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Grants Administration Guidelines:
For Librarians Spending their LAUC Statewide and LAUC-LA Grants and Mini-Grants
Business Policies and Procedures

Following are guidelines and specific instructions to minimize the chance that your spending will be disallowed by UCLA Business and Finance Policy and to maximize the speed of processing your financial transactions.  Remember that your LAUC grant budget and spending must conform to both LAUC-specific budget guidelines and UCLA Business and Finance Policy.
For the LAUC budget guidelines, see V. Proposal Content and Format (scroll down to A. Guidelines: Part 4: Budget):

http://www.ucop.edu/lauc/committees/rpd/resguide-rev.html#proposal
LAUC statewide grants and LAUC-LA mini-grants are managed fiscally by the Library’s post-award grants manager, Angela Allen (asallen@library.ucla.edu) in LBS.  LBS can only reimburse or pay for expenditures that conform to existing policy and guidelines. Prior to making any financial commitments with your grant award, please consult Angela to be sure you are conforming to policy and that your award is set up and ready for spending.  LAUC Statewide research, presentation grant and mini-grant funding is transferred from UCOP and must be linked to a local account/cost center; LAUC-LA mini-grant funding is already local, but needs to be project coded.  There is a short lead time for this to happen before spending can start.  If a grant provides support for hiring/paying personnel, please also contact Araceli Bermudez (bermudez@library.ucla.edu) in LHR before recruiting or hiring, even if you want to use grant funds to pay for additional hours for someone who is already employed by the UCLA Library.

Each type of transaction – travel, supplies, equipment, postage, software, hiring of personnel, protection of human subjects during research, providing gift card incentives to research subjects – has its own set of University policies and procedures.  LBS and LHR staff are very familiar with their respective areas of policy and can help you avoid delays in hiring, purchasing and reimbursements.

LAUC research, presentation and mini-grants have typically been used for the following expenses:

	Expense Type
	Who to Contact
	Email/Phone

	Author fees
	Stella Zhu
	stellazhu@library.ucla.edu x69770

	Consultants- Note:  LAUC Research grants will not pay for consultants.
	
	See LAUC Research Grant Guidelines: Appendix A.
http://www.ucop.edu/lauc/committees/rpd/resguide-rev.html#Appendix_A)

	Equipment
	Stella Zhu
	stellazhu@library.ucla.edu x69770

	Gift Card Incentives (Research)
	Linda Taketomo
	taketomo@library.ucla.edu  x69768

	Hiring personnel
	Araceli Bermudez
	bermudez@library.ucla.edu  x57947

	Postage
	Linda Taketomo
	taketomo@library.ucla.edu  x69768

	Release time (salary)
	Araceli Bermudez
	Bermudez@library.ucla.edu x57947

	Software
	Stella Zhu
	stellazhu@library.ucla.edu x 69770

	Supplies
	Stella Zhu
	stellazhu@library.ucla.edu x69770

	Travel
	Linda Taketomo
	taketomo@library.ucla.edu  x69768

	Other/general grant management
	Angela Allen
	asallen@library.ucla.edu x69771


Author Fees:  Some journals charge author fees for typesetting or other manuscript preparation prior to publishing.  Contact Stella Zhu to have a UCLA vendor check cut to pay these fees.

Equipment, software, supplies:   If the vendor will accept a purchase order, Stella Zhu will create a BruinBuy order for you to give to the vendor.  The vendor will then deliver the product or service and invoice UCLA.   Consult with LBS before buying an item with the intent of being reimbursed.  Reimbursements are not possible if UCLA purchasing policy has not been followed.  If LBS authorizes a reimbursement, you must provide original receipts.   Do not spend personal funds and then assume that you can get a reimbursement!  Also, UCLA absolutely prohibits non-travel and non-entertainment reimbursements over $500.

Gift Cards: Small denomination gift cards may be used as participation incentives for research study subjects.   Contact Leslie McMichael for information on the human subjects approval and/or waiver process.  Contact Linda Taketomo for gift cards.  Gift cards may not be purchased prior to this 2-step human subjects process:  1) your human subjects Institutional Research Board (IRB) training and certification as a researcher; and 2) completion of the IRB research study approval/waiver.  
Personnel/hiring staff:  Keep in mind that an employee will cost your grant more than salary.  There are also fringe benefits, the rate of which will vary depending on personnel appointment type, and the university’s payroll driven insurance costs and technology infrastructure fee (TIF) on all employees.  Do not pay a student assistant or any other personnel using personal funds.  To hire someone – whether a current library, university or non-university employee -- please contact LHR for assistance prior to making any commitments.  The hiring process takes time.  Do not wait until the last minute!   To adequately budget for personnel, and to shorten the time to hiring, please do the following for your grant application:

· Define the job you want done.  Write a job description.

· Ask LHR about the appropriate classification, title code, and salary/hourly rate for the job.  

· Once the appropriate classification is known, consult with Leslie McMichael to determine full costs in your budget for hiring/paying personnel.   

If your grant is awarded, then do the following:

· Identify the type of hire – student employee, UC/UCLA employee, non-UC/UCLA individual, etc.

· Contact Angela Allen in LBS to ensure that the full accounting unit (FAU) for your grant has been established.  This is especially important for research grants coming from UCOP which are sometimes slow in arriving.  You cannot hire someone until you have an FAU from which to pay the person.

· Do not allow anyone to start work until LHR has completed the hiring process.

Postage/Shipping:  UCLA does not allow direct purchase of postage stamps with subsequent reimbursement.  The same is true for shipping.  Do not take letters or packages to the U.S. Postal Service, UPS, FedEx or another shipper.  You will not be reimbursed.  Use LibEx.  Contact Linda Taketomo a week prior to mailing/shipping so that she can establish a recharge ID on your grant for this purpose.

Release Time:  LAUC research grant proposals which include release time must be approved in writing by the University Librarian prior to submission to LAUC.  These grants cannot be used to pay UC librarians for their own salaries and benefits in order to work on a grant project.  Instead, a LAUC research grant may include hiring of an employee as a replacement for the percentage of time that you work on your grant project.  Your salary and benefits continue to be paid by the library as usual.  The replacement employee is paid by your grant.   
Please contact Araceli Bermudez (Bermudez@library.ucla.edu) in LHR to learn about the hiring process for a replacement.  Contact Leslie McMichael in LAO to fully cost out (salary, benefits, TIF and general liability insurances) a replacement employee in your grant proposal budget.  

Software:  Library Computing Services (LCS) knows the university agreements with vendors for volume discounts on certain software.  LCS can save your grant money!  Consult with Lisa Kemp-Jones (lkj@library.ucla.edu) in LCS before asking Stella in LBS to prepare a BruinBuy order.

Travel:  If you will be traveling, you must complete the Library’s internal Form 100-1-A (Request for Leave and Funding) prior to making any travel arrangements.  This applies to librarians in affiliated units as well if they wish to use librarian professional development funds.   Librarian professional development funds are administered locally by the University Librarian who is allowed to establish local procedures to administer those funds.   If you need to purchase airfare you must go through UCLA Travel Services which requires a pre-approval authorization that can only be done by Linda Taketomo in LBS or Elaine Takahashi in Biomed.  
Also, avoid using third party travel aggregators such as Travelocity or Priceline for hotel reservations unless you know with certainty that they will provide you with an itemized receipt.  UCLA will only reimburse for lodging when the receipt itemizes by night the room rate and tax.  Third party travel aggregators sometimes provide receipts with only lump sum totals.  These cannot be reimbursed. 

	General Tips

Build in enough lead time for BruinBuy orders to be issued, airline reservations to be made by UCLA Travel Services, personnel to be hired, and human subjects protection review to be completed.  Remember that you work in a large research university with a considerable bureaucracy, much of which you may never have encountered.  

Your grant application specifies expense type(s).   If after you receive your award you choose to spend the monies on different types of expenses or in differing amounts than in the application, please contact Angela Allen and one of the LAUC-LA CR&PD co-chairs to document your requested change(s) and receive Committee approval.

Lastly, Leslie McMichael and Angela Allen support librarians in all grants management – not just LAUC statewide and LAUC-LA grants.  Leslie oversees pre-award and Angela post-award.  They are here for you; do not hesitate to use their services.   
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