Navigating the System: 
Procedures for CUR Grant Recipients
1. 
Hiring students
What has to be done:

For each student employee, a Personnel Action Form (paper) must be submitted to Human Resources before the student can start work. What’s needed: XU ID number; hourly pay rate ($10.00 - $12.00) and your grant number.  
Once paperwork is received in Human Resources, students must appear in person with required ID/social security card

Students must keep a timesheet of hours worked, to be submitted at the end of the month. Timesheets must be signed by student, immediate supervisor (i.e. you), and the department chair, then submitted with the department’s timesheets on the first day of the new month. The timesheet form is available on the Human Resources website, and must be word processed, not hand-written. 
Who does what:
CUR’s administrative assistant fills out the PAF and submits for approval by CUR Director, other administrators, fiscal and HR.

The students fill out the timesheet, which must be reviewed for accuracy by supervisor. After you sign it, department retains a copy for your records and forward original to Human Resources for processing.
When to do this:

Start PAF 1 month before you expect the student to start working. 
Students should submit timesheets to supervisor on the first day of the new month; supervisor signs retain a copy for your records and forward original to Human Resources for processing.  Timesheets must be received at HR no later than the 1st day of the new month. Students are paid on the 15th of each month.  
Things to note:
A student receiving work-study cannot also be paid from a federal grant. 

A student taking classes (semester or summer) does not pay FICA, but a student working full-time over the summer has 7.65% FICA as a benefit that you must pay from your grant.  Students who have graduated cannot be hired as undergraduate research assistants.

2. 
Release time
What has to be done:
Your department chair must approve release time for a future semester, and award you release in your teaching schedule.
This may not always be possible even if you have the money.
If release time is approved by your chair, an Electronic Personnel Action Form must be submitted. The EPAF is approved electronically by CUR Director, other administrators, fiscal and Human Resources.

Who does what:
You ask your department chair if release time is possible. Your department chair or CUR Administrative Assistant is responsible for generating the EPAF.
It is important that both of them do not complete release time EPA.  Be sure this is communicated.

When to do this:

At the beginning of the semester in which you are receiving the release time.
Things to note:
You should plan to pay an additional 18% benefits on your release time salary from your budget.

3. 
Travel

What has to be done:
You need to generate a Travel Requisition Form prior to your trip. This form is available online from the fiscal website. You make your own reservations and determine your own cost estimates. The paper form is then approved by your department chair, the CUR Director, other administrators, fiscal, and the travel specialist in Human Resources.  It is possible to get a travel advance for flights or registration if you paid ahead and can submit receipts with the Travel Requisition Form.  Immediately after the trip, you need to submit the Travel Expense Report form (fiscal website) with detailed receipts. This must be approved by your department chair, the CUR Director, other administrators, fiscal and the travel specialist in grants. 
For meal receipts, be sure to get an itemized list of what you purchased; you will not be reimbursed for alcoholic beverages, and it must be shown explicitly that you are not requesting reimbursement for any. 

Who does what:
You make your own reservations, and fill out the forms, then bring to CUR for processing. You can check with the cashier’s office in fiscal (Xavier South Room 300) to see if the check is ready.
When to do this:

Travel Requisition Form: 1 month or more prior to trip

Travel Expense Report: no more than one week after you return

4. 
Ordering supplies and equipment

What has to be done:
An electronic requisition is entered into Banner by the CUR office. It is then approved electronically by the CUR Director, other administrators, and fiscal. Then, the purchase order is generated. Information needed: vendor, catalog number, price per unit number of units, estimated shipping costs. Xavier pays 5% city tax on all supplies and equipment, so include this in your estimate as well.
You can request that the PO is forwarded to you, and you can place the order yourself (recommended). Otherwise, fiscal will send a hard-copy of the PO through the mail to the vendor. 


Items are delivered to the CUR office. You will be notified when orders/package arrive.
Who does what:

You make an itemized list of supplies and equipment. The CUR administrative assistant enters the information into Banner. The CUR administrative assistant will call you when the PO is available, so you can place the order. 
Things to note:

Many but not all vendors are already in the Banner database. If you are using a new vendor there is an additional procedure which includes a new vendor request form (fiscal website). A W9 form also must be obtained from the vendor. It is advised that you ask the CUR administrative assistant if your vendors are all in Banner as soon as possible, and if not, work with the CUR administrative assistant to submit the paperwork for a new vendor.
Just before the end of the fiscal year (June 30), Banner is closed for approximately a week. No new purchase requisitions can be initiated at this time, and incomplete requisitions will be purged from the system.  Keep in mind when planning your summer ordering.


Some vendors give discounts. You can contact a sales rep for a quote. 

Quotes must be attached to order 

Computer purchases must first be approved by ITC.

In rare cases, you can purchase supplies on your own, and then submit detailed receipts for reimbursement. You must have prior approval from CUR in order to do this; if not, it is possible that you might not be reimbursed.  You need to submit to CUR the original receipt, and if purchased on a credit card, your card statement, showing the amount paid. (You can block out some of the personal information on your credit card statement, but you need to have your name visible, as well as last four digits of the card.) An invoice is not enough; you need proof that you paid. CUR will process the receipts and get the necessary signatures to forward for processing your reimbursement.
5. 
Rebudgeting Form 
What has to be done:
A budget reallocation form (fiscal website) needs to be submitted. It needs to be approved by the CUR Director, other administrators, and fiscal as needed. 
Who does what:

First, ask the CUR Director if the reallocation you have in mind is acceptable. 
Not all reallocation requests can be approved because there may be stipulations in the larger grant that funds your grant. 
Then, you need to fill out the form, and take it to the CUR office for processing. 
6. 
Other things to note:
Try to keep your own record of what you have spent and how much you have left. Remember that the final, invoiced cost of your orders may vary from the requisition you submit; you can check with the CUR office for the final invoiced amount, for your records.
Most of these procedures take time since we have several grants in process with a continuous flow of operation for research throughout their grant period.  Please plan ahead!  If you think things are taking too long, contact the CUR Administrative Assistant, CUR Director or Associate CUR Director. 
Our goal is to help you do the best research you can do, and we aim to take care of business in a timely fashion.
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