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Faculty Research Grant Expense Reporting 
 
  

 /----------- Spring & Fall Semesters ---------/                                                                                                                                                                                  /- November 30- /         /- December 15- / 
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                            No 
 
 
 
 
 
 
 
 
 

Awarding of 
Faculty Research 
Grants  

Faculty Development 
 
The Committee on Faculty 
Development evaluates 
and awards research grants 
to faculty by December 15 
for the spring or April 15 
for the following summer 
or fall.  

 
Checks issued to 
faculty members 

 

Accounts Payable 
 
The Faculty Development 
Chair submits check requests  
with correct G/L to A/P for 
advance payment to faculty 
members. Checks will be 
issued the 1st week of 
January and the 1st week of 
May for Spring and Fall 
semesters respectively. 

      Yes 

Faculty 
 
Faculty members submit an 
expense report along with original 
receipts for research expenses 
incurred to Faculty Development 
Chair prior November 30 of the 
calendar year in which the grant 
was issued. 
 

Expense Report 
and original 
receipts 

Faculty Development 
Chair 

The Chair reviews and 
approves the expense report 
and forwards to Accounts 
Payable for reconciliation 
by November 30 deadline. 

 

Accounts Payable 
 
Accounts Payable 
reviews expenses to 
ensure accuracy.  Any 
unreconciled amounts 
become taxable income 
to the faculty member 
and must be forwarded 
to Payroll for 
processing for the 
December 15th payroll. 

 
Employee W2 

Payroll 
 
Payroll reports unused 
portion of faculty research 
grant as taxable income to 
the faculty member and 
reports this amount on 
annual W2. 

Expense Report 
and original 
receipts 

 
Research 
expense 
incurred 

Expense Report 
and original 
receipts 

Has research 
been 
completed?  

Research 
extension 

requested & 
communicated 

to Accounts 
Payable 


