Exhibit J


EARLY PTA PROCEDURES






NOTE:  Early PTA’s are not billable.  They should be funded for zero dollars at the Project level and budgeted at zero dollars.  The maximum early award period is three months.
PROJECT SETUP

Start Date:
Award start date




Pre-award date, per PTA setup form

TASK SETUP
 At Task Details, “Allow Charges” and “Billable” checkboxes should be checked.  (Note: Award Installment will override as not billable.  See below)

AWARD SETUP

Funding Source Name:
This must be correct.  Verify accuracy (see Exhibit AD)  This cannot be changed after setup.

Funding Source Award Number:
Guarantee Award.   See “AUTHORIZATION FOR EARLY PROJECT, TASK, AND AWARD REQUEST FORM” (i.e.  GUARANTEED BY: 1234567-111-ABCDE)
Start Date:
Guaranteed start date per PTA request form
End Date:
Guaranteed end date per PTA request form


(see OSR Form 38 for additional end-date details)
Close Date:                                            Three years after end date
Status:
At Risk (This will prevent billing.)
Pre-Award Date:
Per PTA request form

Billing Rule
EVENT **
Revenue Rule
EVENT **
**For all awards in which it is known they will be on a Letter of Credit (LOC) billing and revenue rules can be set to cost/cost.

**For some PC awards billing and revenue rules can be set to cost/cost.
(All other awards shall remain event/event during At Risk period.)
TABS


Installments




Installment Description:
Early Award

Start Date:
Guaranteed start date

End Date:
Guaranteed end date


Close Date:
Three years after end date

Direct:
Zero ($0.00)


Indirect:
Zero ($0.00)


Active:
Check box


Billable:
Do NOT check box

Remember to fund zero ($0.00) at the Project level.


References:
SP_EARLY_AWARD_PERIOD


SP_GUARANTEE_AMT



SP_GUARANTEE_AWD

Budget zero ($0.00) dollars, Submit and Baseline. 
For extensions on At Risk early PTA setup utilizing an OSR Form 40:

Extend Award End date and Close date per request (see OSR Form 40 for further end date guidelines)

Extend Installment dates to match Award dates.

Update Guarantee PTA information as needed on the references tab.

All other fields should remain unchanged as the award is still At Risk.

When Notice of Award arrives…

Re-verify AND update ALL fields for accuracy.  
(Award may need to be closed and replaced if you cannot change a field to reflect the information correctly.)
The Accountant needs to monitor the early award and follow up with the department administrator to 1) transfer off expenses if the award does not materialize, or 2) advise the department/principal investigator, if they wish to continue spending, to request an extension (via an OSR Form 40) and guarantee the PTA for an additional three months.
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