
WHEN A PROJECT BEGINS 
 

BOOKKEEPER’S RESPONSIBLITLITES 
 

• Maintaining grant and contract files. 
 

• Organizing and maintaining financial records, including grant proposals, awards, 
and gifts. 

 
• Monitoring expenditures on grants and contracts 

 
• Advising Principal Investigators and Department Heads about problems and 

possible corrections on grants and contracts and preparing any transactions 
necessary for correction. 

 
• Ensuring that grant and contract accounts will be spent out appropriately and in 

the proper time frame. 
 

• Reconciling all monthly ledgers and distributing them as directed by the 
Department Head. 

 
• Calculating changes needed for PIF adjustments and contracting appropriate 

departmental personnel to prepare changes. 
 

• Maintaining sub-account records for each grant/contract with a sub-account. 
 

• Regularly advising the Department Head and Principal Investigators regarding the 
status of departmental, gift, and grant and contract funds. 

 
PRINCIPAL INVESTIGATOR’S RESPONSIBILITIES 
 

• Ensuring that the project objectives are completed. 
 

• Ensuring that all expenses charged are allowable and related to the project. 
 

• Ensuring that any subcontractor’s activities are in accordance with the primary 
agreement and that the charges are appropriate. 

 
• Ensuring that the funded project is completed within budgetary and time 

constraints, University policies, sponsor guidelines, and other applicable 
regulations and certifications. 

 
• Properly preparing and submitting the required progress reports to the sponsoring 

agency in a timely manner. 
 



• Verifying the account ledgers on a monthly basis, ensuring that expenses are 
recorded properly. 

 
DEPARTMENT HEAD’S RESPONSIBILITIES 
 

• Ensuring that PIs are aware of their responsibilities.  Although the PI is 
responsible for managing the account and directing the sponsored work, you are 
ultimately accountable for these activities.  Proper attention and priority must be 
given to grant and contract administration to avoid unallowable charges, to 
comply with requirements, and to maintain good relations with sponsoring 
agencies. 

 
• Reviewing accounts for reasonableness and following up immediately on over 

expenditures or other unusual items in accounts.  Note:  Any over expenditures or 
unallowable expenditures will be charged to the departmental account. 

 
• Monitoring new grants and contracts or continuations to ensure that agreements 

are processed and accounts are established in a timely manner. 
 

• Approving expenditures. 
 

• Ensuring that the budget and expenditure reports are reconciled to departmental 
records. 

 
• Ensuring, along with the PI, that nay subcontractor’s activities are in accordance 

with the primary agreement, the work has been performed, and the charge are 
appropriate. 

 
• Ensuring that checks received in the department are forwarded to the Dean’s 

office in a timely manner.  
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