Instructions for Completing Form “C”
What:  Form C or “Earned Overhead Distribution Agreement”
Why:  The Form C is needed to initiate an agreement that differs from the default distribution for responsible organization on a project (each OSP fund).  If the Form C agreement is not forwarded from OSP to Fiscal Manager for Research for new project (funds), there is no way of knowing there was a new agreement entered into.
When:  Departments agree to a new overhead distribution for new project (fund) that differs from the default distribution that resides in Banner.  A form is required for the main grant and any subfunds.
Who:  Departments who agree to an overhead distribution that differs from the Banner default

There are 4 parts to the Form C:  (See page 2 to view Form)
Part 1:  This is where the projects description, estimated cost and indirect rate is recorded.

Part 2:  This is where the requested overhead distribution for the college portion of earned overhead is recorded.  Each department that is to receive a portion of the college share (OH140) should be listed in this section along with the PI name, overhead fund to which the overhead is to be distributed and the percent of overhead to be received.  The percents shall be rounded to a maximum of 2 decimal places and should equal 100%. All parties (departments) need to sign off on the new distribution, as this serves as approval of the distribution change.  
Part 3:  This section is where the requested overhead distribution for the Administrative Share (OH130) is recorded.  Each department that is to receive a portion of the administrative share (OH130) should be listed in this section along with the PI name, overhead fund to which the overhead is to be distributed and the percent of overhead to be received.  The percents shall be rounded to a maximum of 2 decimal places and should equal 100%.  Redistribution of the Administrative share require the approval of the Office of the Vice President for Research.    

Part 4:  This section is where the OSP fund (project #) and the date that form C is sent to OVPR Manager of Fiscal Affairs is recorded. 
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