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SARM – Original Document

▪ Developed in 2011

▪ Revisions concentrated on removing outdated information. 

https://sarm.unm.edu/index.html

▪ Reference and procedural manual primarily for staff who are not 

accountants and who may have financial responsibilities as part of their 

job



SARM Revisions and Updates

Broken links have been updated or removed.

Step by step processes have been replaced, when possible, with links to 

various departments’ websites that maintain Job Aids or other relevant 

information – e.g., Purchasing, Payroll, Property Accounting, Financial 

Services Management.

Finally, there is some reorganization of folders and pages.

References to policies have been updated.





SARM Organization

 Part I contains basic 

information about accounting 

in general and some 

particulars of UNM’s 

organization, i.e., the  FOPA 

structure.

 Part II goes into more detail 

about revenue, expense, 

methods of purchasing, and 

duties of departments and 

core offices.



SARM Organization

Part III is the “how to” section of the SARM.

It contains specific information about methods of purchasing, payments, revenue 

and expense transactions, journal vouchers, inventory, salary transactions, reports, 

and Contract and Grants processes.

Examples of entries and scenarios are included.



SARM – Part III – Business Purpose

The business purpose pages are relevant to all financial transactions conducted by 

UNM. 

As a public institution, all monies spent by UNM must benefit the university.

All types of requests for payment as well as internal transactions require a 

business purpose that clearly states how the payment or transaction benefits 

UNM.



Example – Purchase Requisition

INADEQUATE

Adolf’s repair 

service-fix 

doorframe

BEST PRACTICE

Per Physical Plant, door frame 

requires repair. Adolf’s repair 

service specializes in doorframe 

repairs and can complete the 

repair by this Friday, April 5, 

2013. They offered lowest quote 

of three vendors asked. See 

attached.

BETTER

Per Physical Plant, door 

frame requires repair. 

Adolf’s repair service 

was selected because 

they specialize in 

doorframe repairs and 

can do the work this 

Friday, April 5, 2013.



Example – Chrome River Expense

INADEQUATE

Went to 
Alaska.

Went to Alaska to 
gather blood samples 
and case histories 
from isolated, rural 
Native Americans in 
the Alaskan tundra, 
per study 
requirements.

BEST PRACTICEBETTER

Went to 

Alaska to 

gather data 

for study.



Final Comments about the SARM

Please familiarize yourself with the SARM and encourage your staff, especially 

new ones, to do the same.

We will be monitoring and updating the SARM on a monthly basis – including 

incorporating updates to financial platforms and reliability of links.

As always, we in the core accounting offices are always ready to help if you 

need it.



Key Dates and Information 

for FY24 Year End Close



CR Expense/Invoice and Pcard 
Reports

❖ Important Dates

❖ Helpful Tips



CR Expense/Invoice Report 

Deadlines

Departments must submit by 10:00 PM Sun

June 30.

*   *   *   *   *

Departments must approve by Fri July 5.

*   *   *   *   *

Financial Services will review by Wed July 10.



PCard Report Deadlines

Departments must submit AND approve PCard 

Reports by Sunday July 7.

*   *   *   *   *

The PCard department will review and approve 

PCard Reports through Wed July 10.



PCard Reports

Do not mix FY24 and FY25 purchases on the same 

report. Each report should contain only purchases 

from the same FY.

*   *   *   *   *

Include “FY24” or “FY25” in the name of your 

report.



Tips for Meeting PCard Deadlines

Complete

PCard purchases 

on or before June 27.



Tips for Meeting PCard Deadlines

➢ Check  your CR EWallet daily.

➢ Be sure to read PCard department 

emails. These will be sent daily 

beginning June 1to alert you to new 

items that need to be reconciled.



Tips for Meeting CR Deadlines

Add a daily reminder to 

your calendar to check 

on the status of all CR

Reports.



Journal Vouchers

❖ Important Dates

❖ Helpful Tips



Journal Voucher Deadlines
Departments must submit AND approve Journal   

Vouchers by 5:00 p.m. Mon July 8.

*  *  *  *  *  * 

Departments will have no ability to submit JVs from 

5:01 p.m. July 8 to 8:00 a.m. July 19.

*  *  *  *  *  * 

Financial Services will review and approve through 

Wednesday Jul 10.



Helpful Tip

Sarah Martinez in SOM Finance Office will be 

available to enter material JVs for 

departments after 5:01 p.m. 

July 8 - pending Financial Services approval.

SMartinez@salud.unm.edu

2-0454

mailto:SMartinez@salud.unm.edu


PHAREDS Deadlines

❖ All approvals must be completed by 

5:00 p.m. Mon July 8.

❖ PHAREDS access is removed from           

5:01 p.m. July 8 to 8:00 a.m. July 19.



NSAR Billing Deadlines

❖ All invoicing for FY24 must be entered by noon 

Fri June 28.

❖ NSAR backup must be emailed to HSC 

Unrestricted Accounting by noon Fri June 28.



Other Important Dates
Accounts Payable last day to cut checks for FY 24 is 

Wed July 10.

* * * * * *

Final FY24 MyReports will be available Mon July 22.

* * * * * *

Financial Services Support Center information will email periodic 

reminders on key dates.



Final Tip

If you haven’t reviewed and 

reconciled your indexes …

DO IT NOW!



Final Tip

If you haven’t reviewed and 

reconciled your indexes …

DO IT NOW!



Finding the Approval Status 

of Chrome River 

Expense/Invoice Reports







Fiscal Year 
End Key 

Items
Presentation By:

Therese Sears

Fiscal Operations Director

Prepared by:  Sarah G. Martinez, Financial Analyst



Key Department Fiscal Year 
End Tasks

● Clean up Departmental Indices (Restricted & Unrestricted)
○ Start the new fiscal year fresh 

● Labor Redistributions
● Dean’s Allocations
● Endowed and Non-endowed Spending
● Vital Invoices
● Purchase Order
● Clean up Outstanding Encumbrance (purchase orders)



Restricted & Unrestricted Financial 
Expenditure
• The reconciliation process for restricted and unrestricted 

indices is expected to happen every month, as soon as the 
banner month end close occurs.

• Review spend rates by looking at budget to actual 
variances

• Review salaries, verify for both Restricted & 
Unrestricted

• Review and reconcile PCard purchases.

• Review billing invoices, payments received, and 
outstanding payments that need to be collected on.

• Review open encumbrances that will need to be cleared 
by year end.



Labor Redistributions 

Review

Review names of 
employee’s who 
should have salary 
charged to the index 
along with FTE 
percentage.

Verify

Verify with PI and 
administrator any 
discrepancies.

• Wrong Employee, 
Faculty change or 
percentage.

• Missing salary.

Correct

Correct 
Discrepancies 
(PHARED’s or in 
Lobo Web).

Do NOT wait

Do NOT wait until 
year end to realign 
labor.



Annual Accrual

The annual leave accrual is part of 
expenditures on Dean’s Allocations, as 
well as all other operational indices.

Remember to take amounts into 
consideration when reconciling all 
indices.



Dean Allocation Indices

Review funding received 
from the Dean’s Office.

Verify expenditures meet 
the intent of funding.

Clean up Expenditures on 
Dean’s funding over 
budget.

Dean funding indices must 
net as close to zero as 
possible by year end.



I&G Balances

• I&G Indices must net as close to zero by year end without 
going over! 

• Review I&G indices for over or under utilization.

• Determine if salaries need to be moved off the I&G index or if 
more salary should be moved onto to utilize the funding before 
it’s too late.

• Process reallocation of expenditures, if necessary.

• Review expenditures for appropriate spending of I&G funding. 

• Process Transaction Corrections (JVs) by department deadline. 

*Refer to Fiscal Year End Close Schedule.* 



State 
Appropriations

• State Appropriation Indices must net as close to zero by 
year end without going over! 

• Review for over or under utilization.

• Determine if salaries need to be moved off the index or if 
more salary should be moved on in order to utilize the funding 
before it’s too late.

• Process reallocation of expenditures, if necessary.

• Review expenditures for appropriate spending of funding. 

• Process Transaction Corrections (JVs) by department 
deadline. 

*Refer to Fiscal Year End Close Schedule.* 



Endowed and Non-
Endowed
• Spending is only allowed up to the amount 

provided by the Foundation on endowed 
indices.

• Endowed and non-endowed expenditures must 
meet donor intent.

• Remember, monies spent must also comply 
with UNM polices.

• Allocations on endowed indices must stay 
withing the same program code.



• Foundation spending indices 
cannot be in deficits at year end

Important to Remember! 



Vital Invoices

Vital invoices negatively 
swing Department 
margins.

Reconcile Contract Service 
agreements and Materials to 
determine what is outstanding (if 
any).

Work with Vendors to obtain 
invoices prior to year-end.

Determine if accruals will be 
needed. (Provide 
Documentation for accruals)



Purchase Orders/Chrome River/PCard’s

Keep in mind deadline dates.

Purchases should be placed as early as possible to allow time for all Approver reviews.

Review pending approvals and follow up as needed.

Ensure vendor provides invoices in a timely manner and follow up on outstanding invoices.

Complete receiving in Banner timely, as goods are received, and services performed.

Transactions have not been finalized until receipts have been uploaded and approved.

Check CR eWallet and CR reports daily



Encumbrances

• Run E-Prints FGIOENC to determine 
what encumbrances are open.

• Review all outstanding encumbrances 
to ensure accurate amounts roll into 
new fiscal year.

• Verify all invoices have been paid prior 
to closing out purchase orders.



Reserve Balance 
Cleanup

Review indices for 
positive/negative 
reserve balances which 
can be eliminated.  

Deal with the balances 
this year so they don’t 
roll into next year.

Prevent balances that 
will need to be dealt 
with during the 
Categorization of 
Reserves process.

Unutilized indices can 
only be closed if they roll 
into the new fiscal year 
with a zero balance!

Move balances with 
same funds/programs 
using 1903.

Process JVs by 
department deadline. 
*Refer to Fiscal Year End 
Close Schedule.* 



Standard Operating Procedures 
(SOPs)and Other Reports

● Year End Close Schedule: https://fssc.unm.edu/resources.html

● Labor Redistributions: https://sarm.unm.edu/part-3/salary-expenditures/labor-redistributions-in-loboweb-
self-service.html

● Change Order Requests: https://purchase.unm.edu/department-information/lobomart-job-aids/create-change-
order.pdf

● Change in Reserves: https://sarm.unm.edu/part-3/journal-entry-revenue/1903-change-in-reserves-entry.html

● Transaction Corrections: https://sarm.unm.edu/part-3/business-purpose/correcting-entries.html

● Helpful Reports:

MyReports:

FORURBH – Unrestricted Balances by Index

FOROLDH – Operating Ledger Summary and FOROLDS – Operating Ledger  Detail and Summary 

FNRSLBE – Salary Labor Benefits Encumbrance Report

FORBAUF – Budget Availability for Unrestricted Funds/Indices

Eprints:  FGROPNE – Open Encumbrances Report

https://fssc.unm.edu/resources.html
https://sarm.unm.edu/part-3/salary-expenditures/labor-redistributions-in-loboweb-self-service.html
https://purchase.unm.edu/department-information/lobomart-job-aids/create-change-order.pdf
https://sarm.unm.edu/part-3/journal-entry-revenue/1903-change-in-reserves-entry.html
https://sarm.unm.edu/part-3/business-purpose/correcting-entries.html


• SOM Finance Dashboard  
• SOM Finance Dashboard - Smartsheet.com

• SOM Finance Email
• SOMFinance@salud.unm.edu

https://app.smartsheet.com/dashboards/8CGhMXr46Rjm4vgrm3Xv5j2xVM2c8Rw7xCgmpRm1
mailto:SOMFinance@salud.unm.edu


RESEARCH ADMINISTRATION AND TRAINING FORUM (RAFT)  – MAY 19,  2024

Sponsored Projects Office Update
Job Aids

M A R I S A S A N C H E Z



SPO WEBSITE
https://hsc.unm.edu/about/finance/sponsored-projects/

 Updates to Site in Progress

https://hsc.unm.edu/about/finance/sponsored-projects/


https://hsc.unm.edu/about/finance/sponsored-projects/forms-documents/

 Internal Budget Worksheet (IBW) 
 Proposal Templates (i.e., Biosketches, and NIH Face Pages)
 Links to F&A Waiver, Timeline Waiver and PI Change and Cost-Share Commitment Forms
 Sample letters to funding agencies (No-Cost Extension justification, change in effort, change of scope)
 Export Control Exclusion Screening Form

 Current Federally Negotiated Indirect Rate Agreement (F&A Agreement)
 Memorandum for Other Pre-Approved F&A Rates (Local/State/IHS/VA/Non-Profit/Profit/Clinical Trials)
 Fringe Benefit Rates and Detail & Average Compensation Increase
 Proposal Submission Timelines
 Minimum and Maximum Effort guidance on Sponsored Projects

https://hsc.unm.edu/about/finance/sponsored-projects/policies-guidance.html

https://hsc.unm.edu/about/finance/sponsored-projects/forms-documents/
https://hsc.unm.edu/about/finance/sponsored-projects/policies-guidance.html


https://hsc.unm.edu/about/finance/sponsored-projects/frequent-numbers.html

https://hsc.unm.edu/about/finance/sponsored-projects/frequent-numbers.html


https://app.smartsheet.com/b/publish?EQBCT=4f00dd018089403aadaa5d9cf6336e2a#Smartsheet%20Dept%20Dash

https://app.smartsheet.com/b/publish?EQBCT=4f00dd018089403aadaa5d9cf6336e2a#Smartsheet%20Dept%20Dash


https://app.smartsheet.com/b/form/4567a6cae7fa43d5aa23f9a4349dc6ac

Check Status of Routed Document:

https://app.smartsheet.com/b/form/4567a6cae7fa43d5aa23f9a4349dc6ac


HSC SPO/PreAward Updates, sent every Friday via email
Subscribe here: https://app.smartsheet.com/b/form/57a9331e2e3c48dd838e696186987d98 or email Sean Gonzales at: sgonzales@salud.unm.edu

Important Announcements and Notices regarding Sponsored Project Administration

Training Schedule, with dates and times

Agency Notices and Announcements

SPO Corner – Tips and helpful hints from
SPO’s experienced Specialists

https://app.smartsheet.com/b/form/57a9331e2e3c48dd838e696186987d98
mailto:sgonzales@salud.unm.edu




DATA USE AGREEMENT (DUA) 
DECISION TOOLS 





Life Cycle of a 
Sponsored 

Project





Subawards

Link to CLICK Agreement Training Guide

 NIH Policy and Compliance Topics: Subawards 

https://grants.nih.gov/policy/subawards

 Differentiating between a subrecipient/ 
vendor/consultant

 Updated Subrecipient Commitment Form
https://hsc.unm.edu/_media/pdfs/sponsored-projects/Subrecipient-Commitment-
Formupdated%20Feb.%202024.pdf#Sub-
Recipient%20Commitment%20Form%20(PDF)

Subaward Specialist Contacts:
(All Departments): Madison Dow – mlewis2@salud.unm.edu
(Cancer Center): Dean VonFox – dvonfox@salud.unm.edu
(ECHO): Kenia Aguilar-Pineda – kaguilarpineda@salud.unm.edu

https://hsc.unm.edu/_media/pdfs/sponsored-projects/UNM-HS-HSC%20PreAward-Click-Agreements.pptx#Click%20Agreement%20Training%20Guide
https://grants.nih.gov/policy/subawards
https://hsc.unm.edu/_media/pdfs/sponsored-projects/Subrecipient-Commitment-Formupdated%20Feb.%202024.pdfSub-Recipient%20Commitment%20Form%20(PDF)
mailto:mlewis2@salud.unm.edu
mailto:dvonfox@health.unm.edu
mailto:kaguilarpineda@health.unm.edu






How Does SPO Support You
Advisement/Guidance to PI/Dept on sponsored 
project submissions

Proposal, Progress Report, Just-in-Time requests 
review/approval/submission

Contract/Amendment 
review/development/negotiation/advisement/ 
execution – including obtaining signatures

Ancillary review/negotiation/advisement/execution

Collects/reviews/obtains approvals for F&A Splits, 
F&A Waivers, Cost Share, and Export Control

Scope of work changes (i.e. level of effort) 
reviews/provides guidance/counter-signs/submits to 
sponsor

Proposal correspondence review/advises/submits as 
Authorized Officials of the University

Outgoing Subaward review/development 
negotiation/advisement and execution
Interpretation of contract/grant terms/guidelines
Process award in Click, ensuring internal 
compliance approved and transferring to Contract 
& Grant Accounting for project setup in Banner
Early Termination & No-cost Extensions 
review/advise/submit/process
Relinquishment of Grants/PI Transfer Requests
Adhoc Reporting
Training – develops/presents/mentors
Provide advisement on various topics, answer 
questions, obtain University signatures, act as 
liaison between dept/sponsor



COMING YOUR WAY SOON....

SPO Dashboard

Updated Grants Management 
Training (GMT) Module

SPO Participation in New 
Faculty and New Hire 
Orientations 



 Link to FSD Assignment Chart

As of 5.17.24

https://app.smartsheet.com/b/publish?EQBCT=2202e70cd2144df5a8f7b45cd75d2ef8#FSD%20Assignment%20Chart


Additional Resources for PI’s 
Grants CLICK ERA
https://era.health.unm.edu
Grants.gov
https://grants.gov/support/about-grants-gov
NIH eRA Commons
https://public.era.nih.gov/commons/
Allowable Costs for Sponsored Projects – UNM Policy
https://policy.unm.edu/university-policies/2000/2410.html
NIH Grants Policy Statement
https://grants.nih.gov/policy/nihgps/index.htm

https://era.health.unm.edu/
https://grants.gov/support/about-grants-gov
https://public.era.nih.gov/commons/
https://policy.unm.edu/university-policies/2000/2410.html
https://grants.nih.gov/policy/nihgps/index.htm


Request Training/Additional 
Information

To receive additional information and training, you can contact our office through 
various means:
Phone: 272-9383

Email: HSC-PreAward@salud.unm.edu

Website Contact Link: 
https://app.smartsheet.com/b/form/0bab15e32c2d4e53afa91678ca4e410a

Physical Location: 1650 University, UNMHSC Business & Communications Center, 2nd

Floor, Suite 2200 

We are here to help support all your research needs!

mailto:HSC-PreAward@salud.unm.edu
https://app.smartsheet.com/b/form/0bab15e32c2d4e53afa91678ca4e410a


QUESTIONS 



HSC Financial Services Division / Sponsored Projects Office

505.272.9383  |  HSC Sponsored Projects Office  |  1 University of New Mexico  |  MSC09 5220  |  Albuquerque, NM 87131

unm.edu

Date: July 17, 2023

To:  HSC Community Research Community

From: Hengameh Raissy, PharmD, Interim Vice President for Research 
Stacy Catanach, MBA, CRA, Associate Director, HSC Sponsored Projects

Re: Penalties for Proposal Submissions not reviewed by HSC Sponsored Projects Office

Per UNM Faculty Handbook E60: Sponsored Research, All external proposal
submissions must first be reviewed/approved by the HSC Sponsored Projects Office 
before submission to the sponsor.  Although, there are sponsors that will allow the 
Principal Investigator (PI) to submit directly without having authorized official approval, it 
is UNM Institutional Policy to first have the proposal reviewed by the HSC Sponsored 
Projects Office.

HSC Sponsored Projects must review all grant applications to ensure:
1. UNMHSC/PI are eligible to submit to the sponsor
2. Administrative information is accurate (i.e., billing address, contact information, 

correct signing officials)
3. Proposal terms are acceptable to UNMHSC and/or can be negotiated
4. Proposal meets the requirements of the funding announcement
5. Proposed budget is allowable per sponsor/UNM policy
6. Appropriate F&A Rate is applied to the budget
7. Internal compliance areas are addressed

When a proposal is submitted directly to a sponsor without the benefit of proper review 
by the appropriate offices, the proposal may need to be relinquished if we are not able to 
agree with the terms if awarded.  This also puts undue administrative burdens on the HSC 
Central Offices, HSC Office of Research, and the departmental staff to 
accommodate an award which was not submitted in compliance with institutional policies.  

Grants and Contracts are awarded to the University, not to the Principal Investigator 
directly, therefore, the award funds must be set up and tracked by the HSC Contract & 
Grant Accounting Office.  The Principal Investigator and/or Department should refrain 
from receiving extramural funds directly from an external sponsor.

The following penalties will now be assessed if the proper process is not followed:
First Offense: The HSC Vice President for Research will be notified and it will be 
mandatory for the PI and their staff to take the HSC Contracts and Grants Training 
for Faculty & Staff



HSC Financial Services Division / Sponsored Projects Office

505.272.9383  |  HSC Sponsored Projects Office  |  1 University of New Mexico  |  MSC09 5220  |  Albuquerque, NM 87131

unm.edu

Second Offense: The HSC Vice President for Research, with feedback from HSC 
Sponsored Projects, will have the option to relinquish the award and/or charge the 
department a non-compliance fee of $2,000.

Third Offense: The grant award can be relinquished and a non-compliance fee of 
$5,000 will be charged to the department.

Fourth Offense +: The grant award will be relinquished and the department will 
be charged a non-compliance fee of $5,000

The HSC Sponsored Projects Office is here to help ensure a favorable and compliant
outcome of your proposal submission.  













Contract & Grant Accounting 
Update

May 17, 2024

1UNM HEALTHUNM HEALTH SCIENCES |



|
2

Uniform Guidance Update

• Subaward de minimis indirect cost rate from 10% to 15%  

• Updates Modified Total Direct Costs on subawards to include up 
to the first $50,000.00 of a subaward

• Equipment – increases the value of equipment from $5000 to 
$10,000 that may be retained, sold, or otherwise disposed of with 
no further responsibility to the Federal agency

UNM HEALTH SCIENCES | UNM HEALTH 2



|

Sponsored Project Year End Billing

• All State of New Mexico Awards except New Mexico Children Youth and 
Families Department  

• Invoices due to state 07/05/2024

• Date deliverables or signed recon due to HSC C&G 06/28/2024

• New Mexico Children Youth and Families Department 

• Invoices due 07/15/2024   

• Date deliverables or signed recon due to HSC C&G 07/01/2024

3UNM HEALTHUNM HEALTH SCIENCES



|

Effort Certification Delinquencies

4UNM HEALTHUNM HEALTH SCIENCES

• Number of Open and Uncompleted for past periods

57

36

1186

965

390

1438

202202

202301

202302

202202 202301 202302

Pending Certifications 965 390 1438

Pending Reviews 57 36 1186

Open and Uncompleted Effort Certification Reports



|

Process for Delinquent Certifiers

• System generated delinquent emails we start on Mondays and Wednesdays 
immediately after the certification deadline has passed.  (PI and Chairs)

• Certifications that are 30 days delinquent Department Administrators (DA) and PIs 
will be contacted manually by HSC C&G Office.

• Certifications that are 60 days delinquent, with no response from department on 
previous email - DA, PI, Chair and Dean will be contacted manually by HSC C&G 
Office.

• Certifications that are 90 days delinquent, with no response from department on 
previous email - HSC C&G Office will notify the Compliance Office with the PI’s failure 
to certify.

5UNM HEALTHUNM HEALTH SCIENCESUNM HEALTH SCIENCES UNM HEALTH



New Report – Closeout Reconciliation 

• FORGCOR – Grant Closeout Reconciliation

• Can be run by grant, fund or index 

6UNM HEALTHUNM HEALTH SCIENCES |



7UNM HEALTHUNM HEALTH SCIENCES | UNM HEALTH



8UNM HEALTHUNM HEALTH SCIENCES |



9UNM HEALTHUNM HEALTH SCIENCES |
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Finance & Admin Shared Services Guide and Request Form

https://hsc.unm.edu/about/finance/administration/additional-services.html

10UNM HEALTHUNM HEALTH SCIENCES

https://hsc.unm.edu/about/finance/administration/additional-services.html


| 11

Finance & Admin Shared Services Resources Dashboard

https://hsc.unm.edu/about/finance/administration/additional-services.html

UNM HEALTHUNM HEALTH SCIENCES

https://hsc.unm.edu/about/finance/administration/additional-services.html


|
12

Finance & Admin Shared Services Resources Dashboard

UNM HEALTHUNM HEALTH SCIENCES



13

Questions

UNM HEALTHUNM HEALTH SCIENCES |
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