Typically, I receive a spreadsheet from CALS that list all expenditures from the prior year (excerpt below). 
[image: ]
It is organized by 144, 133, and any special deals on F&A returns that might be treated differently. This is noted in the annual transmittal letter from CALS.
In recent years, the spreadsheet includes breaks with totals by 144, 133, and special deals with subtotal for each. I delete these rows. Depending on any agreement with the department about special deals, they may need to be handled as one-offs (i.e., the department gets a cut) or deleted (no cut).
The data will need to summarized in two ways. (1) Summation by F&W Ecol PI allows me to follow our F&A return policy and determine allocations under it. (2) Summation by Projects with co-PIs allows PI to allocate F&A returns to co-PI as they choose or agree.
Over the years, I’ve variously used Excel and SAS and other programs, but for this example, I will use Excel to the extent possible. First, I let Excel know that I want to filter and summarize data by clicking ‘filter’ on ‘data’ ribbon (excel 16 on Mac). 
1. I sort by PI and review. When the PI is a non-F&W Ecology faculty member, I review the co-PIs and ID the F&W Ecology lead. I then swap the names, so that F&W Ecol name is in the PI slot, and the non-F&W Ecol is added to co-PIs. This can be cumbersome, but it is important. Resort by PI. Recheck, fix, resort. Ready for summarizing.
2. I used the ‘subtotal’ button on the ‘data’ ribbon to create totals by PI. I have trouble with excel data tools, so I simply copy the entire sheet paste as values only into a new one. Now the task is to remove all the transaction details and be left with the summary by PI. Remove the ‘subtotal’ organization and then sort by ‘project grant’. Summary by PI will be at bottom of spreadsheet. Use as needed (I delete all the transaction and then run calculations for F&A distributions.
3. Go back to original spreadsheet (1 above) and clear subtotals. Now, subtotal by co-PI column. Copy entire sheet and paste values only into new sheet. One thing different here is to go through an add the ’PI name’ and ‘project grant’ number to the summary column. This will make it easier for faculty and others later on. Sort by blank column. Delete non-summary data rows and the ‘grand total’ row. Sort by ‘PI’ and then by ‘project grant’. For neatness, I then global find and replace ‘ Total’ with nothing to cleanup Co-PI line. I also change column order, etc. to send with memo on F&A distributions in the department.
4. To calculate the Faculty distribution, use the policy on the KB. When people aren’t eligible for a return, I recalculate the portions, but still based on the overall total. Also, when folks are negative, I make a decision about what to do (very small: ignore and set to 0%, otherwise: decide if department or PI should cover)
5. Lastly, I distribute all returns to faculty as 150 (i.e., federal) regardless of source. The department takes all the 133 and the remainder on 150.


Last updated, 11/28/2018
[bookmark: _GoBack]
image1.tiff
U
2)
3
4
5
6
7,
8

9
10
il

12
12

A B

Fiscal Year Deptid Expense Amount Fund Program Code Project Grant Award Primary Pi Name

2018 976400
2018 976400
2018 976400
2018 976400
2018 876400
2018 976400
2018 976400
2018 976400
2018 876400
2018 976400

2018 976400
on1e BIEANA

C D

-779.07 Fi33
-166.8 Fi33
-128.53 Fi33
-120.79 Fi33
-66.01 Fi33
-54 Fi3
-49.68 Fi33
-36 i3
-11.43Fi33
-3.69 Fi3

38 %33
o ra K

SIS S IS FS S ST PSS FS )

E E

PRJ32QA
AAB9736
AAB9295
AAA9558
PRJ94DF
AAB4157
AAAG792
AAAG792
AAAG792
AAB4157

AAB4197
DR 10ANE

G

Award Co Pi Name List
Samuel,Michael D

Townsend, Philip A Conley,Shawn P
Stanosz,Glen R
Townsend, Philip A Navarro,Felix M

Karasov, William H
Guries,Raymond P
Lutz,Robert Scott
Lutz,Robert Scott
Lutz,Robert Scott
Guries,Raymond P
Johnston, Craig Meredith Taylor

Waracmy Williar 4

Wisdm Load Date
02/14/18 04:00 AM
06/12/18 04:00 AM
03/08/18 04:00 AM
12/16/17 04:04 AM
08/17/17 04:05 AM
08/17/17 04:05 AM
06/05/18 04:00 AM
07/03/18 04:00 AM
07/03/18 04:00 AM
07/14/17 04:04 AM

07/14/17 04:04 AM
710718 NA-OE AR




