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Sample of Grant Award Acknowledgement Letter from Provost

Texas Southern University

3100 Cleburne Avenue

Research Financial Services

Hannah Hall 315

Houston, Texas 77004

PROVOST’S LETTERHEAD

Date

Dear Grantee,

Congratulations! | am pleased to inform you that your research award for the project "Name here" has been
approved for continued funding in the amount of $ by the at Austin for the period of
Grant Date here. In this regard, a copy of the grant letter and guidelines applicable to the grant are enclosed.

Please be advised that before a fund number can be assigned to your new_ award, it will be necessary

that _you submit a copy of your awarded budget and also complete a new Grant Fund Request Form
(GFRF) needed to create your fund number in Banner Financial System. Both your budget and GFRF

should be (forwarded to Research Financial Services, Hannah Hall, and Room 315. The GFRF is available
on the Office of Research website under Research financial Services Forms or at the link below:

Also. be reminded that a Subcontract or Independent Consultant agreement must _he in _place if your
proiect requires subcontracting to third party entities. Please contact the Office of Research, Department

of Research Funding and Pre-award Services to disuses payments and agreement needed to establish
legal_entity between Texas Southern University and a Subcontractor/Iindependent Consultant.

Please be reminded also that expenditures under the grant should be made during the performance period
of the award and should conform to the approved budget. Technical reports are required by the government
and should be prepared in accordance to the format prescribed and should be submitted within the indicated
deadlines. A copy of yourtechnical reports should be sent to the Office of Research, Hannah Hall230.

Again, congratulations and best wishes for a successful program. If additional information or assistance is
needed please let me know.

Provost Information Here

Ms. Diane Lewis -Research Financial Services
Ms. Cecilia Bruce -Research Compliance Officer
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Next Steps

Grant. Fund Request Form
One you receive the Grant Award Acknowledgement Letter from Provost you should follow these steps.

1. Go to Texas Southern University (website http://www.tsu.edu/)

Texas Southem University Page 1 of 2
\ Request Information My TSU Web
PO y— LB L —

ABOYT  ADMISSIONS  AGADEMCS  ATMLCIGS  ALUMNI  COSRENT STUDENTS  FACULTYA STAFT  GNETOTSU o L L

tp:iwww.tsu.edw/ 41612015

2. Next look at the top you will see these tabs

ABOLT-ADMISSIONS-ACADEMICS-ATHLETICS-ALUMNI-CURRENT STUDENTS-FACULIY& STAF- GIVE TO TSU

Texas Southem University Page 1 of 2

e S—
TSU website Vi S

ABOVT  ADWISSIONS  ACADEMCS  ATRLCICS  ALUNNA  CORRENT STUDINTS FACILIYASTAIT  GNETOTSU  ouwiexwms! ©

Click on About TSU

hatp:/Awww.tsu.cdw/ 41672015
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http://www.tsu.edu/

3. Click on the tab ABOUT TSU—next look on the left side for Administration

About Us

Wisnaa Seaermuazies L ry

ABOUT  ADMISSIONS ~ ACADEMICS ~ ATHLETICS ~ ALUMNI  CURRENT STUDENTS  FACULTY & STAFF  GIVETO TSU

About Us

Home >> About

Page 1 of 2

Request Information My TSU Web

T —

aQuick Links €9

Doard of Regents
Ofice of e Presdent
Adminisaion

2014 Facts ot » Glance
Mission & Visian
History

Campun

Dept. of Pubio Sataty

Click on

Administration

http://www.tsu.edw/about/

Facts:

Prosident: Jonn M. Rudley
Foundod: 1927

Roglstored Student Organizations:

80
Colleges & Schools: 10
Mascot: Tigers

Colors: Maroon and Gray

Mission
™
Torca

In order to achieve o o

- qualily instructon in a cuture of 1NovaLve teaching and learning

B oy

o e woid

Vision
T v e
el by our

and our desire to be & conributing partner 1o our community, state, nation, and world

4/16/2015

4. One on the Administration page look on the left side for Division of Academic Affairs

and Research

Administration

e R N

ABOUT  ADMISSIONS ~ ACADEMICS ~ ATHLETICS ~ ALUMNI  CURRENT STUDENTS  FACULTY & STAFF  GIVE 10 TSU

Administration

Home >> About >> Administration

Page 1 of 1

Request Information My TSU Web

auick Links €

MOME  CONTACTUS  DIRECTORY

A-ziao 1 3 a &

it 4/16/2015
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5. One on the Division of Academic Affairs and Research page look on the left side for

Office of Research

Division of Academic Affairs and Research Page | of 2

Request Information My TSU Web

HOME  CONTACTUS  DIRECTORY

ABOUT ~ ADMISSIONS ~ ACADEMICS ~ ATHLETICS ~ ALUMNI  CURRENT STUDENTS  FACULTY & STAFF  GIVE T0 TSU auick Links €

Division of Academic
Affairs and Research

Wians Seap Ll sansiear ey

= ,wqu”— -]

I |55 e Bl

f- i 1 i 4/16/2015

One on the Office of Research page look on the left side for Research Financial

Home Page 1 of 2
"T'SUJ Request Information My TSU Web
Fieano Derrmstniens Uisisvistsinry R e (o ———— — =

ABOUT  ADMISSIONS ~ ACADEMICS ~ ATHLETICS ~ ALUMNI  CURRENT STUDENTS ~ FACULTY & STAFF  GIVETO TSU auick Linis €

http://www.tsu, ini i ivisi 1= i frai d S .. 4/16/2015
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Grant Fund Reguest Form

: OFFICE OF RESEARCH
RESEARCH FINANCIAL SERVICES DEPARTMENT
GRANT FUND REQ_.U_EST FORM

i Grant Title

Grant Funding Agency Name

Grant Start Date . i " Grant End Date o ~ Sponsor DA

Grant Award Amount B i . | Cost Share Amount

Pass-Through From Agency Name if pass-through) " Cost Sharé Source (Fund No. if applicable)

Catalog of Federal Domestic Assistance No. (CFDA#) o " Eacilities & Administrative Cost Rate (%)
{¥f federol funding source) {indirect Cost Rate)

P S S
SUBCONTRACTS
(Piease ottach ¢ separate sheet if more than four. J
Name Subcontract Period Subcontract Amount
FUNDING SOURCE: [ Federal [ state [ vocat [J erivate

PRINCIPAL INVESTIGATOR/PROJECT DIRECTOR

= Printed Name Department

Signature Date

Detail Budget: (Please attach Detail Budget with detailed calculations for indirect costs, signed and dated by PI/PD

Email the completed form along with the Detail Budget to the Research Financial Services Dept., lewis_dw@tsu.edu

Research Financial Service [o]

Fund No. Assigned, Org ion No. Program No.,

Grant Accountant, Date Emaiied to P.1.

= RFS100/1010

B o e -
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Welcome to TSU Banner Web Service

TSU Banner Web Services Home P 1
age 1 of 1

2006064

sssssssss

teeee

https://banner.tsu.edu:7777/index.html 4/28/20
15

Banner Access and Signature Approval
Banner Access: Contact Rena F. Robinson (713) 313-7646 or email Robinson_RF@tsu.edu

Required signature approval: Contact your College Business Administrator

(BY: Diane W.
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Fur,

Code# Genelral Description
7330 Repair parts for General Furn/Equip
7334 General Furn/Equip, unit cost under $5,000 not controlled g‘

S
i

7373 General Furn/Equip, unit cost greater than $5,000 S
7374* General Equipment, unit cost under $5,000 controlled* - %
: e

2 =55

7335 Computer parts, under $5,000. not controlled gﬁ
7377 Computer equipment under $5,000. not controlled &4
7378%* Computer equipment under $5,000, controlled** g

Computer equipment unit cost greater than $5,000

7379
7380 Software,; All
7266 Maint & Repair of bulldings 2
7267 Maint & Repalr, computers -'f'?‘
7367 Maint & Repair, general fut:n/equlp . %
3
LA

7406 Rental, equipment (including copiers)
7442 Rental, vehicles
7470 Rental, space-——

Code# General Description

7300 Consumable Supplies, Office Supplies
7310 Chemicals and Gases
7312 Medical Supplies

7315 Food
7328 Hardware, keys, supplies

.. Com

7106 Travel, In state
7116 Travel, out of state
7210 Travel, student
7121 Travel, international

l 7201 Memberships (McShan approval)
‘ 7202 Employee training
| 7203 Registrations
7210 Fees
7211 Awards
7240 Consultants
7252 Guest lecturers, teachers, speakers, etc.
7253 Other Professional services )
7273 Printing & Reproduction
7274 Temp employees (Corestaff)
7303 Subscriptions & Periodicals -
7382 Books
7372 Golf Carts

13|Page (BY:
Lewis7/2015)

Audio Equip
Camcorders
Data Projectors
Digital Cameras
Firearms
TVs
VCRs

**2328
Desktops
Ipads, Tablets, etc.
Laptops
Printers

Diane W.
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Page 1 of 3

Request Information My TSU Web

HOME  CONTACTUS  DIRECTORY [ |

Wesan ¥ TSI SRR I TSRS

ABOUT ~ ADMISSIONS ~ ACADEMICS  ATHLETICS ~ ALUMNI  CURRENT STUDENTS ~ FACULTY & STAFF  GIVE 10 TSU QuICK LINKS €2

Office of Forms

Athletics
compliance
Finance
Facilities

Business Affairs

Human Resources

General Counsel Forms

Maketing
Office of General Counsel At Apreement
Office of information Technology o College of o
- =~ Foreian L Form
Procurement Service
- of Ce Form
Porperty/Warehouse . Form
. of U Form
- 10 Form

Research
Athletics Agreements
= Athletic Agreement Form
President’s Office i~ o E
= Head Coach Contract Form

Facilities Licensing

Student Services

- Blagkhoant = JOC Master Contract Form
- MyTSUweb .1 for EForm
P Se— Fitness Wellness
- Roben Jamas Terry Libcary * —_— Lo
= Authorization for Use of Image Form
. Coy Release Form
- Property Use Form
. TSU P Eorm

http://www.tsu.edu/about/Administration/forms/general-counsel.php 4/16/2015
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151
‘
PERSONNEL ACTION FORM
(Faculty/Staff/Graduate Student/Undergraduate Student)

Instructions: Must be typewritten. Any changes to original must be initialed. Copies may not be changed. Complete the Name, Effective Date, Social
Security Number, employee’s current department, and Vacancy Announcement Number on all PAF’s. Fill in the information that is new or changed.

NAME  (First) (Middle) (Last) Date Prepared:
g Address City/State Zip code
E TSU ID -OR-  Social Security Number Home Telephone Number Employment Dates
T# From: To:
New Employee Termination Salary Change
Y N [J Resigned [J Disability O Merit [ Voluntary Demotion

New Position: O O | O Deceased [ vLaid Off [J Promotion [ Involuntary Demotion
New Hire: O 0O | O Discharged [ Retired [J Reclassification

= Reappointment:  [] [0 Funding ended Incentive Program

2 Chiange: o i Lump Sum Paymentof S____

= Ttem#. Last Day in Office

% Member of TRS? [ Leave of Absence

[0 Active -or- [ Retiree O i O Military
Person Replaced: [ Disability [ Unpaid
Supervisor: e [0 FMLA O wc
Extension: Web Supervisor: (Family Medical Leave) (Workers Compensation)
Current Employee/New Hire/Transfer From Information: Transfer to/Change to Information:

Vacancy Announcement Number: _____ Vacancy Announcement Number:
Department: [ ] Department:| ]
Official Grant Title:[ ] Official Grant Title: [ ]
TSU Title: [ ] Title:[ ]
# of Hours/Week/%FTE: _____ Pay Grade: ____ # of Hours per Week/%FTE: ____ Pay Grade: ______

Monthly/ Hrly: Sl:] Longevity: Monthly/Hourly: Longevity:
Annual: S: Prorated: §j Annual: C} Prorated: §
Regular Regular Temp. Temp. Regular Regular Temp. Temp.

Fr[] pT[] FT[] prT[] FT[] PT[] FT[] T[]

Justification/Reason:

SALARY

List other funding sources:

Current Employee/New Hire Funding Information: Transfer to/Change of Salary Information:
FROM  Fund Type: S(aleD Grant D Other D TO  Fund Type: StateD Grant D Other D

Fund#: : Org#: : Fund#: | Org#: :
Progmm#:: Accl#,: Program#: | | Acct#: :

CODES

Time & Effort: ACTV Code: Time & Effort: ACTV Code:

Entered By: Verified By:
&% | Pay Grade: Date of Last Merit: Date of Last Pr
= Current FLSA Status Transfer/Change to FLSA Status

[]_Exempt []_Non-Exempt ] Exempt [] Non-Exempt

1]
j Recommended — Department Hiring Manager Date Budget or Grants Office Date
>
=]
E Approved By — Department Director/Vice President Date Human Resources — Executive Director Date
Ay
<

Approved By — Administrative Officer Date
NOTE: All changes must be initialed, dated and approved by the appropriate Departmental Officer(s).
HRO100
Rev. 09/09

17| Page (BY: Diane W.
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Travel Voucher Instructions

Voucher Layout

- Click on the tabs at the bottom to navigate from sheet to sheet. There are 11 tabs/sheets.
- Instructions: Contains basic instructions for the voucher.
- Data_Entry_Front Page: Used to data enter Front_Page and COBJ_Continuation information.
- Front_Page: The Front Page of the voucher, this sheet is populated from data entered
on the Data_Entry_Front_Page.
- COBJ_Continuation: Used for COBJ information, this sheet is also populated from data
entered on the Data_Entry_Front_Page.
- Meals_Lodging_Mileage_Detail: Used to input and calculate Meals, Lodging and
Mileage information. Voucher detail information is also located here.
- Mileage_Detail 1 - 5: Used as additional space to input mileage and voucher
detail information.
- Additional_COBJs: Used if there are more than 11 COBJs on the voucher (the maximum
number that can be data entered on the Data_Entry_Front_Page).
Note: Data must be entered directly into this sheet.

Printing:

Dates:
Mileage:

Documentation:

Additional COBJs:

Agency Use fields:

Descriptors:

Helpful Information

Not all tabs are designed for printing. Pages should be printed in the following order:

1. Front_Page

2. COBJ_Continuation (if applicable)

3. Additional COBJs (if applicable)

4. Meals_Lodging_Mileage_Detail

5. Mileage_Detail 1 - 5 (if applicable)

Enter as mmddyy. Excel automatically reformats the date as mm-dd-yy.

This information is input on Meals_Lodging_Mileage_Detail and Mileage_Detail

1 - 5. The "I" or "O" indicator must be input for the mileage to calculate properly.
Voucher documentation is entered in Section "y" of the travel voucher, found in
Meals_Lodging_Mileage_Detail and Mileage_Detail 1-5. The "y" section

is one large cell where the text AUTOMATICALLY WRAPS. To create a line

break in the cell, press ALT+ENTER.

This voucher allows 11 COBJs to be data entered via the Data_Entry_Front_Page tab.
If entry of additional COBJs is required, access the Additional_COBJs sheet (11th tab).
Note: The COBJ information must be entered directly into this sheet.

The agency use fields throughout this voucher are unlocked. You may edit directly in
the fields.

A field description box displays for all primary data entry fields on the
Data_Entry_Front_Page tab.

Miscellaneous Information

The Textravel logo and Travel COBJ Listing button shown below appear on each tab of the voucher.
They are hyperlinks to the Textravel Web tool and Travel COBJ listing. They will NOT print with the voucher.

" Object

ISTING

19| Page
Lewis7/2015)
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Procurement Services Page 1 of 2

Request Information My TSU Wel

HOME  CONTACTUS  DIRECTORY I '

e Sew ey Ulvinysienp

ABOUT ~ AOMISSIONS  ACADEMICS ~ ATHLETICS  ALUMN CURRENT STUDENTS ~ FACULTY & STAFF  GiVE T0 15U Quick Links

TSU Forms

Home >> About >> Administration >> Forms >> Procurement Services

Ml Procurement Services Forms
Compliance
Finance Procurement Card
* Applic: urement Card - CBA Accoul will i
Facilities
Purchasing

Business Affairs
Authorization and Information Summary Sheet Form for Purchases OQver $100K Form
Human Resources Authorization for Moving and Relocation Expenses Form

Maketing

Travel and Travel

Travel and Travel Card

Card * Application Dept Travel Card Form
* Application Travel Card CBA Form
Porperty/Warehous * Authority to Travel Form
] rtment Travel Card - Hotel 2sérvation Authorization Form
Research ¢ Depa vel Card - Car Rental Authorization Form
Student Services Others...
President’s Office ¢ Empl ndent Con lassificati ist Fol
. Safety S uest Fe
P o
* Entertainment Expense Form
. ( ions I
- Blackboard . ment ncumbran justment Fi
- MyTSUweb * Sole Source Justification Form
¢ Standard Purchase Order Terms nditions F
- Academic Calendar
- Robert James Terry Uibrary
http://www. tsu.edu/about/Administration/forms/procurement-servicc. php 4/28/2015
(BY: Diane W.
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equest for Authority to Travel at University Expense Form

REQUEST FOR AUTHORITY TO TRAVEL AT UNIVERSITY uxruust
forward the siy i the Travel Dept.

Please relain u copy of | »
(UST BE COMPLETED AND APPROVED PRIOR TO RESERVING TRAVEL ARRANGEMENT

. NAME OF TRAVELING:

1
2. POSITION TITLE: T Number
3. NAMEOF OR OFFICE: Last 8 digits of Travel Card #
4. DATE OF DEPARTURE: memwmmm—
5. DATE OF RETURN: ound trip Airfare s
IRegistration Fees Cor——
6. PLACE(S) TO BE VISTED: [Hotel * _nights @5 _ JETTT—
[Rental Cor *__days @S, T E—
Trai Meals per diem L e
7. MODE OF TRAVEL: 1™ Travel Paid by
8. ESTIMATE TOTAL COST OF TRIP: mount B
(Sum of sections A plus B) $0.00
9. IDENTIFY TRAVEL TYPE:
thivﬁ':ﬁ‘nm [ Group [JPoreign i
Round trip Airfare
10, EXPLANATION AND TP Py
Hotel _nights @5,
Rental Car_ days. =
Meals per diem _nights @S
Parking__days @,
Taxi/Shuttle
Mikage mtles (@
Incider
| Total Estimate for Reimbursemeat
11, FUND ORG PROG ACTV
12, IF USING TRAVEL CARD FOR MEALS, DO NOT DIEM ANDNO 1S ALLOWED.

13. STATEMENT AND SIGNATURE OF APPLICANT AND DEPARTMENT HEAD
L | te]

licant Signature Date Department Head Date
APPROVED:
Dean/Exccutive Dircctor Date Vice President Date
FOR TRAVEL SERVICES ONLY
Presideal Date

DESCRIPTIONS
TRANSPORTATION 7111 §.
MILEAGE 72§

ACTUAL EXPENSE 7114 |
TNCIDENTAL 1S §.
MEALS & LODGING 7116 §_
REGISTRATION 7203 §

THXAS SOUTHERN UNIVERSITY
CARDHOLDER APPLICATION/APPROVAL FORM
FOR
TRAVEL-CARD CENTRALLY BILLED ACCOUNT (CBA)
(Approve for Athletcs, Recruiters, Student Travel, Deans/ Executive Divectors and above)

[ andhoterd Agpticant nformation ]

Name: | ]

Last 4 digits of Social Security #: WorkPhone: [ ] work E-Mait|
College/Division:| Department:

[ Card nformaton

irfa d transportation, registration and meals. (LOCAL
Y) Monthly limit is $3, Vice

only the card i restricted i " Nooth
Stk Local (] Grant [ Ste [] Wi —pe i:‘
Provide Banner FOP information 5 —
Default funt I o i Proga EXE | TXAIR | STU | CBA | ATHL Dam"ﬁnnv‘l
[Alernate T 1 C T T TT1T1T
Note: Travel Cs il
[ Busingss Contact information ]
L . i seceipts and
Name: [ | work Phone: | work e-ait] ]
Note: Business Contacts A T i =

complete Smart Data Online training,

ing/ disapproving
Nole: C/DBA is required to

Responsible for travel-card Division. include;

Mder, verifyir
‘complete Travel Card training anually.

C/DBA

Printed Name Signature Date

Research & Financial Signature: Date:
Vice President/Provost Signature: Date:
Date:

(Required if applicant s a direct report to the President)

Log on to

https://fmx.cpa.state.tx.us/fmx/travel/textravel/index.php




Textravel Page 1 of 1

Glenn Hegar ¢ Texas Comptroller of Public
Accounts

Table of Contents

Textravel

Issued: Sept. 24, 2008
Updated: June 6, 2013 — View Changes

FPP G.005

The Texas Comptroller of Public Accounts created Textravel to provide information on state travel laws and rules to state
agencies and institutions of higher education. Textrgvel is based on Texas Government Code Chapter 660, General
i exas| M rative e, Title 34 rt a

hapter 5, Sub
Section 5.22.

This website is designed to be an easy reference fq encies and their employees. Links to applicable laws and
rules are included.

After logging on to this website you will also see
a tap that said, “Forms to your right.” Under
forms see “Travel Voucher (Excel) (73.-174) and
Request to increase Maximum Lodging Rate.”
When you click on the “Travel Voucher” an
internet explorer window will open click on
open. Next please complete form.

https://fmx.cpa.state.tx.us/fmx/travel/textravel/index.php 4/24/2015
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General Counsel Page 1 of 2

= l &" l Request Information My TSU Web
HOME  CONTACTUS  DIRECTORY o ]

GIVE T0 TSU auier Liniks €

Woinarn D mmasi & hcmssean e
ABOUT  ADMISSIONS  ACADEMICS ~ ATHLETICS ~ ALUMNI  CURRENT STUDENTS  FACULTY & STAFF

TSU Forms

Home == About == Admink

tion > Forms == Genaral Counsel

Anieues General Counsel Forms

Comptiance
Pinancs Arniation Agreament
= Affillation AGreement Colleas of Fhacmacy.
= Affliation Aareement - foreian Univaraite fam

Form

Faciivies
Business Affairs -
= == - Education eement £
Human Kesources - ot vind ic Proarams tacm
e o Artiliation -

Athietics Agrecments

- Nt Form
- Athistic O nent Ferm
= Contract Farm

ractities Licensing

Porperty/warehouse * 20C Mastec Contract Form
e R - Licenaina Aareement for Faciities Form
Fitness Wollness

+ Peconal Trainina Fackage ramm

Intellectunt Proporty Aureamaents

Student Services

Prasidonts Office

- Autn se of Imacs Form
+ Copvriaht AssiGnment feisase Form
- Intells Property Use fermission Form

« inte ent Form
+ QIT Contract Aparoval o
- Volun: Form

form: .php 4/28/2015

Page 2 of 2

General Counsel

= Personal Training Package Forn
Police Servicas

* Police Services Agreement Form
Procurement and Agreement

Vendor Aareement Form
Eoun

Rec
mendme

Standard A
Standard Contract Addendum Form
Aand Services under $5000 Form

Standard Purchase Order Terms.and Conditions Form
s ana P

* Performer Aareement Form

* Promoter o Present Event on Campus Aareement Form

* Socaker Aareement Form
Sponsored Programs

= Memorandum of Agreement Form

Standard Releases

Beference Request and FERPA Release Form
Release and Indemnification Aqreement for Adults Form
Release and for Adults_Faculty Form

for Minors Form

You will see the word m":m
* Misiting Faculty Agreement-Faculty Away Form
Visiting Faculty Aareement-TSU. Visitor Form

“Others”.... under “Others”
you will see Compliance - Comatance Coussheet o
“Coversheet Form”

Toxas Vetarans Portal sume  Lagisi Request
TSUSACS Websito budget Summary 2014-2015  TSU Board Bylaws  Administative Policies (MAP)

Texas Hometand Socunty  Texas Legistature

RAIL Senrcn
TSU Quality Enhancoment rrian

Request Information

©,2014 Toxas Soutnam Unversity.
00 Cianims Suaer Housion: 15 77004
l S [ | RS A-Zindox | a &%

TSU Compliance Coversheet

(BY: Diane W.
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TEXAS SOUTHERN UNIVERSITY
TEXAS SOUTHERN UNIVERSITY

(Assigned By OGC)

CONTRACT e
it A, Extention:

REQUIRED: Attach all applicable jestificatioa/forms:
0 wremig;

L] Soke-Saurse Justification L Easergency Justification (See Procuresent Dept.)
1 vt vaie B oaes

CONTRACT TYPIACTION:
O NewAgreemest [ Renewal  [] ModificatmaiAmendment (] Bxtensine.

TINEIN:
Contact Name: THle:
Addeess:
Ciry: Ste: Zip code:
Telephane: Fav:

St
CONTRACT AMOUNT: §_ CommisinaniGurrsstee: ] vES N0 [0 NA

Coustruction Cotracts In exces of SI4.000.00) Ovis 0 N
Informatisn Technelagy?  Plesse attach asthorization form. Oves O No O Na
Funding Sowree: [ Grawt O ol [ State 0 Othar:
Y Organivation: Acst. Program:
AN EDGEMEAT: = T rewd. bl
Sdersinad,ani sgree T
- —a
Cuatrac Origastor ok 1 certty 1 uve st il any changes fo e form.
Ot w el ged Aviherity i
a e maasd
Daic. O Mumarity Owsed Business s
o O
i
Qe of Goners Counsel. TSUOGGS.1210011
‘Compharcs Coriract Comsshest Pageftad

Ao 122010

TEXAS SOUTHERN UNIVERSITY
“TEXAS SOUTHERN UNIVERSITY

COMPLIANC
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Tnstructions for completing the Compliance Coversheet and eontract management process flow:

SER!

A. For all contracts / agscements for goods and services, the Initiating Department completes the Compliance
Coversheet in s entirety, atlaching all p i

y incompl
B The , the Compliance C
attachments to Purchasing/Procurement Services. Note: 1f over $100K, Board Agenda ltem Checklist must be
Included as well.
c on of it review, g
pliance (“0IC") for a “ on contracts
0f $50,000 and over.
D, e OIC will {agreement, wsuls of ew (i other
i Office of the Chiof Fi ‘Additionally, OIC will forward the results of
its due diligence review to the Cantract Originator.
E Chief Financial O forwards the
contract / tand Counsel ("OGC*).

E eneral Counsel

swamber and forwards the contract / agreement with an “exccution letter” or any updates to the Senior Official

who is authorized to sign the agreement.

record of all Unive

;. Pursuant to the University’s Contract Administration Policy, the Office of General Counsel must mais

both partics have signed the agreement), the Initiating Department shall forward a copy (preferably

electronically) of the executed agreement to the Office of General Counsel, The original contract should be

retained g ty y by Department.

The Initiating Department must exceute contracts within 90 days from the completion of the review. If exccution

n
is ot completed within 90 days, the Initiating Department must submit the document for review again through
the *TSYOU" process.

“The Initiating il d directly during the iew, if any. ti
issues arise, This process should take approximately 10-15 days.

Oftce of Ganers Counsel 15U0GC-51210011
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TEXAS SOUTHERN UNIVERSITY
COMPLIANC FET FOR NEW CONTRACTS
Contrct Number _ (Asigned By 0GC)

DONOT WRITE BELOW

R R — Ows O Ow

Dors e sl Sevee v et satabt? Ows O ONa

Neme: i, Duse,

Ot ofGares v TRUOGC.S 1210011

Conpiue Cortrc Comates Page 24
fev. 122000

TEXAS SOUTHERN UNIVERSITY
COMPLIANCE COVTRSIEIT FORNEW CONTRACTS [ AGRIEMENTS
(Asigned By 0GC)

>

ol llon st o mamoedm o undeseding | aresens with 1o ooy i, the
attaching al applicabl justficaion

e “Anyincompee o will be eured.

B, The Iniisting Deportment forwards the agreement | memocandusy, the Compliance Coversheet and the
appeapeiateattachanents $o the Offce of General Counsel.
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nd sufficiercy, agreement with an y
Offcl whe s iz i the sgecmc

. Pursuant 0 the Usniversty's Conleact Adminisraton Pollcy, the Office of General Counsel st evvintain o
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{when both purties have sigied the agrecment), the Intating l)qmn:m shall forwaed 0 copy (prefecably

electoicaly) of the execsed agreement (5 the Offi of Genersl Coursel, The ariginal contrct should be

E the review. I execution
within 9 days, th Inisiat agsin throagh

the “ISYOU" process,
Please note:
issues arise, 1015 days,
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Page 1 of 1

Date:
REQUISITION
Total Cost: $0.00 Requisition No.:
Department:
Requested by: Building/Room:
Department Contact: Phone:
Fund/Grant Title Fund No. Org No. Account No. Program No.
Vendor ID No. Delivery Date. Activity
Vendor Name Contact
Address Phone
Fax
Special Instructions
l Add/Del I # l Qty I Items (include model/catalog number) Unit Cost ’ Total PriceT
[ B’ 1 I 1 , so.ooj
E’ZI‘! l l $0.00 ’
= ’ 3 ' 1 , l f $0.00 ]
B’ 4 ’ 1 ’ l , $0.00
EEE ]
EXIRIEN I
! Shipping Cosl:I
I Total Cost:] $0.00

usiness Purpose:

Note to Vendor, for Grant only:
and ends on

This grant begins on
"No invoice will be accepted after the Grant end date"”

REQUIRED SIGNATURES

Requesting Person
Grants

Date:

Requisition No.:

DJepartment Head

Purchasing Buyer

Dean/Director
VP/Provost Purchasing Director
President
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Establishes a contractual relationship between Texas Southern University & a vendor for
the purchase of goods and/ or services. The Purchase Order is created and issued vendors
by the Procurement Services Office from requisition submitted by Principals Investigator
(PI) or Project Director (PD), and other University.

9 4

Requisition Form

Procurement Services

28 |Page (BY: Diane W.
Lewis7/2015)



29 |Page (BY: Diane W.
Lewis7/2015)



INSTRUCTIONS TEXAS SOUTHERN UNIVERSITY REQUIRED FOR CONTRACTS

1. Prepare in duplicate. DIRECT PAY VOUCHER 15T voucher submitted y/n NL

2. Send original to Accounts Payable. If yes, attach signed contract.

3. Dept. should retain copy for its records. Banner Vendor Number: Total contract amount §

4. Original vendor invoice and other supporting  [Payee Name: Total payments to date including
documents must be attached. (No initials or abbreviations for registration/membership vendors) this voucher §

5. Sum of amounts must agree with payment. Address:

6. Provide office phone # City State Zip

ONLY ONE (1) ORIGINAL INVOICE IS ALLOWED PER PAYMENT VOUCHER AND THIS FORM IS NOT APPLICABLE FOR TITLE II| PAYMENTS

All checks are sent by U.S. mail or direct deposit. For pick-up from Bursar's Office indicate here No

The total payment will be expensed to budget :

FUND | ORG | ACCOUNT | PROGRAM
DESCRIPTION: If membership dues or registration, describe benefit to the university and list the beginning and end dates of the membership.

Amount

NOW Total Payment &

| HERBY CERTIFY THAT THE ARTICLES OR SERVICES DESCRIBED BY THE INVOICE ATTACHED AND LISTED ABOVE WERE NECESSARY FOR USE BY TSU
AND HAVE BEEN DELIVERED OR PERFORMED AND THAT NO PRIOR CLAIM HAS BEEN PRESENTED FOR SAID ARTICLES OR SERVICES.

Site Location Date Voucher Prepared 8y Department Head

Dean/Executive Director (If required) Research & Financial Services(f required) Vice President (If required) Provost
Prior to making a purchase, the user must confirm that the vendor is not on “Vendor Hold" with the State. To verify vendor hold status see:

https://cpafmprd.cpa state.tx.us/tpis/search.htm| If the vendor is "On Hold", another vendor must be selected. If not "On Hold", ATTACH PRINTOUT
to voucher. Direct Payment Voucher will be returned if printout is not attached.
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Date of final invoice and or drawdown request

Grant Closeout Form

GRANT FUND CLOSEQUT FORM

Grant should close out within 90 calendar days after the pletion of the award see-OMB A-110 relocated to 2CFR. Part 215

(TO BE COMPLETED BY ACCOUNTANT)

Today’s Date:

Name Title: Accountant Name:

Project Title:

Sponsor Award Number:

Fund Number

Sponsor Name:

Start Date

End Date

D Contract Cost Reimbursement
[JYes [J No
[Yes O No

[1 Fixed Price

D Grant

Is this the final year of the project?

Fund Type (check one)

Multiple years managed in this fund?

of Years

Year of project: Year

Based upon Agency/ Sponsor guidelines, retain fund file in storage until this date:

List Previous Related Year(s)/Fund(s) Date:

[No

Have all payment been received and posted to Banner? [JYes

If no action taken:

[JYes

Have all encumbered been liquidated, paid or cancelled?

Attached Banner report-- FGIBAVL)—available balance must be reduces to “zero”.

Is Accounts Receivable zero for this fund? [OYes [INo

Have balances of unobligated cash that Agency/Sponsor, advanced or paid been refunded to the
Agency/Sponsor, unless authorized to be retained by the recipient? OvYes [ONo

Accountant Signature: 0000 Date:
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TO BE COMPLETED BY PRINCIPAL INVESTIGATOR(P.L.) OR PROJECT DIRECTOR (P.D)

Equipment: No Equipment

Review for specific types of equipment purchases:
(Check when completed) Yes or
Fabricated equipment purchases (result in a piece of equipment? ]
Did sponsor/funder provide or loan equipment to project? D
Purchased sponsor-own equipment? D
Is this equipment to be used on subsequent years of the award? O

If YES, list current year award information:

Note: If project is using the equipment on the current year of the award, the sponsor/funder award number must match.
the sponsor/funder award number doesn't match, the sponsor/funder written approval is required to use the equipment on
the new award.

Fund Number: Grant Number

IfNO, select option for equipment status:

Has the final activity/progress report been submitted to the funding agency? [ ] Yes

If no, action taken:

Principal Investigator Signature:

DIRECTOR APPROVAL

Director of Research Financial Services: Date:
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