The Purpose of this document is provide guidance on research expenses requiring approval from the Office of Research Administration (ORA) prior to submission to Finance. Questions may be referred to the ORA at ext. 4-5195.
POST AWARD TRANSACTIONS REQUIRING APPROVAL FROM THE 

LIFESPAN OFFICE OF RESEARCH ADMINISTRATION

All Expenses Greater than or equal to $1,000 OR ALL expenses from any of the category of expenses defined below.

1. Capital expenditures (equipment and/or construction- see equipment research policy, http://www.lifespan.org/research/equipment/equipment.asp ). 

2. Travel (domestic and foreign) related expenses: advances, pre-approvals, mileage reimbursement and airfare requisitions (International Travel requires PRIOR approval by the Director of Research Administration – via memo or FAXED airfare itinerary to the appropriate Research Administrator). 



Please include a copy of the meeting announcement or request for scientific presentation, conference, etc.  All travel vouchers require original receipts for expenses. Please refer to the Lifespan travel policy for further details: http://intra.lifespan.org/Finance/. 

3. Human Resource Actions (for both permanent and temporary hires), including, but not limited to recruitment requests, HR profile changes, terminations, transfers, special pay vouchers, leaves of absence, off cycle paycheck requests, etc.
4. Consulting agreements and payments to consultants, see the following applicable policies: http://www.lifespan.org/research/grants/pro_service_agreements.asp ; http://www.lifespan.org/research/grants/pro_service_agreements.asp 

5. Cash Advances.
6. Employee Expense Reimbursement Vouchers.
7. Human Subject Incentive payments greater than $1,000, see “Lifespan Human Subject Payment Policy” at:  http://www.lifespan.org/research/policies/policies_overview.asp .
8. Contracts/agreements for research and affiliated payments, including, but not limited to:  Subcontract agreements, Professional Service Agreements, Lease Agreements, Clinical Trial agreements, etc.
9. Food Expenses, (generally not allowed on a Federally funded cost center, see meals under allowable costs:  http://grants.nih.gov/grants/policy/nihgps/part_ii_4.htm#selectcost )
10. Requests for Cost Transfers.
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