
REVIEWING EXPENSES  
on Federal Sponsored Funds and Other Sponsored Funds 

 
This document was designed by the Office of Grants & Contracts Administration (GCA) and the Office of Grants 
& Sponsored Programs (OGSP) to provide guidance on reviewing expenses in grant budgets on sponsored 
projects at Middlebury. The Project Director or Principal Investigator (PI) is accountable for insuring that all 
funds are spent according to Middlebury’s Allowable Expenditure Policy, all terms and conditions defined by the 
funding agency, and any applicable federal regulations. Mistakes can happen, and the sooner they are identified 
and rectified, the better.  
 
The Controller's Office recommends that PIs review project budgets at least once a month to make sure all 
charged expenses are allowable, properly allocated within the budget, and consistent with the work completed to 
date as well as consistent with how similar costs are treated with Middlebury funds. To help with this process, PIs 
can check their budgets at any time using Banner Web. Additionally, all PIs will receive monthly reports via 
email showing budget and transaction details from inception to date for each of their sponsored projects.  
 
REVIEWING YOUR BUDGET AND ACTUAL EXPENDITURES 
It is important to ensure that the line item account codes (sometime referred to by accountants as object codes) 
assigned to your budget in Banner are consistent with the categorical budget as awarded by the sponsor, and that 
all expenses charged to sponsored funds are allowable and are allocated to the appropriate line item account codes. 
 
If a discrepancy is identified it is important that it is dealt with in a timely manner, and ideally within the fiscal 
year, which runs from July 1 to June 30. Typical discrepancies can be attributed to some common causes: 

1. An allowable expense is charged to the grant, but shows up in the wrong line item account code 
2. An unallowable expense is inadvertently charged to the grant and needs to be removed. 
3. An expense is charged to the grant and the PI does not recognize it 
4. A conditionally allowable expense is charged to the grant, and the PI must provide documentation to 

confirm allowability  
 
To correct discrepancies of this nature, contact Steve Marino, Director of Grants & Contracts Administration. 
 
If you wish to reallocate funds within your budget, or if an allowable expense is not within an approved line item 
account code, you must fill out an OPAS form to request approval for a change.    
 
If you become concerned that you may go over budget, it is important that you contact OGSP or GCA as soon as 
possible. If not addressed, all budget overruns will be charged to the home department of the PI. 
 
ACCOUNT CODE REFERENCE GUIDE 
Appendix 1 is a table that summarizes budget items and the Line Item Account Codes in Banner they are 
attributed to. It is divided into three sections: Items/Account Codes that are UNALLOWABLE, Items/Account 
Codes that are CONDITIONALLY allowable, and Items/Account Codes that are ALLOWABLE. 
 
CASE STUDIES 
Appendix 2 includes annotated sample monthly reports with examples of what to look out for. 
 
For questions regarding the contents of this document, please contact: 

 
Office of Grants & Contracts Administration (GCA) 
Steve Marino, Director (smarino@miis.edu, 831-647-6408) 
 
Office of Grants & Sponsored Programs (OGSP) 
Franci Farnsworth, Associate Director (Library 107, farnswor@middlebury.edu, x5889) 
Liz Haney, Associate Director (Library 108, ehaney@middlebury.edu, x5132) 
Chuck Mason, Director (Library 106, cmason@middlebury.edu, x5717)  


