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POST AWARD NOTIFICATION CHECKLIST  
College of Arts and Sciences 
 
 
Principal Investigator:  ___________________________________ eRS #:  ___________ 

Project Title:  _________________________________________________________________ 

Sponsored Programs Contact:  ___________________________ 

 
Congratulations on your award! 
 

o Award notification usually comes to the Office of Research Development Services (ORDS).  If 
notice is received by the PI, send immediately to ORDS. 
 

o PI submits request for fund number and budget.  Submit electronic fund and budget requests 
through eRS. 

 
 Resources to help in preparing budget are found on Office of Sponsored Programs (OSP) 

website:  http://www.slu.edu/division-of-research-administration-home/research-forms.  
Check out the following: 

o Fund Number Checklist 
o Fund Request/Change Form 
o Sponsored Programs Request for Budget Form. 

 
 If grant includes personnel, request Position Number/s (if needed) via the form on the HR 

website:  https://www.slu.edu/how-to-request-a-new-position
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Once fund number has been assigned: 
 

o Begin the hiring process for any personnel positions.  
 FT and PT positions are hired through People Admin, the HR hiring tool. Work with Cathy 

Zimmer to post. 
 Student workers are hired through an EPAF.   
 Graduate assistants are appointed through the eGAR process. 

 
o Process labor distributions EPAFs as needed if salary recovery is required for current employees. 

 
o If the grant has a cost share requirement, request a Cost Share Activity Code from Lisa Zoia.  This 

activity code is required to track the cost share commitment, and should be used to identify those 
activities (i.e., portion of salary committed as a cost share). 
 

o If the PI will be working on the grant during the academic year (i.e., supervising graduate 
assistants, conducting research), a cost share activity code should be used on the portion of the 
salary paid by SLU to add effort on the grant. The salary continues to be charged to the 
department/SLU fund, but the cost share activity code will capture the reportable effort. 
 

o If desired, PI should set up Delegation of Authority to the department support staff.  The form can 
be found on the OSP website:  http://www.slu.edu/division-of-research-administration-
home/research-

http://www.slu.edu/division-of-research-administration-home/research-forms
http://www.slu.edu/division-of-research-administration-home/research-forms
http://www.slu.edu/Documents/provost/sponsored_programs/Policy.for.Externally.Sponsored.Programs.Grants.Contracts.Agreements.7.2011.pdf
http://www.slu.edu/Documents/provost/sponsored_programs/Policy.for.Externally.Sponsored.Programs.Grants.Contracts.Agreements.7.2011.pdf

