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Agenda
• Provide a general overview of sponsored billing, how it works in the 

PeopleSoft system, and how the type, frequency, method of 

submission, are determined. 

• Learn to analyze a sponsored agreement to understand invoicing 

terms.

• Understand the roles and responsibilities related to sponsored billing.

• Learn where to find invoicing information in PeopleSoft. 



UVM Sponsored Project Life Cycle
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• Find opportunities
• Application forms
• Budget development
• Proposal routing
• Submission

• Award receipt
• Award acceptance
• Set up notification
• Subawards issuance

• Scope performed
• Budget revisions
• Budget projections
• Project changes

• Technical reports
• Effort & cost sharing
• Acct. payable (subs)

• Budget closeout
• Final project, and property reports
• Patent report



UVM Sponsored Project Administration Organization



Roles and Responsibilities

• Billing and Invoicing

• Contract setup and activation

• Compliance with billing terms and conditions

• Invoice preparation, review and submission

• Account setup and management in sponsors’ payment request systems

• Coordination of back-up documentation collection



Roles and Responsibilities

• Accounts Receivables

• Receive and post payments to appropriate PS receivables

• Receive and post budget bump payments

• Research and correct payment related errors

• AR collections activities

• Sponsor refunds 

• AR write-off entries



Award Acceptance and Setup
• UVM reaches an agreement with the sponsor and the PI concurs to terms;

• SPA Award Acceptance Officer accepts the award;

• Award Acceptance/Set Up team create a detailed checklist to facilitate the 
release of the budget into UVM’s financial system (Peoplesoft Financial);

• When the set-up process is complete, funds become available for spending 
and salaries can be distributed to the project chart string;

• SPA notifies PIs and department administrators upon setup completion.



Contract Activation

• SPA Cash Management team receives setup notification;

• Last quality check of award entries in PS against the agreement;

• Contract is activated for billing and revenue recognition;

• Contract activation happens after award is set up – it does not impact 

department’s ability to charge expenses, process salary distributions, 

setup POs, etc.



PI Portal

• Review award document and understand terms of the agreement;

• Log into PI Portal to view setup details and find financial reports and invoices

• How much money do I have left to spend?

• How’s my budget for the project shaping up?

• https://www.uvm.edu/sites/default/files/Sponsored-Project-
Administration/PI_Portal_Visual_Job_Aid.pdf



Types of Activation Actions
• New Award 

• Modification or Continuation – Sponsor-approved funding or time and 
funding  adjustments

• No Cost Extension – Award period is extended; funding is unchanged.

• Advance Account – Funding approved and put in place in anticipation of the 
formal notice of award so that the PI may begin working on the project.
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Contract Types
• Types are driven by the terms in the agreement;

• Cost Reimbursable (GEN, FED) – We bill the sponsor based on expenses posted and 

the cycle required by the contract.  GEN awards create our standard system-

generated invoice showing current and cumulative amounts.  FED awards create a 

SF270 invoice form for Federal sponsors. 

• Cost Reimbursable Letter of Credit (LOC) – The sponsors are all federal.  We draw on 

an at-least monthly basis for expenses posted to awards.  No invoices are created or 

submitted for payment;  instead we go to Federal Government draw sites and 

request that money be wired to University of Vermont bank account.
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Contract Types, Continued
• Scheduled Payment (SCH) – Billing is tied to programmatic deliverables.  At the end 

of the project, payments are reconciled against final expenses.  Any positive cash-on-

hand is refunded to the sponsor.

• Advance Payment (ADV) – The sponsor gives us money in advance and in most 

cases, we do not have to send out an invoice.  Cash-to-expenses reconciliation occurs 

at the end and positive cash-on-hand is refunded to sponsor.

• Fixed Price (FIX) – Invoicing is tied to programmatic deliverables; no reconciliation at 

end of the project due to sponsor; after all payments are received, remaining cash-

on-hand is subject to the UVM’s Residual Balance Procedure.
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Examples of Agreements 
• Cost Reimbursable Agreement (GEN or FED)   

• If sponsor is Federal, then type is FED;  otherwise, any non-Federal cost 

reimbursable agreement is type GEN.     

• Billing to be done using invoices for costs incurred and there is a cycle 

expectation (monthly, quarterly).
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Examples of Agreements 
• Cost Reimbursable Agreement (LOC)   

• No invoices,  always a federal sponsor,  and has a draw site where per award 

requests for money are made.
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Examples of Agreements 
• Advanced Payment Agreement  (ADV)

• One payment sent in advance
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Examples of Agreements 
• Fixed Payment Agreement  (FIX)

• Final financial report is not required;

• Remaining unspent balance, after all payments are received and expenses 

posted, can be retained at UVM.
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Sponsored Billing – Cost Reimbursable
• Invoices are prepared on the award-level based on expenses posted on a project. 

• Cannot bill if expenses have not posted on the project.

• Retros are invoiced in the period they posted and prior invoices are not revised for 

retros posting later. 

• $1,000.00 cutoff rule  

• Invoices are not created unless there is at least $1,000.00 of cost reimbursable 

expenses posted on a given award.  

• Exceptions are made for final invoices/ reports,  for sponsor special requests,  and if 

the agreement requires invoices on the cycle regardless of amount. 



Sponsored Billing – Milestone Billing
• Can begin as soon as the award is set up as long as the corresponding 

deliverable has been met

• Automatic payments



Cost Reimbursable Billing:  Invoices
• PeopleSoft report is run by type (GEN, FED, GEN (special) to show billable 

expenses through the end date of the previous month.

• Detailed analysis to determine which awards should have invoices made. 

• Invoices are booked as batches using GEN or FED type or individually GEN 

special. 

• After approval, invoices submitted through email or sponsor online billing 

portals.

• Average per month:  100 GEN and 30 FED invoices.



GEN Invoice Sample



FED Invoice Sample



What makes an invoice GEN special
• Systems GEN invoice not sufficient

• Non-standard billing templates required

• Manual preparation required

• Supporting documentation needed

• GL breakdown of expenses

• Personnel data

• Purchase receipts

• Progress reports

• Cost share reports
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Special Invoice Sample



Cost Reimbursable Invoices: Communication
• Inquiries from dept admins and PIs on status of invoicing

• The main reasons for an invoice not yet having been created:  

• The award is not activated in PeopleSoft.

• Timing is off-cycle per the award’s agreement.

• No expenses yet or not yet $1,000.00 billable expenses posted on award.

• The billing period is still open (deadline for invoice submission is last day of the month)

• Invoice backup coordination

• PI technical progress reports;

• Photographs of equipment purchased;

• Receipts/ documentation for operating & travel expenses, etc.



Cost Reimbursable:  LOC draws
• LOC award agreements are cost reimbursable but no invoices are used for 

billing;

• Allowable requests for funds are made on federal government draw sites;

• Current federal LOC sponsors: 

• National Institutes of Health (NIH) • NASA

• U.S. Dept of Agriculture (USDA) • U.S. Environmental Protection Agency (EPA)

• U.S. Veterans’ Administration (VA) • U.S Department of Energy

• National Science Foundation (NSF) • U.S. Geological Survey

• NOAA • U.S. Department of Education 



LOC Billing: Process
• LOC Report is run in PeopleSoft for one federal LOC sponsor to see billable 

expenses per award for one sponsor. 

• Detailed analysis conducted to determine which awards and which expenses 

allowable for draw.

• Funds are requested in federal government draw site on a per award basis.  

• Documentation of this draw plus draw analysis is compiled as a packet for 

audit documentation. 



LOC Billing: Communication
• Final draw / closeout; 

• LOC awards expiration dates:

• 90-120 days after the end date of the award;

• The award will no longer be available to draw for and any remaining balance will be deobligated.

• Expiring appropriations:

• Typically awards that were awarded as a lump sum (as opposed to incremental yearly amounts);

• Funding may expire prior to the award end date;

• Award documents often lack clarity on when appropriation expires;

• Annual outreach to federal agencies to get the list of active awards subject to expiring appropriations;

• Once appropriation has expired, unspent funds are returned to U.S. Treasury – no extension can be granted.



LOC Draws:  Fun Facts
• Size Doesn’t Matter

• A draw for a single award could be for $1,000,000.00, $0.01, or could be a refund 

(-$1,000.00).   

• Very Fast Money

• Funds are received the day after request is made;

• No collections;

• Least burdensome billing method.



Milestone Billing: Process
• Event milestones are entered into PeopleSoft at the time of award setup;

• PeopleSoft report showing all unbilled milestones along with the dates they 

are due;

• SPA contacts unit administrator or PI to get the confirmation that the 

deliverable has been met;

• Invoices are created only once the confirmation is received;

• Invoices are approved and submitted to sponsor.
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Milestone Billing: Invoice Sample



Clinical Trial Billing
• Clinical Trial agreements also called Fixed Rate agreements;

• Different from other milestone based billing awards:

• Award upper limit may not be known up front;

• Most billing is done by unit administrators;

• Start-up and IRB fees are invoiced by SPA;

• Trial expenses (per patient, per visit, per sample) are invoiced by department;

• Remaining cash balance is subject to Residual Balance UOP.
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Clinical Trial Billing:  Sample Agreement



Common Issues
• Unclear or contradictory terms

• Occurs at the time of award acceptance;

• Terms are not clear on how, where and how often invoices are to be submitted;

• Contradictory terms example: fixed price agreement requiring a refund.

• Deviation from terms of the agreement 

• Requests for additional backup not specified in the agreement;

• Unrealistic invoicing deadlines not mentioned in the agreement.

• Timeline for posting of expenses

• Requesting an invoice as soon as award has been set up on cost reimbursable awards.



Accounts Receivable and Collections
• SPA Responsibilities – SPA follows up with the sponsor as needed to ensure 

invoices UVM has submitted are received and reviewed/approved/paid in a 

timely fashion

• Department Admin/PI responsibilities – Ensure that expenses are posted in a 

timely fashion.  Ensure that milestones/tasks/reports are completed and 

submitted correctly and in a timely fashion



Accounts Receivable and Collections
• Common reasons for delays in payments 

• Incorrect submission (template, email, needed details)

• Unmet programmatic obligations

• Staff turnover 

• Grant terminations or transfers

• Payments subject to receipt of prime award payments

• Invoice navigation

• Physical check sent to incorrect address



Common Questions
• Where can I find invoices for my grant?  Why am I not seeing any?  

• The PI Portal will show invoices submitted to sponsor.  If you do not see any invoices it 

might be that the award is not yet activated,  does not have the minimum of $1,000.00 

expenses posted on it, it is off-cycle, a milestone has not yet been met, or it is not the 

correct time for the invoice to be made.  Please feel free to contact us for assistance, as 

needed. 

• Does the PI need to worry about billing or collections?   

• SPA Cash Management Team has a lot of checks and balances but PIs are part of the 

team and if there is anytime when you need support or have questions,  please feel free 

to contact us for assistance, as needed. 



Common Questions
• Will PIs be notified when an invoice is submitted to sponsor or copied on invoice 

submission?  

• We have no automated system for notification of invoice submissions.  Submitted 

invoices can be located in PI Portal.  We will copy the PI on invoice submissions if 

required by the terms of the agreement or if there is a specific reason (e.g., invoice 

submission triggers progress report submission).

• Are there any PeopleSoft reports or queries that show all that has been billed and 

received? 

• UV_AR_ITEM_ACTIVITY_CONT_PROJ shows some basic data, but we recommend 

contacting SPA for any questions related to billing / payments. 



Billing Success Stories
• Sponsor request for invoices to display changing P.O.#  and Requisition #.

• Census Bureau invoice customer service.

• Milestones billing invoice – proactive communication from stakeholder.



Quiz: What is the award type?



QUESTIONS
• Contact information

• Maggie Hall – mahall@uvm.edu

• Ken Viglucci – Kenneth.Viglucci@uvm.edu

• spa@uvm.edu

mailto:mahall@uvm.edu
mailto:Kenneth.Viglucci@uvm.edu
mailto:spa@uvm.edu

	Sponsored Billing
	Agenda
	UVM Sponsored Project Life Cycle
	UVM Sponsored Project Administration Organization
	Roles and Responsibilities
	Roles and Responsibilities
	Award Acceptance and Setup
	Contract Activation
	PI Portal
	Types of Activation Actions
	Contract Types
	Contract Types, Continued
	Examples of Agreements 
	Examples of Agreements 
	Examples of Agreements 
	Examples of Agreements 
	Sponsored Billing – Cost Reimbursable
	Sponsored Billing – Milestone Billing
	Cost Reimbursable Billing:  Invoices
	GEN Invoice Sample
	FED Invoice Sample
	What makes an invoice GEN special
	Special Invoice Sample
	Cost Reimbursable Invoices: Communication
	Cost Reimbursable:  LOC draws
	LOC Billing: Process
	LOC Billing: Communication
	LOC Draws:  Fun Facts
	Milestone Billing: Process
	Milestone Billing: Invoice Sample
	Clinical Trial Billing
	Clinical Trial Billing:  Sample Agreement
	Common Issues
	Accounts Receivable and Collections
	Accounts Receivable and Collections
	Common Questions
	Common Questions
	Billing Success Stories
	Quiz: What is the award type?
	QUESTIONS

