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Cost Sharing ProcessCost Sharing Process

Sponsoring Agency determines if cost 
sharing is required SPO Pre-Award  

determines If cost sharing is mandatory per 
the solicitation  or Sponsored guidelines. 

(Note:  This process starts from the Proposal 
Development workflow)
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•Forms are submitted to SPO Pre-Award to 
review for accuracy and compliance.
•Forms are submitted to SPO Pre-Award to 
review for accuracy and compliance.

Key:
SPO - Sponsored Programs Office
RDSP - Research Development and Strategic Planning
PI - Principal Investigator
PD - Principal Director
WD - Workday

• Key Control

Key:
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PI/PD and RDSP clearly identify and quantify the 
cost sharing commitments and funding sources 
in the proposal budget including any third-party 

cost sharing.

PI/PD and RDSP clearly identify and quantify the 
cost sharing commitments and funding sources 
in the proposal budget including any third-party 

cost sharing.

The PI/PD and the Dean evaluate the 
workload implications of proposed cost 

sharing commitments.

The PI/PD and the Dean evaluate the 
workload implications of proposed cost 

sharing commitments.

Approved by Dean/
Dept. Head?

Approved by Dean/
Dept. Head?

Yes

EndEnd

Cost share approved 
by SPO?

Cost share approved 
by SPO?

Yes

SPO Pre-Award contacts the department or 
the PI/PD with concerns

SPO Pre-Award contacts the department or 
the PI/PD with concernsNo

•PI/PD prepares and submits the Cost Share 
Authorization Form, Grant Budget Form, and 
Budget justification Form including the 
applicable cost sharing budget section to the 
Dean.

•PI/PD prepares and submits the Cost Share 
Authorization Form, Grant Budget Form, and 
Budget justification Form including the 
applicable cost sharing budget section to the 
Dean.

No

Approved by SPO?Approved by SPO?

Yes

SPO Pre-Award includes forms in the Award 
Package for account setup.

SPO Pre-Award includes forms in the Award 
Package for account setup.

No

All labor-related and non-labor cost sharing is 
certified through the effort certification 

module, by the PI/PD, in WD.

All labor-related and non-labor cost sharing is 
certified through the effort certification 

module, by the PI/PD, in WD.

Significant changes 
in effort?

Significant changes 
in effort? Yes SPO Pre-Award notifies the appropriate 

Sponsor(s).
SPO Pre-Award notifies the appropriate 

Sponsor(s).

No

Includes third-party 
cost sharing?

Includes third-party 
cost sharing? Yes

Sub-grantee or subcontractor maintains and 
reports on cost sharing in its financial reports 

to Howard consistent with the terms and 
conditions of the agreement issued by 

Howard. 

Sub-grantee or subcontractor maintains and 
reports on cost sharing in its financial reports 

to Howard consistent with the terms and 
conditions of the agreement issued by 

Howard. 

PI/PD secures records and reporting of third-
party cost sharing. 

PI/PD secures records and reporting of third-
party cost sharing. 

PI/PD and the department maintains sufficient 
supporting documentation to substantiate the 

actual cost-sharing contributions.

PI/PD and the department maintains sufficient 
supporting documentation to substantiate the 

actual cost-sharing contributions.

PI/PD, Dean, and SPO Post-Award regularly 
monitors cost-sharing commitments to 

prevent over-under contribution and ensures 
all cost-sharing commitments are met and 

properly recorded.

PI/PD, Dean, and SPO Post-Award regularly 
monitors cost-sharing commitments to 

prevent over-under contribution and ensures 
all cost-sharing commitments are met and 

properly recorded.

SPO Post-Award submits any cost-sharing 
reports required by the Sponsor. 

SPO Post-Award submits any cost-sharing 
reports required by the Sponsor. 

No

SPO Post-Award determines cost share on 
bills, invoices, and financial reports in 

accordance with the award requirement. 

SPO Post-Award determines cost share on 
bills, invoices, and financial reports in 

accordance with the award requirement. 

•Forms are submitted to Budget Office  to 
determine there is enough funds in the 
budget.

•Forms are submitted to Budget Office  to 
determine there is enough funds in the 
budget.

Approved by Budget 
Office?

Approved by Budget 
Office?

Yes

No

Key Controls:
The Dean or Department Head reviews and approves the cost sharing commitments within the proposal package. The approval 
is evidenced by the signature in the Cost Share Authorization Form, the Budget Justification Form, and the Grant Budget Form. 
SPO reviews and approves the cost sharing commitments for accuracy and compliance within the proposal package. The 
approval is evidenced by the signature on the forms.  
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