
Presented by:  Sponsored Projects Accounting 

August 2013 

1 



• All PCTs that effect sponsored funds will route to SPA for 
approval 

 Similar to FIS routing 

 Sufficient and clear description 

 Reasonableness and timing 
 

• Continue to submit PCTs to Payroll, w/ preparer Empl ID 
 

• Approvals will be completed on a daily basis  
 

• NIH Salary Cap edits will be applied 
 

• Once approved by SPA, PCTs will post to HRMS 
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• PCTs with an insufficient explanation will be routed back 
to the individual identified in the “prepared by” box on 
the paper PCT 
 

• E-mail will be sent automatically to the PCT preparer  
 

• Preparer will then be able to click on a link  in the e-mail 
which will take them to HRMS  
 

• Preparer revises and approves the explanation 
 

• SPA re-reviews and approves, or re-route back to dept 
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Insufficient Explanation 
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• Why the PCT is necessary? 
 

• How it was discovered? 
 

• When was it discovered? 
 

• Is the NIH Sal Cap being applied appropriately? 
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• Missing the date of discovery!!!! 
 

• Missing explanation for why the PCT 
is necessary 
 

• Explanation is not understandable 
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• PCTs that are disapproved for any other reason will 
be returned to the department and must be 
resubmitted 
 

• Payroll will destroy PCTs and online PCT will be 
deleted 
 

• Reasons for rejecting PCTs 
 Inaccurate accounts or amounts 
 Unreasonable timing, effect on final reports 
 NIH Salary cap not being applied correctly 
 Other issues 
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• SPA will review approval stream twice a day 
typically at 10AM and 2PM 
 

• Approval times will increase during heavy volume 
times such as year end 
 

• Primary approver will be Carla Reed, 935-7939 
 

• Back up approver will be Christal Zhu, 935-8202 
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