OPAS

ORGANIZATIONAL PRIOR APPROVAL SYSTEM

(Request for ASC Advanced Funding)

INSTRUCTIONS

The OPAS form is designed to seek advanced funding for pre-award costs. This form should be used in those special cases where funds are needed prior to the receipt of a fully executed agreement from your sponsor, but after internal routing/approval of your proposal has been completed. 

Please complete the text and information fields electronically, print, sign, and obtain the appropriate authorizations and approvals from your department and college, and return the form to the appropriate personnel in the Office of Grants and Contracts, as noted below:


Jamie Huynh:  Business & Economis, Arts, Humanities & Social Sciences


Erika Blossom: Natural Sciences & Mathematics, Health & Human Development

Paulina Tagle: Engineering & Computer Science, Communications, Education, Administration 

In completing the form, please ensure that all sections are filled out. After receipt of an OPAS form signed by you (Principal Investigator/Project Director), your Chair and Dean, the Office of Grants and Contracts will include its comments regarding the status of your award and forward the completed OPAS form to the ASC.  This request will then be reviewed by the Director of Sponsored Programs and forwarded to the Executive Director for final approval. Upon approval, your request for advanced funding will be processed by the Sponsored Programs staff and an account number will be assigned for your new project. If, upon review, it is decided that the risk is too high, the Director of Sponsored Programs will contact you to discuss your advanced funding request. 
The period of your advanced funding will depend upon the period of your project, but under no circumstances will the advanced funding period exceed four (4) months. At the end of the four month period and/or when the advanced budget has been fully expended, your project will be inactivated until such time that the ASC has received a signed agreement.  If it is later determined that an agreement between the sponsor and ASC cannot be finalized, all expenditures charged against the advanced funding account will be transferred to the ASC or state account listed on the OPAS form. 
Please contact the Office of Sponsored Programs if you have any questions or concerns regarding this OPAS procedure.

DETAILS:
Section I: Requestor Information:

The PI requesting the advance must complete this section. Please do not leave any sections blank.
Section II. Requested Budget:

To complete the budget portion of this form, please request no more than 15% of the total amount of your award. This total must then be allocated to the appropriate ASC budget line items needed for this advance. Note that this OPAS form does not include all possible expense categories/object codes. The categories/object codes listed generally cover expenditures you will incur during this Advanced Funding period.

Part Time Salaries - 8167:

Use this object code for salaries of faculty, student workers and staff that are not full time ASC employees (i.e. employee works a combined total less than 40 hours per week on all ASC accounts).
Full Time Salaries - 8267:

Use this object code for salaries of full time ASC employees, whose combined effort on all projects total 40 hours per week. These employees receive full time employee benefits, including health, dental etc…

FICA Expenses - 8158:

This is a federally mandated employer tax, and will be charged to all salaries paid under this project, except for students who claim exempt on their W-4 forms. The formula to calculate this expense is in place and will automatically calculate when you complete the entries for part and/or full-time salaries. Please do not override these calculations.
SUI Expense - 8159:

This is a federally mandated employer tax. The formula will automatically calculate when you complete the entries for full and/or part time salaries. Please do not override these calculations.
Workers Comp - 8160:

This is a state mandated employer tax. Students are not exempt from Workers Comp. The formula will automatically calculate when you complete the entries for full and/or part time salaries. Please do not override these calculations.
Employee Benefits - 8170:

To ensure adequate coverage for employee benefits, we budget at 25% of the full time salaries. The formula is in place to automatically calculate based on the amount entered for full-time salaries. Please do not override these calculations. Once your full budget is in place, we will allocate funds to the proper object codes for each of the benefit items. Any balance remaining in this category may be reallocated near the end of your project to other categories.

Facilities and Administrative (or Indirect) Costs - 8131:

Please enter the percentage used in your project budget and calculate the costs based on 
1) Modified Total Direct Costs (“MTDC”): Some line items are exempt from Facilities and Administrative (“F&A”) or Indirect Costs; 2) Total Direct Costs (“TDC”): All line items are subject to F&A; 3) Salaries and Wages (“S&W”): Only salaries & wages are subject to F&A; or 4) Salaries, Wages and Benefits (“SW&B”) are subject to F&A. You should use the information from your proposal project budget to determine what is subject to Indirect Costs. Total Request: This line will calculate automatically and should be equal to the amount listed on the Requested Budget line.

Section III: Approvals and Authorizations:

ASC Policies and Procedures require the specific authorizations and approvals as stated in this section. Without such authorizations and approvals, the request will be denied.

A. This is authorization to transfer any and all charges that are deemed inappropriate, such as unallowable expenses and/or those not covered by the Sponsor for any reason. You should enter the account number for the account to which these charges will be transferred in the event that an agreement is not finalized. Your request cannot be processed without an active account number with sufficient funds to cover the advanced amount being requested. The individual authorized to sign on this account must sign this OPAS form.

Approval signatures are also required from your Department Chair and College Dean. 

B. This form confirms the status of the agreement:

1. The ASC is first signature on an award document, and signature by the sponsor is still pending.

2. An award issued by the sponsor requires changes, and therefore, is in the negotiation process.

3. Sponsor has provided a written “Letter of Intent” to issue an award.
4. Sponsor, via email, has confirmed to the Principal Investigator, OGC or ASC staff of its intent to issue an award. 
The Director of Grants and Contracts or his/her designee will mark the appropriate box and sign in this section.
C. This section certifies that the Agency Account listed has been verified for the availability and allowability of funds. It also serves as authorization to assign an ASC Account number to set-up the project based on the information provided on the OPAS form. This authorization may be signed by the Director of Sponsored Programs or his/her designee.
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