
Office of Sponsored Programs 
Seminars and Educational Opportunities

Post-Award Summer Seminar:  
After Your Department Is Awarded a Grant

Wednesday, July 17, 2024 
8AM – 4PM

SGA Chambers (DSU 2081)

Welcome!
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Welcome

Dr. Jenni Redifer 

Interim Associate Provost for Research
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Grant Lifecycle

Presenter:  Regina Allen, Associate Director of Research Administration 3



What’s the Difference Between 
OSP’s Pre-Award and Post-Award!

We’re glad you asked!

Pre-Award, aka Proposal Development, works with the campus to 
develop their proposals for submission to external sponsors.

Post-Award comes into play once the award is received and 
administers the award throughout the life of the project

Presenter:  Regina Allen, Associate Director of Research Administration
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Remember!

This Seminar’s Focus is on Post-Award Information Related to 
Externally Funded Projects!

OSP will offer seminars this Fall focused on 
Pre-Award/Proposal Development

Presenter:  Regina Allen, Associate Director of Research Administration
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Who Does What In OSP Post-Award

Steva Kaufkins – Manager, Grants and Contracts
Reviews and disseminates messages received in the Post-award email accounts (post-award@wku.edu and 

sponsored.programs@wku.edu), “backwards” awards, Fee for Service Agreements
 

Jo Scruggs – Manager, Grants and Contracts
Charts of Accounts, Reallocations, No-Cost Extensions

Brittany Hix – Manager, Budgets  Resources
SPIRIT Data Entry, FUSE, RCAP

Regina Allen, Associate Director of Research Administration

Reviews and signs/executes award documents, issues subawards, oversight of SPIRIT programming, procedures, data 
entry and preparation of proposal and award reports including vetting of data and dissemination.

Presenter:  Regina Allen, Associate Director of Research Administration
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What’s the Difference Between 
OSP Post-Award and GCA!

We’re glad you asked, again!   

We – OSP Post-Award – are non-financial.  Single point of contact with 
sponsors for award negotiations, issuing subawards, etc.  No one else on 

campus is authorized to sign award documents except the President and the 
Provost. 

GCA is Post-Award financial – invoicing, financial reports, expenditure 
review, and a lot more that you will learn about later today.

Presenter:  Regina Allen, Associate Director of Research Administration
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Email, Email, Email

• Post.award@wku.edu – used when 
corresponding with the campus 
community 

• Sponsored.programs@wku.edu –  
used when corresponding with 
sponsors  

• Internal.grants@wku.edu– used when 
corresponding about RCAP

• Fuse@wku.edu– used when 
corresponding about FUSE 
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The Post-Award Grants Process 
The Initial Post-Award Process Is Fairly Simple…

• 1)  The award notification is received, and the terms and conditions are 
reviewed by OSP in conjuction with the proposal submission and if 
everything is in line, OSP accepts the award.

• 2)  Once the fully-executed award document is received, the project is 
added to the chart of accounts queue for setup.

• 3)  Jo sets up the chart of accounts and sends it to GCA.  More on that 
during Jo’s presentation later.

• 4)  Once the index is assigned, the PI can spend the money!  

Presenter:  Regina Allen, Associate Director of Research Administration 9



You Really Do Need to Know This!
OR AT LEAST HAVE HEARD OF IT.

WKU and State

Policies 

and Guidelines

Award Guidelines

Program Guidelines

Sponsor Terms and Conditions

Uniform Guidance

Presenter:  Regina Allen, Associate Director of Research Administration 10



(Almost) Everything You 
Always Wanted To Know

 But Didn’t Know 
Who/What/When/How 

To Ask!
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Common Ways to Pay:
Form 16/EPAF/PA/PSC

• Form 16 (Example 1) – routed through e-signature used when paying 
grant summer effort

• EPAF (Example 2) (Electronic Personnel Action Form) – used when 
paying a 100% grant-funded position

• Payment Authorization (Example 3) – used when paying a non-WKU 
employee (as determined by the tax compliance office and 
determination of contractor status form) $2,000 or less 

• Personal Service Contract – used when paying a non-WKU employee 
(as determined by the tax compliance office and determination of 
contractor status form) more than $2,000
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Determination of Contractor Status: 
What is it and what it does 

•The DCS form (Example 4, 5) verifies if the payee is already an 
employee, and determines if the payee is an independent 
contractor, or needs to be hired as a new employee

• Complete the DCS form as soon as you know who will complete the 
work & before any work has started 

•Even if funds are budgeted as non-employee services the 
individual completing the work, and services provided determine 
how they are paid
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Determination of Contractor Status: 
Continued 

•You will need the payee’s SS# for this form so request their 
W9 first

•This form must be completed for all payments to individuals 
and sent securely to Tax Compliance – Nicole Boaz 

•Banner screen GUIALTI will let you search by name to 
compare the last 4 digits of their SS# to find their 800#
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How do I know if a Purchase is 
Allowable? 

• Is this cost budgeted?
• Is it a reasonable cost?
• Is it an allowable cost?
• Is it an allocable cost?
• Another good resource is WKU’s 
Discretionary Spending Policy 

• When in doubt, reach out, at 
post.award@wku.edu
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                      Need to clarify anything we’ve talked about?

                      Anything you’d like to share?

                       
                       Suggestions on additional topics you’d like 
                       us to cover?
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We’ve Got SPIRIT, Yes, We Do!
We’ve Got SPIRIT, How ‘bout YOU?

If you don’t have it, you need to GET it!

Presenter:  Regina Allen, Associate Director of Research Administration 17



SPIRIT, Continued…

We will offer a SPIRIT Seminar later in the year!
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Break!
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The Chart of Accounts & Its Process

Proposal is 
Awarded

Set up the grant in 
the university 

system

Project 
is Active

Final 
Reports

Proposal The transfer of the award 
information into the 
university systems (SPIRIT 
and Banner).
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Chart of Accounts 

FE = Fully Executed / REV = Revised

Budget document used to set up the award The award document from the sponsor

Completed Chart of Accounts

The PI (Principal Investigator = the faculty or staff person overseeing the award) will receive an 
email from GCA (Grant and Contract Accounting Office). Save these attachments. 
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OSP’s checklist for award set up:
SPIRIT record approvals for the 

proposal
Compliance for Conflict of 

Interest (COI) &  Responsible 
Conduct of Research (RCR)
Compliance for Export Controls, 

Human Subjects (IRB), Animal 
Subjects (IACUC), etc.

Chart of Accounts 
(Example 6)
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Chart of Accounts 
Banner
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Chart of Accounts 
Banner

Show a #10 budget report  and #9 – can I use a real index 
example (same as the reallocation)?

Grant = 5xxxx
Cost share = 6xxxx
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Chart of Accounts 
Banner
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Chart of Accounts 
Banner Finance (Transaction Summary)
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Cost Share 
The university (typically 

the PI’s  department) 
contributing resources to 
the project.
Index to be used is 

determined during 
proposal development.
Money will be 

transferred from the dept 
index to the cost share 
index.
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Budget Reallocations

Re
qu

es
tin

g 
Ch

an
ge

s

Project Objectives 
will be met

Allowable

Well Planned

Allowable expenses follow 
University policies, the 
sponsor guidelines, etc. 
Request AT LEAST 30 days 

prior to the project end date.
Less than 30 days is a red flag to 

auditors. 
Sponsor terms may overrule 

WKU terms.
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Budget Reallocations

https://www.wku.edu/sponsoredprograms/reallocation.php
or search “external reallocation” in my.wku.edu

Reallocation Communications: sponsored.programs2@wku.edu

• OSP staff review the request, review current budget, current 
sponsor terms & conditions, check Banner Finance numbers. 

• Allowable, Reasonable, Allocable. 
• Order of Precedence 
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Budget Reallocations

Submit the External Grant Reallocation Request 
Form
Reference account codes if possible (and/or include 
budget line descriptions)
Justification should include the reason there is 
money available in the “from” account code(s) and 
how the money will be used. 
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Budget Reallocations

• OSP staff will contact the sponsor (if applicable) for 
approval of the reallocation 

• PI must not proceed until approval is received

After Approval - Process
OSP will respond via email. 
OSP will give a Journal Voucher number (example: J0207021)

There are two more approvals before this JV is entered in Banner (but no 
further emails)
Use Banner Finance Report #10 to check the index – look for the JV number
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Budget Reallocations

Banner Finance #10 Report (Transaction summary)
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No-Cost Extensions

No-Cost Extension = more time 
(not more money)

Not for liquidating unspent funds

Justification: project report, 
remaining funds, timetable for 

completion.

Request AT LEAST 60 days 
before prior end date. 

Ex
te

ns
io

n 
Re

qu
es

te
d

Project Objectives 
will be met

Allowable

Well Planned
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No-Cost Extensions

https://www.wku.edu/sponsoredprograms/nce.php

Reallocation Communications: 
sponsored.programs2@wku.edu

• OSP staff review the request and current sponsor terms & 
conditions. 

• OSP staff will contact the sponsor (if applicable) for approval
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No-Cost Extensions

After Approval - Process
OSP will email to GCA and copy the PI/support staff with the 

new, approved end date. 
New end date referenced (also look for new final report date if 

applicable). 
The updated information can be reviewed in the SPIRIT 

record. 
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Please be back by 12:40!
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Special Guest Speaker

Wendy DeCroix 
Budget Coordinator

Ogden College of Science and Engineering

Best Practices:  One College’s Perspective

40



Best Practices: One College’s Perspective
Ogden College of Science & Engineering
Process for Ogden External Grants Post-Award

• Central liaison for OSP and GCA at college level – Wendy DeCroix
• Act as a central communication point
• Disseminate new grant set-up documents to department staff with copy to PI
• Grant compliance approval – purchases/student employment

• Procard Request Form
• Student Employment Request Form
• Requisition approvals

• Summer pay – Summer Effort Worksheets/Form 16s
• Effort Reporting – GALRs/Effort Certification Forms
• Work with PI on reallocations and NCEs and submit those to OSP

• Departments/PI responsible for day-to-day operations – pcards and requisitions for purchases, TopNet 
Student Employment Forms, payroll/timesheet approval, etc.
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Best Practices: One College’s Perspective
Ogden College of Science & Engineering
Tips and Tricks

• Pre-Award tip:
• Large equipment purchases - State purchasing guidelines

• Helpful to list vendor and equipment details in grant internal budget/budget justification
• Purchase request must be allocable to the grant

• Software – most sponsors only allow allocation for remaining period in grant
• Maintenance Contracts – if allocable, same as software – only allocable for remaining period 

in the grant project
• Requisitions

• Must include grant end date and business/grant justification for purchase in justification 
section of requisition

• Check Banner Finance Report before hitting submit on requisitions or making/coding pcard 
charges to verify you are using the correct commodity/account code and that budget is 
available in that line
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Best Practices: One College’s Perspective
Ogden College of Science & Engineering
Tips and Tricks - Continued

• Inter-Accounts
• Include in description section what the IA is for – include names/WKU IDs/dates etc.
• Include backup documentation – Banner screenshot, BFR screenshot, student billing, payroll 

report, etc.
• Travel

• Traveler should review travel policies before traveling
• Most economical mode of travel
• Make sure travel is allocable to the project

• Sponsor travel issue – travel was cancelled, and sponsor had us move the registration 
charges off the grant

• Participant Support
• Determination of Contractor Status Form

• Determines whether paid via payroll or Payment Authorization
43



Best Practices: One College’s Perspective
Ogden College of Science & Engineering
Tips and Tricks - Continued

• Helpful Banner Finance Reports
• #2 – for WKU regular indexes
• #10 – for External Grant and Cost Share indexes (starting with 5 or 6)
• #9 – helpful for locating a charge if you know a range of account codes

• Pay attention to budget lines for grants – “pool” vs budgeted line
• Some items under supplies are not in the supply pool but in their own single account code

• It takes a village
• Communication between PI/Department and College staff is key for grant post-award
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Special Guest Speaker

Paula Mattison
Assistant Director

Grants and Contracts Accounting

45



WHO IS GRANTS & 
CONTRACTS CCOUNTING?

Jessica Clemons, Staff Accountant
745-5332, jessica.clemons@wku.edu 

Alicia Haley, Grant Accounts Specialist
745-8882, alicia.haley@wku.edu

Paula Mattison, Assistant Director - Grants & 
Contracts Accounting
745-5326, paula.mattison@wku.edu
 

46

mailto:jessica.clemons@wku.edu
mailto:alicia.haley@wku.edu


WHAT IS HAPPENING IN GCA?

• Review and approval of all grant activity including:
•    Payment authorizations
•    Requisitions
•    Inter-Accounts
•    Feeds, including pro-card, phone, paper etc.
•    Payroll (Form 16 & EPAF)
• Labor Redistribution (GALR)
• Effort Certification 
• Invoicing, reporting and collections
• And much more…
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WHO ARE YOU GOING TO CALL?

Travel – WAB, G21 Contact Madona May at x5327
Payroll – WAB, G10
• Form 16s, recap sheets, payroll deadlines
• For questions call Vickye Heater at x2074
Human Resources – WAB, G25 at x5360
• EPAF - To put new employee on payroll, make changes for existing 

employee (rate of pay, index number change, extend end date)
• Epaf.help@wku.edu
Accounts Payable – WAB G21, wkuap@wku.edu
• W-9 Form - Needed to pay a person through Accounts Payable as a 

contractor
• Payment Authorization - used for certain types of payments that do not 

have to go through Purchasing (check with Angie Link x2246 in Accounts 
Payable if you are unsure)
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WHO ARE YOU GOING TO CALL?

Purchasing – Services & Supply Building

• Purchasing cards call x4260 

• Personal Services Contract - must be filled out and approved before work is done

• For questions contact Brittney Green at x3071

Tax Compliance – WAB, G10 Contact Nicole Boaz at x5859

• Determination of Contractor Status Form – used to determine if a person will be 
paid as an employee or independent contractor

• Paying or reimbursing a non-US citizen

49



Procard

• Determine if the cost is allowable, allocable, and reasonable.
• Do not use in the last 30 days of an award.  A Requisition must be 

used with adequate justification as to how the late purchase will 
benefit the award.

• Be sure to reconcile your pro card charges in JPMC by the 10th of the 
month. Enter detailed description of charges and correct index and 
account codes.

• Must fill in “detailed transaction notes”
• When reconciled, click the “reviewed by box”
• Do no leave charges in account code 71119.
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Warning:  Audit Findings!

• DO NOT use personal funds for grant purchases and then seek reimbursement.  
• Please always follow the WKU Discretionary Spending Policy 

http://www.wku.edu/policies/finadmin_policies/policy31101_discretionary_spend
ing.pdf

• Don’t incur expenses prior to the start date or after the end date of the grant.
• Don’t attempt to transfer expenditures from one grant to another to correct cost 

overruns
• Don’t purchase equipment during the last 90 days of the grant
• Don’t use unexpended monies during the last 60 days of the grant to stock piling 

supplies
• Don’t charge more effort to a grant than was committed
• Don’t change the Project Director with out prior permission from the Sponsor
• Use of the Pcard is not allowed in the last thirty days of the grant.  A Requisition 

must be completed with a justification for the purchase.  
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Manage a Departmental Index? 
 

Monitor your index each month to make sure 
there are no charges to your department that 
belong on a grant index.

If you find an allowable, allocable, and 
reasonable cost that should be moved to the 
grant, complete an inter account immediately.

Cost transfers that are older than 90 days old 
are not allowed
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Labor Redistribution (T&E) Example
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Effort Certification Example
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INTER ACCOUNT WORKFLOW

• Enter Fiscal Year
• Enter your 800#
• Enter detailed description justifying transfer
• Credit Index:  Where expense is being moved FROM
• Charge Index:  Where expense is being moved TO
• Credit/Charge must be the same amounts
• Financial Managers will populate

• Attach supporting documents.
• The financial manager, or person assigned in the PI work group for each 

index will be notified to approve the IA. 
•  It will then route for approval.
• You will be able to view the pending IA through the approval process. 
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Inter Account example
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Inter Account example
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Inter Account example
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This is an example of backup showing where charge posted to Banner.  
Other appropriate back up would be a Banner Finance Report or Payroll 
Report.
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Award is Over

• When an award is over, Alicia will send an email to 
the PI informing them of the date we will be 
destroying our files.  

• This is the date you can also destroy your files and 
back up.  

• Typical retention period is 3 years from the final 
report date; however, there are exceptions.  
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And don’t forget…

We have many policies on the SOF website

https://www.wku.edu/policies/business-
finance/
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Special Guest Speaker

JoAnn Malott
Human Resources

62



Hiring 
Processes 
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Hiring Employees
(Call HR First)

• Exempt = Form 16

• Non-exempt employees must be paid at or above their current pay 
rate (time worked will most likely be OT hours)

• Non-exempt (BW) = Interview Exchange Requisition (noncompetitive)

• Non-exempt (SM) = Consult with HR

• Non-employee = Interview Exchange Requisition (noncompetitive)
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3 Steps to Create Requisitions
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(1)
Position/
Candidate 

Information 
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(1)
Position/
Candidate 

Information 

Continued
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(1)
Position/
Candidate 

Information 

Continued
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(1)
Position/
Candidate 

Information 

Continued
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(2)
Job 

Details 
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(3)
Approval 

Status
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Things to 
Remember 

• Call HR prior to hiring
• Employees can not be paid on two 

different payrolls
• Background Check 
• Onboarding
• EPAF
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We Are Here to Help!Weatherby Administration Bldg. G-25

Email: human.resources@wku.edu

Phone: 270-745-5360
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Special Guest Speakers

Pam Davidson
Brittany Green

Marci Morehead

Purchasing
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Special Guest Speaker

Madona May

Travel
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WKU Travel

Travel Coordinator/Group Travel Auditor- Madona L. May
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What Are The Top 5 Issues With Filling           
Out A Travel Voucher?
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Top 5 Travel Voucher Issues

• 1. Not including Departure/Arrival times on the voucher.   Why is this 
important?

• -Because it affects whether or not you receive a meal per diem.  Your per 
diems revolve around the time you leave and arrive back at home.

• 2. Claiming tips on Taxi’s, Ubers, Lyfts, when you have already claimed a 
meal per diem.

• 3. Claiming meal per diems when the conference or hotel offered a FULL 
SERVICE meal. (full service not a grab and go breakfast or lunch)

• 4. Renting cars that are more expensive, adding unnecessary insurance.
• 5. Signatures missing.
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What do we need to do before you travel?
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Thinking ahead of travel

• Keep your departments budget in mind (be protective of the budget 
to make it last longer)

• Plan your trip out before making arrangements 
• Shop around to find the most economical
• Try not to use the .com’s (when you have trouble, finding someone to 

help you is hard)
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Your Trip

• When planning your trip make sure to keep all receipts as you make 
reservations 

• Choose the most economical way and direct way
• If something arises that changes your plans, make sure to put notes 

with your voucher
• If you share costs with other people, make sure to put notes with 

your voucher 
• Include conference brochure, per diem rates, pcard and other  

receipts 
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Payments for Trip

• P-Card (if you need one, contact Pam Davidson)
• Use the P-card for your trip as much as possible (unless the university 

says not to use P-Card)
• If funds are from a scholarship/sponsorship, please include that 

information in the voucher
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Travel Voucher and Policy Information

• Where to find the voucher  (Division of Strategy, Operations and 
Finance - Travel | Western Kentucky University (wku.edu) )

• Rental Car  (WESTERN KENTUCKY UNIVERSITY enterprise.com) (make 
sure it says WKU Naspo on it)

• Per Diem Rates (Per Diem Rates | GSA )
• Parking rates will be the most economical Lot A,B, or C
• BNA (Nashville)- we pay up to $20 per day (as of May 2023)
• The parking garage and valet is a different price and the difference 

would be deducted from the $20 per day.
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Per Diem Website
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Tips to Ubers, Lyft, Taxis, Porters
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Completing the Travel Voucher

• Have all receipts before you start
• List all the days on the trip (do not skip days)(include personal)
• Have a start time for the beginning of the trip and a return time at the 

end of the trip
• Give good descriptions of where you are going
• Get all signatures that are required
• Know your index and comm numbers
• Don’t forget to include your 800# and give a good contact number 

incase I need to discuss your voucher
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Have a Wonderful Trip

• Bring back memories
• Bring back exciting things you learned
• Bring back experiences
• Bring back pictures you and/or students can cherish

• My contact Info:
• Madona.may@wku.edu  270-745-5327 if you have any questions 

before or after your trip
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Internal Grants – RCAP 
Research & Creative Activities Program - Overview

Focus: Faculty Support 
Application Cycle: Call for Proposals opens in late 

November. Proposals due February to ORCA 
RCAP Review Committee provides recommendations for 

awards
Project Cycle: 15 months (Awards begin May 15)
Contact: internal.grants@wku.edu
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Internal Grants – RCAP 
Research & Creative Activities Program - Overview

Mechanism Details 
Category I: Up to $16,000 ‘seed’ funding to enhance the 

competitiveness of a subsequent submission for external 
funding
Category II: Up to $8,000 to support general enhancement 

of research & scholarly activity
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Internal Grants – RCAP 
 RCAP mirrors external awards (procedures, spending, 

etc.) 
 RCAP = university funds (WKU Discretionary Spending 

Policy)
 RCAP indexes are “housed” in ORCA.
 Financial Managers for current award cycles: 
 227024 = Jo Scruggs    
 227025 = Brittany Hix
ORCA commits the money for the project and 

manages the funds/index. 90



Internal Grants – RCAP 
Spending
Review the award contract and spending 
guidelines (sent via email to the faculty 
member, office support staff, and college 
support person)

https://www.wku.edu/sponsoredprograms
/rcap_award-management.php

Each cycle will have Spending Guidelines 
included with the contract. Also available on 
the award management site.
Faculty & support staff must review & 
follow the spending guidelines.
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Internal Grants – RCAP 
Spending

Please refer to the Award Number (25-8060 example) in all 
communications.
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Internal Grants – RCAP 
Spending

Pcard Hardcode requests – include the 
invoice/receipt and a copy/paste of the transaction 
from JPMorgan Chase
Requisitions & larger expenses – it is recommended 

to email internal.grants@wku.edu to confirm 
spending is approved before moving forward.
Purchasing & contracted work should only take place 

during the project period (start & end dates). 
93
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Internal Grants – RCAP 
Spending
Hiring Students – must submit a request form to ORCA first 
We confirm funds are available for time period noted
We make record of the student to be associate to the 

project number/PI
We will reply with the index number to use to hire the 

student
Travel Vouchers – send electronic (pdf) to ORCA for review 

& approval BEFORE sending to the travel office.
Clean up all expenditures by the end date (inter-accounts).
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Internal Grants – RCAP 
Spending

What do we mean when we say we need to 
approve spending or hiring? 

ORCA approval = ORCA’s confirmation that there is budget, 
that the expense aligns with the project budget, etc. 
ORCA approval does NOT supersede WKU policy and 

procedure for expenditures. 
You must follow university policy & procedures to complete 

the tasks/expenses.
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Internal Grants – RCAP 
Reallocations
“Managing a RCAP Award” page for link to request form
Reallocations must align with project objectives (Allowable, 

Reasonable, Allocable). 
Refer to the project budget (found in the application) to 

indicate which categories the funds will move FROM and 
TO (account codes not needed)
Example: From: Personnel $2000    To: Supplies $2000. 

Communicate changes in services/vendors/personnel if listed on 
budget, even if not considered a reallocation. 
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Internal Grants – RCAP 
No-Cost Extensions
“Managing a RCAP Award” page for link to request 
form
Extensions are not granted for the purpose of using 

an unliquidated balance. 
OSP will email the decision to the PI and support 
staff.
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FUSE
 Faculty-Undergraduate Student Engagement
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Internal Grants – FUSE 
Overview

 Focus: Undergraduate Students (at least sophomore status by award start 
date)

Cycles: Two cycles awarded per year, Spring and Fall
Award Dates: Spring, January-May of the next year, and Fall, August-

December of the next year.
Award Amount: $3,000 for one student or $4,000 for groups or if 

project includes international travel. 
 Student Stipend: The student will receive a $500 stipend paid upon 

completion of project, and submission of the final report. If there are 
multiple student’s, the stipend will be divided.
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Internal Grants – FUSE 
Spending

Student and Mentor must review and sign the 
award contract and spending guidelines (sent via 
email to the student and faculty mentor). These 
guidelines can be found at the link below. 

https://www.wku.edu/research/fuse_awardee_info.php

The mentor MUST monitor students spending 
and ensure expenses are allowable. 
FUSE is funded with State Funds, meaning ALL 

University spending and travel policies must be 
followed. This includes the student’s expenses.
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Internal Grants – FUSE 
Spending

 Please refer to the Award Number (example: 24-FA200), student name, and mentor 
name in all communications.

 ALWAYS include receipts/invoices with request.
 Spending CANNOT begin before award start date and compliance requirements are 

met.
Hardcodes

1.Student access to the Department 
Card (through mentor/office 
personnel). 

2.The Office Personnel in your office 
will request hardcoding from 
fuse@wku.edu. 

3.FUSE will forward to AP once 
approved.

Payment Authorizations

1.Can be used for participant support 
or incentives.

2.Should not be used to reimburse 
personal expenses for mentor or 
student.

3.FUSE will forward to AP once 
approved.

Travel Vouchers

1.All up-front travel (lodging, airfare, 
etc.) should be purchased using 
WKU funds when possible. 

2.Be sure there is a time of arrival & 
departure – Per Diem is affected by 
this.

3.All purchases claimed should be 
related to the award and travel of the 
parties. 
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Internal Grants – FUSE 
Spending

What do we mean when we say we need to approve 
spending? 

ORCA approval = ORCA’s confirmation that there is budget, that the 
expense aligns with the project budget, etc. 

ORCA approval does NOT supersede WKU policy and procedure for 
expenditures. 

You must follow university policy & procedures to complete the 
tasks/expenses.
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Questions?

Contact:
Brittany Hix

FUSE@wku.edu
(270)745-2598
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FUTURE OSP SEMIINARS

• Pre-Award/Proposal Development

• SPIRIT

• In-Depth Post-Award (if requested)

• YOU tell US!  
When you complete your evaluation, please tell us what topics you’d like us to 

cover in future presentations.
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WRAP UP

• Questions

• Evaluations

• Certificates
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WE APPRECIATE 
YOU!
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