Released Time Procedures

For Reimbursement from the Auxiliary Service Corporation (ASC) (Grants and Contracts):
(Steps one, two, and three can be streamlined if the College/Department has Request for Released Time Form completed and
submitted by the individual to be released as the mechanism for requesting and approving the release).

P1 = Principal Investigator or Project Director

RBM = Responsible Budget Manager

NOA = Notice of Award

RRRTF = Request for Reimbursed Released Time Form

1
Within 2 weeks of award
receipt, Sponsored
Programs sends copy of
NOA to RBM, Division
Financial Manager and
Budget Office if salaries
are budgeted. Sponsored
Programs prepares and
attaches RRRTF
detailing amount and
information available.

over life of award.

6
Sponsored Programs
Coordinator determines
whether to re-budget or
to reduce the amount
available for
reimbursement.

Any change is
communicated to the
RBM within 2 weeks.

A 4

RBM sets up tickler system to track reimbursable salaries and benefits awarded and processed

Division Financial Manger/Budget Office to monitor overall dollars collected against awards.

2

v

3 Individual
RBM confers with Pl at least 7 weeks prior to start of each term to confirm specific releases can request
or payments funded by the award for that term. Details are factored into the course schedule release by
and/or budget planning process. Releases or payments must not exceed amounts budgeted submitting
on the NOA and may be authorized for awarded grants and contracts only. RRRTF.

v

with NOA.

RBM updates top and middle section of RRRTF for each individual to be released or paid (pull salary from
CMS HR) to reflect actuals for current certification period (e.g. term) if different from original RRRTF sent

4

A

If YES, at least 5 weeks prior to start of
term, RBM emails or faxes copy to 5
Sponsored Programs Coordinator.

A

RBM to verify if salary and benefit amounts
processed exceed totals outlined in the NOA?

10
Sponsored
Programs
Coordinator
forwards copy of
RRRTF to
Sponsored Programs
Accounts Payable
Clerk who

RBM updates RRRTF to reflect any changes.

v
If NO continue to step 9

v

At least 3 weeks prior to start of term, RBM
forwards updated original RRRTF to Budget
Office for review and signature. Budget Office
returns RRRTF to RBM, within 1 week.

9
Prior to start of term, RBM routes completed
RRRTF to PI, Department Chair, and Dean for
signature. Once signed, RBM emails or faxes
copy to Sponsored Programs Coordinator.

A 4

encumbers funds for
the specified
payment within 1
week of receipt from
RBM.

12

RBM initials then forwards —»

the final original signed
RRRTF to Sponsored
Programs Coordinator within 1

v

11
In mid October for Fall Term, mid February for Intersession, mid April for
Spring Term, mid August for Summer, RBM has individual released or paid sign
original RRRTF to certify that effort and time are properly reported. If

week of return from < previously signed by individual released as part of step 9 obtain e-mail

13 P individual. certification and attach to final signed document.
Sponsored «
Programs prepares
worksheet per
college or unit 14 15 . .
summarizing the Sponsored Programs Sponsored Programs Accounts Payable Clerk files original forms and forwards deposit
individual and total Accounts Payable Clerk notice an_d check to State Caghler by November 30 for Fall Term, February 28 for :
payment to be updates the Log sheet with Intersession, May 31 for Spring Term, August 31 for Summer. A copy of the deposit
reimbursed for the the value of release time or notice, worksheet and RRRTFs are forwarded to Accounting Services where a
T T 2 payment and date reimbursement is posted to the correct account. A copy of the deposit notice and
forwards to ™ encumbered. (Encumbrance > worksheet is sent to the Division Financial Manager to share with RBM. The Sponsored
Sponsored can be released at this time Programs Coordinator will notify the Division Financial Manager and Budget Office of
Programs Accounts if request is cancelled). any unexpended encumbrances within two weeks after the end of term.
Payable Clerk. T




If funded from the ASC (Grants and Contracts) it is generally understood that:

e Released Time Projected - The Project Director (or PI - Principal Investigator) is responsible for
writing a grant which would include the projection of expenditures, detailing the amount of salary
and benefit cost for any released time that would be required in order to complete the grant’s
objective.

e Accountability & Documentation Control - Foundation & Grants will continue to maintain a
database for tracking the completion of all required documents for each grant and project.

If Funded by CSFPF (Cal State Fullerton Philanthropic Foundation) (Gifts):
RRRTF = Request for Reimbursed Released Time Form  RBM = Responsible Budget Manager

1 2 3 4
At least 7 weeks prior to the start of RBM updates top and At least 5 weeks CSFPF Contact checks
each term, RBM identifies releases middle section of RRRTF prior to start of reimbursement amount against
through the course schedule or budget .| for each individual to be .| term, RBM | available funds and -
planning process or Individual can > released or paid (pull "1 emails or faxes ] communicates to RBM within
request release by submitting RRRTF. salary from CMS HR) to copy to CSFPF 2 weeks of receipt if the
Releases or payments must not exceed o amount on deposit is not
amounts on deposit with the CSFPF. reflegt % zf salary to be Contact. sufficient to cover the totals on
reimbursed. the RRRTE.
6 .
Prior to start of term, RBM ] ) 5 ] Are sufficient funds
obtains P.O. number and routes If NO (i.e., reimbursement available is other than % of available to cover % of
completed RRRTF to Account < salary) at least 3 weeks prior to start of term, RBM < salary to be reimbursed?
Responsible Person, Department forwards updated original RRRTF to Budget Office for
Chair. and Dean for’signature. review and signature. Budget Office returns RRRTF to 3
Once signed, RBM emails or RBM, within 1 week.
faxes copy to CSFPF Contact. P If YES, continue to step 6.
7 8

In mid October for Fall Term, mid February for Intersession, mid April for Spring Term, mid August
CSFPF Contact forwards copy to S S O . A
CSFPF Accounting Departmeprﬁ who »  for Summer, RBM has individual released or paid sign original RRRTF to certify that effort and time
encumbers funds for the specified are properly reported. If previously signed by individual released as part of step 6 obtain e-mail
payment within 1 week ofpreceipt from certification and attach to final signed document.
RBM. l

10 9

CSFPF Accounting Department prepares worksheet per college or unit summarizing the P RBM initials then forwards the final
individual and total payment to be reimbursed for the current term. (Encumbrance can be « original signed RRRTF to CSFPF Contact
released at this time if request is cancelled). within 1 week of return from individual.

1

CSFPF Accounting Department files original forms and forwards deposit notice and check to State Cashier by November 30 for Fall Term, February 28 for
Intersession, May 31 for Spring Term, August 31 for Summer. A copy of the deposit notice, worksheet and RRRTFs are forwarded to Accounting Services
where a reimbursement is posted to the correct account. A copy of the deposit notice and worksheet is sent to the Division Financial Manager to share with
the RBM. The CSFPF Contact will notify the Division Financial Manager and Budget Office of any unexpended encumbrances within two weeks after the
end of term.




