on the FDP template- top of page 1 or on their NOA page 3. For ex: 93.387

	Pass Thru Agency Subcontract # (incoming subcontracts only)
	For subcontracts only, what is the subcontract number? For ex: 0255-A301-4609

	Award Amount
	What is the current year award amount as per the NOA or the agreement? This is the amount needed for set-up being requested. For increases or decreases, give the increase or decrease amount. NOT the new total.

	Budget Start Date 
	What is the budget start date for this current year as per the NOA or agreement? Note: start date cannot be changed in Banner once the fund number has been set-up

	Budget End Date
	What is the budget end date for this current year as per the NOA or agreement?

	 
	 

	A6000-Salaries 
	 

	-Einstein
	Enter Einstein salary

	-Montefiore 
	Enter Monte salary if applicable

	Total Salaries
	 

	A6500-Fringe Benefits
	 

	-Einstein
	This will auto-calculate using the Einstein FB rate

	-Montefiore 
	This will auto-calculate using the Einstein FB rate. Please do NOT adjust this for Montefiore. Corrections are made in Banner by the post award team.

	Total Fringe
	 

	OTPS
	 

	A7105- Subk Under $25k
	Only enter the total of each subrecipient that is less than or equal (=>) to the first $25k of the subcontract amount (DC and IDC). Note this applicable for the segment/project period.

	A7155-Subk Over $25K                        
	Only enter the total of each subrecipient that is greater than the first $25k of the subaward amount (DC and IDC).      Note: this is cumulative for the segment/
Full project period and this amount is excluded from the IDC calculation below.

	A7115-Animal
	 

	A7090-Patient Care 
	 

	A7430-Trainee Health Insurance
	Once fund is set up, please send the Health Insurance Tuition Remission form to RF.PostAward@einsteinmed.edu

	A7435-Trainee Tuition
	Once fund is set up, please send the Health Insurance Tuition Remission form to RF.PostAward@einsteinmed.edu

	A7700-Equipment 
	 

	A7117-Lab Supplies
	 

	A7000-Einstein OTPS Other 
	 Enter Einstein OTPS

	A7000- Monte OTPS
	 Enter Monte OTPS if applicable

	Total Direct/MTDC
	 

	A7800-Facilities & Administrative Costs
	The federal rate is used to auto-calculate this. If the project is non-federal or uses another rate, please change it.

	Total Award
	 

	Award amount Double Check
	The award amount in B20 should equal the total in B45. If it does not, please double check.

	 
	 

	Additional Information
	 

	Is the PI employed by Montefiore?
	Yes or No. Enter for all set-ups.

	Is the project taking place at a Montefiore location? 
	Yes or No. Enter for all set-ups.

	For Montefiore set-ups only, what is the Montefiore alternative fund number for deficit or subsequent charges?
	Enter for Montefiore set-ups only.

	Will Materials be shared?
	This field is needed mostly for subcontract agreements. If legal review is required, this field must be completed. If yes, describe what will be shared. An MTA may be needed.

	Will Data be shared?
	This field is needed mostly for subcontract agreements. If legal review is required, this field must be completed. If yes, describe what will be shared. A DUA may be needed.

	Minority/Women Business Enterprise Vendors are Required?  Y/N
	 

	Use Small Business Vendors Y/N
	 

	Are office supplies allowable?  If yes, please attach the budget justification
	If yes, attach the budget justification so Banner can be updated at the time of set-up and returned orders can be prevented.

	Is this project funded by an SBIR/STTR award?
	SBIR/ STTR is a type of NIH funding that needs to be tracked and reviewed by the Office of Biotech. You will find this listed on the NOA page 1 at the top where is usually says "Research"     

	Was the proposal for this routed and approved by an AOR in Cayuse?
	 

	If yes, what is the proposal number saved as in CAYUSE SP? Ex: 20-0011

	Ex: PI Name-R01-NC-date

	Will a clincard be used for this project? Y/N
	 If yes, enter yes so Banner can be updated at the time of set-up and returned orders can be prevented.

	Does this study meet the criteria for an NIH Defined Clinical Trial?* Y/N
	See here for how NIH defines a clinical trial: https://grants.nih.gov/policy/clinical-trials/definition.htm




