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Purpose of COEUS Management System


The OSP COEUS Management System is designed to produce an electronic record of the terms of MIT sponsored agreements and to feed necessary information to the SAP financial system.  Our goal is to capture information as presented in the award and to communicate necessary accounting transactions.  Access to the database will be shared with MIT units and administrative departments.


All data entered may be printed out in a Notice of Award which allows each administrator to verify its accuracy and distribute information to investigators and unit administrators in written form.  

Input Forms

COEUS changes are initiated by filling in the appropriate input forms and forwarding them to the Data Center with a routing form.  E-mails may be sent to initiate data input, only in rare instances.  If new accounts copy existing accounts, marked up NOAs may be used to initiate input.

1.  COEUS Award/Modification Input Form:  For all new award input (creating the highest level WBS element); and all consortium memberships, all task orders/directives under indefinite delivery agreements, all cost-sharing accounts and other children which are billing elements at lower WBS levels.  Lower level WBS elements will be funded by addition of funding to the parent and allocation to the child, increasing total project funding.  

p:\masters\forms\noa.xls

2.  COEUS Child New/Modification Input Form:  For all child accounts which are not billing elements. Add additional forms from the COEUS Award/ Modification Input Forms as necessary.  Funding will be transferred to or from the parent without changing total project funding.

p:\masters\forms\noachild.xls

3.  COEUS Quick Modification and Allocations:  For the most frequently made changes to a single accounts or parent account.  The upper section of the form will increase or decrease total project funding.  The lower section will distribute funding within the project without increasing or decreasing the total project funding.

p:\masters\forms\quickmod.xls

4.  COEUS Approvals:  To record sponsor approvals of foreign travel, equipment purchases and subcontracts.

p:\masters\forms\aapqmd.xls

5.  CAO Close-out of Project.  For revisions of authorized total award per final audit. If form is not accurately completed, the OSP Administrator should return it to CAO.

6.  CAO Close-out of Children to Parent.  For close-out of children pursuant to final audit. If form is not accurately completed, the OSP Administrator should return it to CAO.

 General Input Instructions

A.  Award/Modification Page 1

1.  MIT Award No.:  The COEUS system will automatically generate a MIT Award No.  Add accounts to an existing MIT Award by using the WBS hierarchy.  The MIT Award No. xxxx.001 is the highest level WBS element.   Examples of situations where this treatment is necessary follow:

· Tasks under indefinite delivery contracts and other sponsored awards which require separate accountability for individual tasks should be established as lower level WBS elements.

· Consortia should maintain the same prefix number for all membership agreements, incrementing the suffix numbers with each new membership agreement.  (See Consortia entry.)

· When more than one WBS element is required for management of a project, a hierarchy should be established.   

2.  Award No.:  Enter award number precisely as shown in the award document.  The field must be completed.  

•
For NSF grants:  Do not reverse the alpha and numeric characters.

•
For NIH grants:  Do not prefix the award number with "NIH"

· For awards with no award number:  Enter “Agreement dated xx/xx/xx”
4. Account:  Enter seven digit account number.

5.  Status:  Choose one from the following award status descriptors:

ACTIVE:  Award is billable.  A fully executed award document or modification has been received for the award period entered.

INACTIVE:  Administrative deletion of award input.  

PENDING:  Award is not billable.  A fully executed award document or modification has not been received for the award period entered.

TERMINATED:  Agreement period of performance has expired.  (Chart Termination Code 1)

CLOSED:  Final reports have been submitted to the sponsor, revenue equals expenses, and no further activity is anticipated. (Chart Termination Code 3)  (Currently, Chart Termination Code 3 is entered by Sponsored Programs, where possible, in Coeus and fed to SAP, or in SAP directly when the account does not exist in Coeus.)

HOLD:  Award should not be fed to SAP.  Temporary status used to give time to research errors, send terms and conditions to PI without creating SAP entries, or other instances where the account should purposely not be fed.

6.  Modification No.:  Enter most recent modification number, in the format shown in the modification document.

7.  Effective Date:  Enter effective date from original award document.  Absent pre-award authorization, this date will be fed to SAP as the WBS start date.

· For NIH grants:  Collect information by project period not for the total award.  Therefore, enter the effective date of the current project period, not effective date from the original award.

· For grants without carryforward:  Collect information by budget period not for the total award..  Therefore, enter the effective date of the current budget period, not effective date from the original award.

8.  Begin Date:  When award terms are modified during the life of the award, the date on which changes take effect may be entered in this field as a flag that terms were changed.  The field should be blank on new awards or when there are no changes to the terms of the award.

9.  Execution Date:  Enter sponsor execution date of most recent modification.

10.  Sponsor Code:  Enter the appropriate sponsor code from the MIT sponsor code.  This is a six digit field.

11.  Sponsor Name:  In COEUS and SAP the sponsor name will be derived from the sponsor code table.  However, enter the name so that input personnel can verify the accuracy of the code or create a new code if an appropriate code does not exist.

12.  Activity Type:  Enter one of the activity types from the choices described in the coded list.

13.  Proposal No.:  Enter the proposal number for the most recently awarded proposal.  To locate proposal number, use the Proposal module in Coeus.

14.  Award Type:  Enter the appropriate award type from the choices described in the coded list.  These descriptors categorize the award mechanism and are mapped to the Chart “Agreement Type”.

15.  CFDA No.:  Enter the CFDA number if there is one for the award.  Remember, subawards should also include a CFDA number if the prime award carried one.  

16.  Account Type:  Enter one of the account types from the coded list for the parent or child account being established.  These descriptors distinguish between “regular” and unusual account types , including accounts described by Chart Calculation Codes.  Accounts established for SBIR and STTR awards should also be flagged via account type.

17.  DFAFS No.:  For NIH and Department of Education awards, enter the first two digits and the last character of the DFAFS number shown on the award. 

18.  Sub Plan:  Circle YES or NO, indicating whether the award includes a subcontracting plan which requires monitoring and reporting.  (These awards are usually Federal contracts, EPA grants or subawards thereof.)

19.  Procurement Priority Code:  Enter a Federal priority code if designated in the Federal contract or subcontract.

20.  Pre-Award Authorized Amount:  Enter maximum dollar expenditure authorized under the contract for the pre-award period, if a maximum was established.  An amount is not necessary if pre-award authority derives from the normal 90 day pre-award flexibility provided under liberalized grant regulations.  

21.  Pre-Award Effective Date:  Enter pre-award effective date if allowable pre-award authority was exercised under liberalized grant regulations or if a pre-award period was under a contract.  This date will supersede the Effective date (number 7 above), if entered, becoming the WBS start date.

22.  Title:  Enter full title from the award document.  

B.  Other Header
1.  Template  Code:  Enter Template name or number, if a template has been developed for incorporated standard terms and conditions.   Contract Administrators are responsible for determining if an existing template accurately reflects the terms of an award, permitting incorporation of that template in the award terms.  Templates which are periodically reviewed by OSP Assistant Directors and Managers who coordinate agency relationships are marked with a “!”.  All other templates are provided as “Templates of Convenience” and should be carefully reviewed by Administrators for appropriateness prior to use.. 

2.  Prime Sponsor:  Enter sponsor code for source of  sponsor’s prime award.  The field should be entered whenever, MIT is the recipient of a subcontract or subgrant.  The information is essential for an accurate understanding of the source of funding. 

3.  Proposal Due for:  Enter appropriate description of the due date for either a “non-competing continuation” proposal and/or “competing renewal” proposal if the information can be derived from award terms.  

4.  Payment: 

a.  Basis:  Enter appropriate description for the basis of payment from the coded tables:  cost-reimbursement, firm fixed price,  fixed price level of effort or gift.

b.  Method:  Enter appropriate method of payment from the coded tables:

· Established ACH Mechanism for Sponsor:  Letter of credit payment and automated payment mechanisms for many agencies including:  NIH grants, NSF grants, NASA grants, DoEd grants, DOE -Chicago grants, FAA grants, EPA grants, NOAA grants.

· Cost invoices:  Invoices based on actual costs incurred are submitted on a monthly basis.

· Fixed price invoice:  Single invoice for full amount due under a fixed price contract

· Level of effort invoice:  Invoice including effort data under a level of effort contract

· Progress payments:  Multiple invoices for payments due under a fixed price contract

· Fees from members/participants:  Invoices for payments due under consortium agreements

· Advanced payment invoice:  Single invoice for full amount due in advance under a cost reimbursement agreement

· Automatic payment:  Payments made by sponsor on a predetermined schedule without submission of an invoice.  Payments due will be entered in Accounts Receivable and dunning notices will be sent.

· SF270/Request for Advance:  Advance requirements for approved period estimated and requested on a monthly basis. 

· Special Handling:  Payment requires special handling by CAO and/or department administrators.

· Scheduled Payment Invoices:  Negotiated amounts to be invoiced on a pre-determined schedule

· Gift:  Automatic gift payment will be made and processed to the Treasurer’s Office.  Payments due will not be entered in Accounts Receivable and dunning notices will not be sent by CAO. 

· DoD Advanced Payment Pool:  Payment via advanced payment pool including generation of monthly cost invoice

The following payment mechanisms require input of a payment schedule:   Advance payment invoice, Automatic payment, Fees from members/participants, fixed price invoice, Progress payments, and Scheduled payment invoices. All awards, other than those with “Automatic payment”, “Gifts” or occasionally “Special Handling” mechanisms, should include the address to which invoices and payment requests should be submitted entered as a  "Payment/Fiscal Reporting Contact" (see “Contacts”). 

c.  Payment/Invoice Frequency:  Monthly invoices or payment requests normally submitted.

d.  Invoice Number of Copies:   If invoices or payment requests are required, the number of copies required (including the original) should be entered.

e.  Final Invoice Due within ___ days:  If cost invoices are required the due date, in terms of days after expiration of the period of performance of the contract, should be recorded. 

f.  Invoice Instructions:  Invoice instructions may be used to record any special instructions to CAO (for example, special invoice forms or formatting requirements, submission of invoices to more than one "Contact", special invoice certifications).  This area should not be used for the billing address. 

C.  Money and End Dates

1.  Final Expiration Date:  Enter the projected end of the period of performance-- expiration of currently funded period plus anticipated unfunded periods, including possible option years.

2.  Obligation Effective Date:  The effective date of  the current funding period should be entered.  The date must be equal to or later than the award “Effective Date”.  If the award does not include a discrete effective date for the current funding period, the award “Effective Date” should be entered.  

3.  Obligation Expiration Date:  End date of the current funding period.  The date must be equal to or earlier than the “Final Expiration Date”.  This date will be fed to SAP as the WBS expiration date.

4.  Amount Obligated to Date:  Sponsor funding provided to date under the award should be entered.  This amount will be fed to SAP as the Authorized total for the WBS element.  MIT cost-sharing should not be included.  The amount must be equal to or less than the “Anticipated Total Award Amount”. 

· For NIH, AFOSR and DOE  amount should reflect amount obligated in the current account or family of accounts.  This amount should include any authorized carryforwards of unexpended funds from prior budget periods in terminated accounts or carrybacks to cover overexpenditures in prior budget periods.
5.  Anticipated Total Award Amount:  Total estimated sponsor funding anticipated for the entire project--current obligation plus anticipated incremental funding and future year funding, including possible option years.  MIT cost-sharing should not be included in this figure.   If information on the total estimated cost of the entire project is not available, the amount obligated to date should be entered.  The field should always be filled.

· Recent NIH research awards include information on anticipated direct and indirect cost amounts for the remaining budget years within the current project period.  In such cases the anticipated award amounts for future years should be added to the authorized total on the current account (see below) and entered.  At this time the amount may also include amounts of allowable carryforward from earlier budget periods in prior accounts.

· For DOE, only the initial award letter shows the amount anticipated for future budget years.  If this information is not available in the current file, the amount awarded to date should be entered.

· For AFOSR, data may not be available in the current file, because only  the initial award document shows amounts anticipated for option years.   If information is not available in the current file, enter the amount  awarded to date.

6.  Investigators:  Enter the name of the principal investigator first, entering a "X" in the "PI" column.  Follow with the names of all co-investigators listed in the award.  If investigators are non-MIT employees, complete a Rolodex entry form to enter as much identifying information as possible about the individual in our database.  PI is fed to SAP as the supervisor of the parent account.

7.  Unit:  Enter code for unit which houses the account.  This data will be fed to the SAP “Profit Center” field and Chart “Department Code”.

D.  Cost Sharing and Rates

1.  Cost Sharing:  Funded cost-sharing is now established in a Level 2 WBS (child account) for each award where required.  The WBS is established as a separate billing element with sponsor code 09906.  


On the Level 1 parent and the Level 2 cost-sharing WBS, funded cost-sharing amounts should be entered by fiscal year and amount, showing source and destination accounts.  The percentage of total project costs may be entered if appropriate.  The “Type” should be entered from the coded list.  On the WBS child, the Comment field should include instructions as follows:  “CAO:  Transfer out $xxx from Account xxx to Cost-sharing funded (986).”  These amounts will be fed to SAP to set the WBS distributable authorized total for the WBS child.

Cost-sharing not funded in a WBS element should be described in the Cost sharing Comments field.  If cost-sharing is extensive, reference to separate communication may be made.  Cost-sharing in the form of underrecovered IDC should not be included in this section, but included in the section entitled “Projected Underrecovery of IDC”.

2.  Indirect Cost*: 

Setting Rates and Bases:  For rates other than normal “billing rates” (RESMN for research; FUNSN for fund), enter the on- and off-campus rates (two lines) for each fiscal year covered by the applicable rate agreements.  (All awards for new competing segments from federal sponsors and federal prime sponsors should include rates for each year shown in the applicable Negotiation Agreement .)  Enter the name of the appropriate SAP costing sheet describing the IDC base.  If the rate is not fixed, but the base must be changed via entry of a special costing sheet, the costing sheet name should be entered in the Indirect Cost Comment field.  

A description of the base to which the rate is applied (for example, TDC, MTDC, S&W, S&W and EB, total award) should be included in the Comment section.  If the rate is fixed as described in the current rate agreement for the life of the competitive segment per OMB Circular A-21, a comment should be entered so indicating.  The Sponsor rate agreed to in the agreement will indicate the Rate and Base MIT will use to charge indirect costs.

Underrecoveries:  If an underrecovery of indirect cost is to be funded from an account designated by the department, the account should be shown under the “Source” column and the account to which funds will be transferred should be shown under the “Destination” column. 


Indirect Cost Comments should address whether underrecovery should be reported to the sponsor.  Instructions should include:  “CAO:  Transfer Out $xxx from Account xxx to Cost-sharing funded (986) Then make an IDC charge to Recoverable IDC (940) of the same amount.” These amounts will be added by fiscal year to the Amount Obligated to Date to set the WBS Distributable Authorized Total.


If an underrecovery is anticipated which has been approved by the Dean or Vice President for Research without specific funding, that approval should be noted in the comment area.

3.  Special Rate:  Enter fixed EB rates if incorporated in the award.  These rates will be fed to SAP, if entered.  If left blank, ONR approved EB rates will be applied.

E.  Payment Schedule and Comments
1.  Payment Schedule:  Enter payment schedule for all payment methods  which require submission of an invoice or invoices upon specific events or on designated dates.  All new funding added by the award or modification should be included in the schedule.  The payment schedule may only include amounts and dates.  “Upon execution” or “upon delivery of report”, etc. must be translated to an estimated date.

2.  Comments:  Unusual contract terms and actions may be summarized via comments.  Comments are categorized by type to assist users in finding the desired information:  General, Property Procurement, Intellectual Property, Fiscal Report.  Keep comments concise.  Comments should not reproduce data included in other fields. Unless “no history” is designated with comments recorded, all comments entered to date will appear on the OSP computer generated Notices of Award.  If  the “no history” option is chosen, comments will be deleted from the database and will not be printed on Notices.

To clearly record information on input forms, enter a number in the comment type selected and write out the comment for that number below.  Numbering different comment types should allow all comments to be recorded on one page.

If continue to/continue from fields must be maintained enter this information clearly in the General Comment area.

F.  Sponsored Funding Transferred, Approved Equipment, Foreign Trips and Subcontracts
1.  Transferred Sponsor Funding:  Transferred funding is funding awarded by the sponsoring agency which was received from the budget of another Federal agency via inter-agency transfer.  If OSP is aware that a Federal award includes funding which has been transferred from another Federal entity (different sponsor code), the sponsor code and name for that entity should be identified.  More than one entity may be identified.  

2.  Approved Equipment, Foreign Trips, Subcontracts:  If award terms do not require prior approval or advance notification, budgeted equipment foreign trips and subcontracts need not be entered.  Only enter those items as approved which have received all required prior approvals or for which all required advanced notifications have been given, should be entered.    

G.  Contacts, Reports and Terms

1. Contacts:  One page must be completed for each contact type defined.  Usually, contacts for the Award Office, Technical Office and recipients of all required final reports should be defined.  A Payment Contact must be identified for most payment methods (see 4.b).  At least one sponsor contact must be defined.

If a standard template is being used which includes basis addresses for the agency a “short form” contact page may be used to identify name, title, mail code, phone, fax, and e-mail data for award and technical contacts.  If a template is not being used, the page may be skipped, because contact information must be included in "template" Section D.

•
For NIH, enter the name of the awarding institute in the address line.

•
For NASA, enter the name of the awarding installation in the address line.
Changes in contact names may be necessary during the life of an award.  When notification of a change is received, it should be evaluated to determine whether it is a change which should be made to a single award or whether the change affects many or all of the sponsor’s awards.  If the change affects all of the sponsor’s awards the change should be requested by the responsible agency coordinator.  (See rolodex maintenance.) 

2. Reports:  At a minimum, all final reporting requirements and interim fiscal, property and intellectual property reports must be defined.  Fiscal reports are those financial reports to be completed by CAO, property reports are those reports to be completed by the Property Office and intellectual property reports are those to be completed by TLO.  Other reports which include financial, property or intellectual property features, which are the responsibility of the administering unit, are "technical/management" reports.


Select Report Type and Frequency from the lists of codes used for COEUS.  (If additional report types need to be identified, add the name to the list and provide to the Data Center.)  Frequency descriptors should be "tied" to a "base" which will eventually allow us to calculate due dates.  If the report base is an unusual date other than those described (for example, 9/30 or 12/31), enter “as required” for the “base” and enter the “due date” month and day (mm/dd).  (A dummy year of 1960 will be entered by the Data Center.)  If a report is to be submitted only once on a particular date during the life of the award, enter “Singular” for frequency and enter the singular "due date" (mm/dd/yy) for that submission.  In addition, indicate whether OSP would like a copy of the transmittal letter, report, or both--an indicator for OSP distribution MUST be selected for all final reports.   


Identify contacts who should receive reports and the number of copies to each.  Do not reproduce names and addresses which have been included on contact pages, simply indicate the "Contact Type" which has been defined.       
3. Terms:  Select one or more descriptors in each category of terms.  If descriptors listed are not appropriate, add appropriate descriptor and give a copy of the page to the Data Center.  At least one descriptor in each category of terms must be provided.  Use of a “Comment”, rather than creation of a new descriptor, is preferable unless the descriptor is likely to be reused in numerous awards.

H.  Award Corrections  

All documents returned to the Data Center for corrections should be corrected in red.  All other input documents which are making corrections to existing data, rather than making a change as a result of recent award activity, should be clearly labeled “CORRECTION”.  “Changes” (changes in award terms) and “corrections” (error corrections) are entered differently.

 Rolodex Maintenance

Additions to the Rolodex are normally made in the course of entry of templates, awards and modifications.  Changes to contact information included in awards should be carefully evaluated, because the update will be applied to all awards referencing that contact name.


Corrections and updates to Rolodex data are easily made.  As soon as any administrator discovers that any rolodex data for an established entry has changed a Xerox copy of the correct data should be made and the change highlighted.  If the data is for a Contact at one of the major sponsors and should be made to all awards with that sponsor, the change should be coordinated by the appropriate OSP Manager or Assistant Director; a copy of the change should be initialed by that coordinator indicating that he/she is aware of the change.  The copy should then be placed in the Data Center In-Box for entry.


OSP is encouraging other central administrative offices to update the rolodex with phone numbers and changes as they are made aware of the information.  Occasionally Property and Fiscal contacts are changed without revision of award documents.  These changes will be provided directly to the Data Center and coordinated with OSP agency coordinators.

Unit Data Maintenance

OSP Administrators should maintain the following information for each unit:
Unit Number
Unit Name
Administrative Officer Name*:  Alternate feed to SAP, see below.
Head
Dean/Vice-President
Other Individual to Notify*:  This name is fed to SAP as the addressee for the account.  If the field is blank, the Administrative Officer name is fed.
OSP Administrator Name

Templates

In situations where awards include standard terms and conditions, it may be possible to reduce the input burden by utilizing a “template”, a pre-loaded set of data reflecting those terms.  Many templates created and periodically reviewed by OSP Assistant Directors and Managers who coordinate agency relationships.  They are marked with a “!” in the template list. When OSP Managers and Assistant Directors determine that new templates or modifications to existing templates are necessary to accommodate changes in sponsor terms, they should be completed following the general instructions.   Changes should be made in red ink on a paper copy of the current template.  New templates and template modifications should be given to Steve Dowdy.  After input Steve and the appropriate OSP Manager or Assistant Director will proofread the changes.

 
Other templates, for sponsors which are not “coordinated” by an OSP Manager or Assistant Director, may be created by OSP administrators as the need arises and are entered as “Templates of Convenience”.   

Contract Administrators are responsible for determining if an existing template accurately reflects the terms of an award, permitting incorporation of that template in the award terms.

 
Templates may contain as much of the following data as is appropriate:

1.  Description:  Enter a description of the standard terms and conditions captured in the template. 

2.  Prime Sponsor:  Enter sponsor code for source of contractor's sponsor’s prime award.  The field should be entered whenever, MIT is the recipient of a subcontract or subgrant.  The information is essential for an accurate understanding of the source of funding.

3.  Proposal Due for:  Enter appropriate description of the due date for either a “non-competing continuation” proposal and/or “competing renewal” proposal if the information can be derived from award terms.  

4.  Payment: 

a.  Basis:  Enter appropriate description for the basis of payment from the coded tables:  cost-reimbursement, firm fixed price,  fixed price level of effort or gift.

b.  Method:  Enter appropriate method of payment from the coded tables:

c.  Payment/Invoice Frequency:  Monthly invoices or payment requests normally submitted.  Enter if other than monthly. 

d.  Invoice Number of Copies:   If invoices or payment requests are required, the number of copies required (including the original) should be entered.

e.  Final Invoice Due within ___ days:  If cost invoices are required the due date, in terms of days after expiration of the period of performance of the contract, should be recorded. 

f.  Invoice Instructions:  Invoice instructions may be used to record any special instructions to CAO (for example, special invoice forms or formatting requirements, submission of invoices to more than one "Contact", special invoice certifications).  This area should not be used for the billing address.   

5. Contacts:  One page must be completed for each contact type defined.  At a minimum, contacts for the Award Office, Technical Office and recipients of all required final reports should be defined.  Except for awards which utilize payment methods “Automatic Payment”, “Special Handling” or “Gift”, a Payment Contact must be identified. 

Templates can include contacts which include only agency and address information.  Name, title, phone, fax, e-mail data can be added on an award by award basis.

6. Reports:  At a minimum, all final reporting requirements and interim fiscal, property and intellectual property reports must be defined.  Fiscal reports are those financial reports to be completed by CAO, property reports are those reports to be completed by the Property Office and intellectual property reports are those to be completed by TLO.  Other reports which include financial, property or intellectual property features, which are the responsibility of the administering unit, are "technical/management" reports.


Select Report Type and Frequency from the Sec. E,  page 2 lists.  (If additional report types need to be identified, add the name to the list and provide a copy to Pat Greer.)  Frequency descriptors should be "tied" to a "base" which will eventually allow us to calculate due dates.  If the report base is an unusual date other than those described (for example, 9/30 or 12/31), enter “as required” for the “base” and enter the “due date” month and day (mm/dd).  If a report is to be submitted only once on a particular date during the life of the award, enter “Singular” for frequency and enter the singular "due date" (mm/dd/yy)  for that submission. In addition, indicate whether OSP would like a copy of the transmittal letter, report, or both--an indicator for OSP distribution MUST be selected for all final reports.   


Identify contacts who should receive reports and the number of copies to each.  Do not reproduce names and addresses which have been included on contact pages, simply indicate the "contact type" which has been defined.       
7. Terms:  Select one or more descriptors in each category of terms.  If descriptors listed are not appropriate, add appropriate descriptor and give a copy of the page to the Data Center.  At least one descriptor in each category of terms must be provided.  Use of a “Comment”, rather than creation of a new descriptor, is preferable unless the descriptor is likely to be reused in numerous awards.

8.  Comments:  Unusual contract terms and actions may be summarized via comments.  Comments are categorized by type to assist users in finding the desired information:  General, Property Procurement, Intellectual Property, Fiscal Report.  Keep comments concise.  Comments should not reproduce data included in other fields. 

To clearly record information on input forms, enter a number in the comment type selected and write out the comment for that number below.  Numbering different comment types should allow all comments to be recorded on one page.

 Consortium Input


Following are the steps necessary to enter consortium data:

A.  Enter the Master Agreement:


A Master Agreement should be created containing the following:

1.  The Master Agreement should have all the pertinent information for the Consortium including the Full Amount of All MEMBERS.

2.  Payment description:  The Basis of Payment should be entered as “fixed price” and the Method of Payment should be entered as “invoices for fees from members”.  Special instructions may also be entered--particularly note if bills are prepared somewhere other than CAO.

3.  Terms

4.  Comments (if any)

5.  Reports:  If no reports are required in the consortium agreement, “Fiscal Report--None” should be entered.


A standard consortium agreement template is available for those consortium where no modifications have been made to the standard and no comments are necessary.


The Master Agreement is used by the Data Center to create the “master” consortium award (MIT Award number xxxx.001) which will be the highest level WBS level—a “dummy” parent for all memberships.  The parent will include effective and expiration dates which span all memberships. 

a.  Award No.:  Enter “Master Agreement”

b.  Sponsor Code:  Enter “4999” (Only on Master Agreement and Prior Memberships where the Member information is not known).

c.  Effective date and Effective date of current funding period:  The effective date of the first membership (should be the effective date of the account).

d.  Account:  Enter the parent number if a family of accounts exists.

e.  Award type:  Enter “Consortium Membership”

f.  Title

g.  Final expiration date and Obligation expiration date:  The expiration date of the active membership running farthest into the future.

h.  Unit (department/lab/center) number

i.  PI and Co-I names

j.  Anticipated total award amount:  The total anticipated awards from all inactive.active members.   

k.  Amount obligated to date:  The total membership fees obligated of all inactive/active members. 


(Child Accounts with separate SAP WBS numbers do not have totals in Coeus).

(For this “award” the system will generate a “Contact--Other” who is the Principal Investigator.)

B.  Enter an “award” to capture all inactive memberships  (MIT award number xxxxxx-xxx):  


An award input document should be prepared completing the following fields:

1.  Award No.:  Enter “Prior Memberships” If you have information for the “Prior Memberships” (i.e. Member name , begin and end date, Money) you should enter these as a “member” in termination status.

2.  Sponsor Code:  Enter “4999” (Only on Master Agreement and Prior Memberships where the Member information is not known).

3.  Effective date and Effective date of current funding period:  The effective date of the first membership (should be the effective date of the account).

4.  Account:  Enter the parent number if a family of accounts exists.

5.  Award type:  Enter “Consortium Membership”

6.  Title

7.  Template description

8.  Final expiration date and Obligation expiration date:  The expiration date of the active membership running farthest into the future.

9.  Unit (department/lab/center) number

10.  PI and Co-I names

11.  Anticipated total award amount and Amount Obligated to date:  The total membership fees of all inactive members.

(For this “award” the system will generate a “Contact--Other” who is the Principal Investigator.)

C.  Enter individual active memberships (MIT award numbers xxxx.003, etc.):


An award input document should be created for each active membership.  However, if the multi-sponsored database has been maintained for the consortium, data may be provided to the database group on a spreadsheet sorted by member name (sponsor code) for the initial data load.  As memberships are extended, Quick Change forms may be used to modify the membership.  (If the period of membership is interrupted, a new membership agreement should be entered in COEUS.)  Input documents should include the following data fields:

1.  Award No.:  Enter “Agreement signed  mm/dd/yy”.

2.  MIT Award No.:  The first six digits of the MIT Award Number will be constant for each consortium.  Enter the first six digits as they appear on the “Initial Award”.  The last three digits will be incremented for each membership.  

3.  Sponsor Code:  Enter the sponsor code for the member.

4.  Effective date:  Enter the effective date of the current period of continuous membership.  

5.  Execution date:  Enter signature date.

6.  Account:  Enter the parent number if a family of accounts exists. 

7.  Award Type:  Consortium membership

8.  Title:  If various “levels” of consortium membership are offered, you may wish to have this information added to the title as it appears in the “Initial Award”.

9.  Template description

10.  Final expiration date

11.  Effective date of current funding period

12.  Obligation expiration date

13.  Anticipated total award amount

14.  Amount obligated to date

15.  Unit number

16.  PI and co-I names

17.  Award contact and Payment contact:  Other contact types may be included if appropriate.  If the “Member Notice” address in the agreement is the contact, the page may simply be Xeroxed, labeled with the contact type, and included in the input package.

18.  Payment schedule:  Enter schedule for all payments due which are yet to be invoiced.

Gift Input

A.  Foundation grants:  Foundation awards (except for the rare contract) are classified as gifts by MIT.  Payments are processed via the Treasurer's office.  Most awards require the return of unexpended funds at the end of the award period.  These grants should now be coded:

Award type:  Gift

Basis of payment:  Cost reimbursement (when expended balance must be returned)

Method of payment:  Gift

B.  Other gifts which were converted into the SAP project system and now must be entered in COEUS:  These are usually unique situations where sponsor-coded child accounts have forced the account family into the project system.  They may also include accounts which were sponsor-coded in the Chart system because of the management preferences of the department.  (If you continue to run into units which express a preference for establishing new gifts in accounts in the SAP project system or with expiration dates, please bring this to the attention of Steve or me.)  These gifts should now be coded:

Award type:  Gift

Basis of payment:  Gift (no expiration date for MIT's use of funds)

Method of payment:  Gift

COEUS/SAP Award and Account Cancellations

A.  To Cancel Awards and Accounts Where No Transactions have been Initiated:

Change Title to Account Canceled

Change Status to Closed (which translates to Locked and Closed/Termination Code 3 in SAP/Chart)

Change Sponsor Code to Accounts Canceled, 09990

Change Obligated and Anticipated Funding to $0
Change Obligated and Award expiration date to equal the Award effective date

B.  To Cancel Awards and Accounts Where Transactions may have been Initiated:

Change Status to Terminated (which translates to Termination Code 1 in SAP/Chart)

Change Sponsor to MIT Internal, 09904

Change Obligated and Anticipated Funding to $0

Change Obligated and Award expiration date to the date the Status is changed to Terminated

Enter Comment:  All transactions to be transferred to: (Enter Account number)


All accounts where transactions may have been initiated must be included in overrun reviews until expenses are removed.  As soon as all transactions are transferred, complete coding as shown under A.


Account cancellations for internal orders are handled in substantially the same manner.  The shore text and short name fields must also be changed to Account Canceled in the Fund and Application of Fund.
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