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Acronyms 
The following acronyms apply to this Procedures Manual for Externally-Funded grants 

GAS Grants Accounting Services Office, 
Controller’s Office, The American University 
in Cairo 

  
PI Principle Investigator 
  
Sponsor Grant awarding agency 
  
OSP Office of Sponsored Programs, The American 

University in Cairo 
  
AUC The American University in Cairo 
 
SAP 

 
Enterprise application software used in the 
American University in Cairo 

  
WBS Number on SAP consistent with each line 

item on  the sponsor-approved budget 
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Introduction 
 

The AUC is the official entity authorized to accept grants awarded to it on behalf of the Principal 

Investigator (PI) and/or project director. AUC is responsible and accountable to the granting 

agencies for the proper administration of the grants and must abide by the established 

regulations, policies and procedures (federal, state and local) that govern grant activities and 

expenditures. 

The PI is responsible for the entire research project; as far as this manual is concerned, from the 
financial management perspective and during the post award stage. The main responsibilities 
of a PI include but are not limited to control of expenditures according to the sponsor-approved 
budget; Initiation of the necessary documents/forms for travel, purchasing, employment, 
contracted services, extra compensation, etc., in conformity with established AUC business 
policies and procedures and review of financial reports prepared and issued by GAS.  
 
The Mission of the Grants Accounting Services Office (GAS) is to manage financial functions, 

activities and tasks related to externally-funded agreements and to ensure compliance with 

AUC policies and procedures as well as those of the funding sponsors. 

Following acceptance of an award, GAS starts to handle diversified duties and responsibilities 

and becomes in charge of all aspects of the grants financial management which include but are 

not limited to budgets set up, disbursement of external funds, financial reporting and sponsors 

billing. 
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I. Responsibilities of Principle Investigators and 

Grants Accounting Services Office 

Responsibilities of PIs 

From a financial point of view, the PI is responsible for: 

 Controlling costs according to the approved budget incorporated in the award summary 
and following the sponsor's requirements, including rules on budgets and expenditures.  

 Initiating the payment requests form for travel, purchasing, employment, contracted 
services, extra compensation, and other types of expenses needed to run the project 
with conformity with the Sponsor rules and regulations and within the scope of work of 
the grant. 

 Reviewing financial reports prepared and issued by GAS and thus certifying the 
reporting information is a reasonable representation of the eligible expenses directly 
related to the subject grant and within the scope of the grant. 

Responsibility of GAS 

 Providing post award administrative and financial support to PIs and Project Directors. 

 Has the primary responsibility for all activities concerning external and internal audits of 
sponsored program expenditures and the resolution of audit exceptions. It is the office 
that is assigned the responsibility to assure compliance with cost sharing, effort 
reporting, cost allowability and both direct and facilities and administrative cost 
allocability. 

 In conjunction with the Controller's Office, will periodically issue guidelines regarding 
special procedures applicable to sponsored programs. 

 Following the terms of the agreement, submit invoices and financial reports to the 
sponsor and obtain any necessary information from the project director that may be 
required to complete these reports. 

 Ensuring financial transactions and financial reports are carried out in an accurately and 

timely manner and according to the sponsor’s rules and regulations and AUC’s policies 

and procedures. 

 Reviewing the budget change form and the re-budgeting to ensure it is consistent with 

the award summary. Then carry out the budget setup on AUC’s system (SAP). 

 Reviewing payment requests for expenses such as travel, purchasing, contracted 

services, and other type of expenses to ensure that they are allowable and allocable. As 

long as the documentation is proper, the checks/bank transfers are issued within 5 

working days. 
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II. Types of Grants and Funding sources 

By funding source 

1. Federal Grants (SAP fund code 10910000) which are funds received directly from the 
United States Government or indirectly through a sponsor, the expenditure of which is 
administered through or under the direction of any State agency and reported as 
Federal Trust Fund monies in the "Reconciliation with Appropriations" in the Governor's 
Budget.  
For Federally-funded agreements, the complexity and scope of regulations are 
daunting. Thus, the potential or risk for non-compliance for AUC (or any institution) is 
quite high. There are three “circulars” promulgated by the US government’s “Office of 
Management and Budget” (OMB) which provide over-arching rules and regulatory 
guidelines for Federal awards / agreements for educational institutions. 
They are as follows: 
Circular A-21 – deals with cost principles for educational institutions 
Circular A-110 – establishes uniform administrative requirements for grants and 
agreements 
Circular A-133 – sets standards for auditing of non-profits receiving Federal award 
 

2. Non-Federal Grants (SAP fund code 10900000) which are funds received from other 
sources other than the US government. They may be granted by other governments 
(European Union, etc….), a private organization (Ford Foundation, etc…) or an 
international entity (UNDP, WHO, etc…). 
Some non-federal grants require a special treatment due to the complexity of the 
agreement and the financial reporting requirements. Each sponsor has his own 
guidelines and policies and procedures to be followed. 
* Both types of grants whether federal or non-federal, as stated above, can be cost-
shared with AUC if agreed upon on the grant award. The cost share is identified in SAP 
by fund code 10920000. 
 

By method of funding 

1. Cost reimbursement Grants  (SAP WBS starting by 09…..) where the recipient is required 
to finance its operations with its own funds until payments are being made to 
reimburse it for the allowable and reasonable expenses supported by adequate reports 
and documentation following the agreement terms & requirements. The total 
reimbursed amounts are based on the actual amounts spent; therefore, the reimbursed 
amounts might be less than the budget, in some cases.  
 

2. Fixed Price Grants (SAP WBS starting by 08……) where the activity is negotiated at a 
fixed amount, regardless of actual costs. Often referred to this as a "lump-sum" 
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contract. This type of grants does not require the submission of financial reports to the 
sponsor unless clearly stated in the award summary. 
The cost share WBS start with 09c… for Cost reimbursement grants   
The cost share WBS start with 08c… for fixed price grants 
 

The life of the grant goes through various stages from award summary issuance to close out. 
This manual is concerned with the post-award stage through the grant close out from a 
financial perspective. 
 

III. Budget on SAP 

1. Budget Setup 

In order to start using the grant fund, the budget has to be reflected on SAP. Thus, the following 

steps should be carried out: 

 “Budget Change Request form” (Form 1) is received from OSP including the detailed 

grant line items as per the approved proposal.  

 Then GAS uses this form to set up the budget on SAP and thus create a new project 

definition with WBS numbers reflecting the grant line items which will be filled out in 

the budget form. 

 The approved form is then returned to OSP in order to include the project definition in 

the award summary which will be circulated among relevant parties such as the PI and 

GAS. Also, a copy is sent to the Budget Office.  

 Afterwards, the PI can start charging expenses relevant to the grant through WBS 

numbers related to each line item. The project definition number (main WBS) will be 

provided by OSP in the Award Summary.  

 Budget-related forms can be found at http://budget.aucegypt.edu/forms.htm 

 Expense items or GL numbers, a listing of which can be found at 

http://aucadmin.aucegypt.edu/sap/cufs_to_sap_supplies.pdf   

http://budget.aucegypt.edu/forms.htm
http://aucadmin.aucegypt.edu/sap/cufs_to_sap_supplies.pdf
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2. Re-budgeting: 

Re-budgeting is done in case the PI wants to shift funds from one line item to another, if 
needed: 
 

 First, the academic department receiving the grant should check the award summary to 
ensure whether or not there is line item flexibility and the percentage of that flexibility, 
if any. If not, then OSP has to secure the sponsor’s approval and reflect this via “Award 
Summary Change” before any re-budgeting is initiated. 
 

 Then, the department issues a budget change form which should be approved by the PI. 
 

 The request is then delivered to GAS through a time-stamp then forwarded to GAS 

personnel responsible for managing the grant who refers to the Grant master file to 

check the required modifications allowability, line items flexibility, funds availability in 

the item to be decreased and previous budget change requests, if any. 

  Once the above is confirmed, the request is then approved by the GAS authorized 

personnel and thus the required change is posted on SAP on project level.  

 Finally, the original request is submitted to the Budget Office to implement changes at 

the Cost Center Level.  

  Internal controls are PI signature and Grants signature. 

3. Annual Budget Roll-over requests (starting July 2009): 

 

By the end of the fiscal year and in case the project crosses two fiscal year, it is required that 
the remaining balance of the ending fiscal year be rolled-over and thus added to the budget of 
the beginning fiscal year.   

 

 The academic department should send to GAS the budget form including the following 
in all line items whether decreased or increased: functional area, cost center, fund, 
WBS, amount of each WBS in both currencies the original award summary currency and 
its equivalent in EGP using either the market rate, the AUC quarterly rate or a pre-
determined rate per the grantor. The budget form should be approved by the PI.  

 

 Budget change request forms approved by the PI have to be forwarded to GAS along 

with the latest award summary change, if any, as well as a SAP print out no later than 

the deadline set by the controller’s annual circular 

 The request is then delivered to GAS through a time-stamp then forwarded to GAS 
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personnel responsible for managing the grant who refers to the Grant master file to 

review the required transactions (allowability, line items flexibility in redistribution 

cases, calculation ….) 

  Once the above is confirmed, the request is then approved by the GAS authorized 

personnel and thus the required change is posted on SAP.  

 Finally, the original request is submitted to the Budget Office to implement changes at 
the Cost Center Level.   

 

 
Note: 

 Contact GAS for an updated equivalent currencies table. 

 Roll-over budget change request forms, approved by the PI, have to be forwarded to 

GAS no later than the deadline set by the controller’s annual circular especially those 

grants that have Payroll charges as these have to be prioritized in order to avoid delays 

in the payroll run process. 

 In case no roll-over requests have been submitted from some departments, the 
remaining balance shall be rolled-over as-is. 
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IV. The Typical costs and their treatments 
 

 Upon receiving any request to charge costs against an externally funded grant, GAS 
staff check on the following: 

1. The cost is allowable per sponsor & AUC policies & procedures 
2. The cost is allocable to the grant agreement 
3. The cost is reasonable 
4. The grant is still active 
5. The funds are available (from SAP and approved budget) 
6. The cost is supported by enough documentation according to the cost nature  

 

 Indirect Cost Rate  

The indirect cost rate specified in the approved proposal should be applied to project 
expenditures. This rate is calculated automatically by AUC system but the budget should be 
monitored as a whole to make sure the allocation between direct and indirect costs 

 

 Unallowable Costs  
       Listed below are some of the more common unallowable costs:  

1. Advertising, public relations, entertainment costs  
2. Alcohol and food (unless an integral part of the program and approved as such in the 

budget)  
3. Alumni activity, commencement and convocation costs  
4. Donations or contributions  
5. Executive lobbying costs  
6. Goods, services, and housing for personal use  
7. Membership costs in civic clubs, community organizations, country clubs, social or 

dining clubs or organizations  
8. Airfare travel cost in excess of lowest available commercial discount airfare or 

customary standard coach airfare  
 

 Main types of expenses: 
 

A. Salaries and wages 
B. Faculty Overload 
C. Travel 
D. Materials and supplies 
E. Equipment 
F. Services 
G. Training/workshops/events 
H. Scholarships 
I. Fellowships 
J. Sub-grant amount or sub-contract (if any) 



11 
 

A. Staff Salaries and Wages 

GAS is strictly applying HR process for staff employment (Attachment). However, some 

points are highlighted and/or added below: 

1. Payments to Individuals (non AUC Staff): 

For non-AUC staff individuals such as some consultants, independent contractors, or 

seasonal employments, the following supporting documents need to be attached to the 

payment requests funded through external grants: 

1. A photocopy of valid national ID or passport. 
2. A photocopy of Citizenship declaration form signed by the beneficiary 

(Attachment). 
3. Contract or assignment letter stipulating the relevancy of the service to be 

rendered to the program activities. (The required services should be directly related 
to the program implementation). 

4. CV for consultant and independent contractors 
5. Contractor Employee Biographical Data Sheet (Attachment). 
6. Level of Effort / Work performed and deliverables report signed by the beneficiary 

and approved by the PI (Attachment). 
7. Original Bank transfer request indicating Bank information signed and dated by the 

beneficiary and verified by the accounting personnel (Attachment). 
         

       In addition, for Seasonal employees, approval of the office of human resources is a must. 

      Applicable Deductions: 

 Egyptian Withholding taxes 
Independent contractors / consultants are subject to withholding tax deduction, as 

instructed by the tax authority, according to the below listed rates: 

- 5%    for professional services 
- 20%  for foreigners 

 Social Security (US citizen/Green card Holder) 
US citizen / green card holders are subject  to 5.65% , employee share deductions for 

social security. The employer share is 7.65%  to be charged  based on the department 

instruction,  in accordance to the type of the grant  and as stated in the award 

summary, to one of the following: 

- Grant WBS 
- Cost Center 
- Cost share WBS 
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        These rates are subject to change upon official notification from the payroll office. 

 

2. Project appointment recruitment of full time or part-time staff: 

 The department has the right to hire a full timer or a part-timer basis under project 

appointment to carry out a specific task within the grant scope of work as long as 

funding is secured.   

 Federal grants are subject to overhead for fringe benefit (social insurance), 

accordingly reallocation of social insurance charged to grant’s WBS has to done on 

timely basis to one of the following: 

- Cost Center 
- Cost share WBS 

 

 Effort report signed by the Staff and approved by the PI has to be submitted to GAS 

according the financial reporting schedule, covering amounts monthly payroll paid 

during the reported period.  

3. Contract Renewal 

Contract renewal has to be requested formally from HR two months ahead of renewal      

deadline. Taking into consideration that contract renewals will be either three years as per 

AUC policy or till the end of the grant duration, if earlier. 

After filling in all required forms and obtaining all required approvals, HR will Update the 

Employee records on the SAP and Send SAP Screenshot to GAS. 

4. Second Assignment for staff Process  

 The department has the right to request an additional assignment within a different 

organization unit, outside the normal working hours, to be performed by a staff 

member  under project appointment to carry out a specific task within the grant scope 

of work as long as funding is secured.   

 ‘’Second Assignment Application’’ has to be submitted to HR where HR will review the 

monetary compensation requested to ensure that it’s adequate and fair according to 

AUC’s compensation policy as well as the task description to ensure that it does not 

violate the definition of second assignment and finally the availability of the necessary 

signatures 

 As soon as the ‘’second assignment application form is approved by  HR & GAS , HR will 
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proceed with the requested second assignment and forward the relevant payment 

requests in due time to GAS (to approve budget sufficiency) and then HR (to process the 

payment on SAP).  

5. Process of updating salary allocations on SAP: 

HR is responsible for uploading on SAP salary allocation of a new appointment or change 

current salary allocation of a current grant employee, specifying the requested WBS and fund 

numbers as per approved ‘’grant appointment memorandum’’.   

 Department is responsible to review the department’s  list of salaries charged to their 

respective grants on a monthly basis and take the relevant corrective actions if needed. 
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B. Faculty overload 

Supporting documents needed for charging Faculty overload to externally funded grants are  

as follow: 

An approved ‘’grant appointment memorandum’’ has to be submitted to GAS to review, ensure 

that funding is secured, approve and then return  back to the department, who will forward it 

to be submitted the approved Memo to the provost office to process payment on SAP.  

NB. Effort report signed by the Staff and approved by the PI has to be submitted to GAS 

according the financial reporting schedule, covering amounts transferred to the Faculty, 

through payroll run, during the reported period. 
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C. Externally-funded Travel by Grants 

1.1 Definition 

 

Externally Funded travel refers to The travel costs which are paid for or reimbursed by a sponsoring agency or grantor. Such travel 
is subject to the rules and regulations imposed by both the grantor and the University.  

 

1.2 Policy 

 

- Faculty traveling under sponsored programs MUST complete a Travel Authorization form; 
Travel Office will NOT process requests NOT submitted using a duly signed Travel 
Authorization form. 

 

-  It is the responsibility of the Principal Investigator to indicate clearly on All Travel 
Authorization forms submitted whether the travel service requested is externally funded by a 
sponsored program. PI must also confirm that travel is in line with the grant agreement. 

 

- All Travel Authorization forms prepared for non-local Travel Service (outside Egypt) MUST be 
approved by the Principal Investigator, the relevant Dean (for Faculty PIs) or VP (non-faculty 
PIs) and the Grants Manager, Ms. Amira Gaber, in the Controller’s Office.   The Signatures of 
the Dean or the VPs are not required for local travel services unless the service will be 
rendered to the PI. 

 
- When the Travel Office purchases Discounted Tickets for Business Travel, the amount of 

discount obtained is credited to an offset account in the Travel Office budget center to help 
defray the costs of running the office. In the case of Sponsored Programs Travel all discounts 
obtained are credited directly to the relevant grant or contract. 
 

- Externally Funded travel is bound by the rules and regulations for such travel contained in the 
grant agreement. In the absence of any such rules and regulations, the traveler is subject to 
the conditions applying to AUC Travel policies, with the following additional restrictions and 
points to note: 

 
 FEDERAL travel and per diem follow different guidelines from the University’s. Air 

travel must be on US carriers. Federal per diem rates must be used, and settlement of 
per diem requires that the travelers retain actual receipts for lodging. See travel 
regulations at: http://www.gsa.gov/portal/category/21222 

 No Business Class travel will be permitted without the prior written authorization of 
the granting agency. 

 The cost of travel must not exceed the budget stipulated in the grant agreement. A 

http://www.gsa.gov/portal/category/21222
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cost overrun is permitted up to the ceiling normally permitted by the granting agency 
in question and subject to the transfer of funds from other budget lines allowed in the 
Award Summary distributed by the Office of Sponsored Programs. If no such flexibility 
is permitted, any anticipated excess cost must be approved in writing by the granting 
agency prior to the date of travel. 

 Travel services NOT purchased through AUC Travel Office will NOT be reimbursed. 
 

1.3 Procedures 

1.3.1 Requesting Travel Service 
 

1- The PI will contact the Travel Office by Email to request an estimated cost of the service 
required.  The PI shall include in the email relevant dates, type of service requested, 
Destination, etc.   

2-  The Travel Office will provide the estimated cost of service requested by the PI after 
one working day. 

3- PI Fills a Travel Authorization form (attached). 
The Travel Authorization Form must clearly indicate the following: 

a. Estimated cost of service obtained from the Travel Office as per Point #1 above. 
b. Type of funding: AUC funds or externally funded (Federal or non-federal) 
c. WBS numbers 
d. SAP trip number 
e. Itinerary 
f. Duration of the travel 
g. Personnel Name and Number 

4- The PI shall route the completed Travel Authorization Form for approvals.  Signatures 
are required in the following order:  

a. PI 
b. The relevant Dean (for Faculty PIs) or VP (non-faculty PIs). The Signatures of the 

Dean or the VPs are not required for local travel services unless the service will be 
rendered to the PI. 

c. Grants Manager, Ms. Amira Gaber, in the Controller’s Office. Time span: one 
working day 

5- The PI shall submit the completed Travel Authorization Form to the Travel Office 
6- The Travel Office shall send to the PI a confirmation of the service requested within two 

working days  
 

Note:   

- Travel Office will NOT process requests NOT submitted using a duly signed Travel 
Authorization form. 

- Travel services NOT purchased through AUC Travel Office will NOT be reimbursed. 
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1.4 International Travel Per diem  

Per diem Rates to be used is based on the travel rules and regulations of the funding source, 
unless it’s agreed to apply the AUC Travel policy: 
 
For travel funded by federal grants, the per diem rates to be applied are located on the website 
of the department of states travel management: http://www.gsa.gov/portal/category/21287 . 
 
For travel funded by non-federal grants, AUC internal policies and procedures are applied using 
UNDP rates for international travel. These rates are circulated monthly by the provost office to 
the various academic department and Grants accounts. 
 
Please note that some non-federal sponsors, as European commission, King Abdullah University 
for science and Technology “KAUST”, dictate the use of other than AUC per diem rates for 
specific destinations and travel durations. In such case, the per diem rates to be used need to 
be clearly stated in the award by the sponsor prior to signing the grant agreement & starting its 
implementation. 

 

 

1.4.1 Procedure required to issue the per diem advance: 
 

1. The following documents must be prepared by the traveler 
a. Original Per diem allowance application (sample attached) signed by the PI and 

co-signed by the relevant Dean (for Faculty PIs) or VP (non-faculty PIs). 
b. Copy from the e-ticket detailing the trip route and travel class category. Only 

“Economy" class is allowed. For federal awards, the e-ticket should follow "Fly 
America Act ". 

c. Original payment request form signed by the PI. 
d. Copy of the approved travel authorizations signed by the PI. 

2. Submit documents above to Grants Office Services (GAS). 
3. GAS will issue the requested payment within 5 working days 

 

1.4.2 Procedure required for per diem Advance settlement: 
 

1. The following documents must be prepared by the traveler 
a. Original accounting for Per diem form approved by the PI. 
b. Original Boarding passes indicating the dates of arrival and departure from the 

country of destination upon which the per diem will be settled. 
c. For Federal travel, the traveler MUST submit hotel invoice and receipt to GAS. 
d. If the Per diem advance was issued to cover more days than actual stay days, the 

traveler should refund AUC of any difference.  
i. e.g. the per diem advance was estimated to cover a five-day-stay and the 

traveler only stayed for 3 days as indicated in the accounting for Per diem 
form, then the traveler should refund AUC the difference of 2 days. 

ii. If the Per diem advance was issued to cover less days than actual stay 

http://www.gsa.gov/portal/category/21287
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days, the traveler should be reimbursed for the additional authorized 
stay days. 

2. Copy of the approved travel authorization covering that trip 
3. Submit documents above to Grants Office Services (GAS) within 7 working days after the 

return date. 
4. GAS will settle the outstanding advance within two working days. 
5. If applicable, GAS will provide the traveler with a collection form to deposit the unused 

perdiem in the CIB.  
 
In case the traveler is the PI, the required financial documents should be approved by the 
department chair. 
 

1.5 Domestic Travel Per diem 

 
1.5.1       Per Diem Policy 

The general policies and per Diem rates covering allowances for travel within Egypt for 

Supporting Staff may be found in Chapter 3 Personnel Policies and Procedures Manual for 

Supporting Staff.  

 

1.5.2 Procedure required to issue the per diem advance: 
 

1. The following documents must be prepared by the traveler: 
a. Original Per diem allowance application (sample attached) signed by the PI and 

co-signed by the relevant Dean (for Faculty PIs) or VP (non-faculty PIs). 
b. Copy from the e-ticket/bus or train ticket detailing the trip route and travel class 

category, if applicable; only “Economy" class is allowed (for air travel).   
c. Original payment request form signed by the PI. 
d. Copy of the approved travel authorizations signed by the PI. 

2. Submit the documents above to Grants Office Services (GAS). 
3. GAS will issue the requested payment within 5 working days 
 

1.5.3 Procedure required for per diem Advance settlement: 
 

1. The following documents must be prepared by the traveler 
a. Original accounting for Per diem form approved by the PI. 
b. Original Boarding passes/bus or train tickets indicating the dates of arrival and 

return from the city of destination upon which the per diem will be settled. 
c. For Federal travel, the traveler MUST submit hotel invoice and receipt to GAS. 
d. If the Per diem advance was issued to cover more days than actual stay days, the 

traveler should refund AUC of any difference.  
i. e.g. the per diem advance was estimated to cover a five-day-stay and the 

traveler only stayed for 3 days as indicated in the accounting for Per diem 
form, then the traveler should refund AUC the difference of 2 days. 
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ii. If the Per diem advance was issued to cover less days than actual stay 
days, the traveler should be reimbursed for the additional authorized 
stay days. 

2. Copy of the approved travel authorization covering that trip. 
3. Submit documents above to Grants Office Services (GAS) within 7 working days after the 

return date. 
4. GAS will settle the outstanding advance within two working days. 
5. If applicable, GAS will provide the traveler with a collection form to deposit the unused per 

diem in the CIB.  
 
In case the traveler is the PI, the required financial documents should be approved by the 
relevant Dean. 
 

1.6  Conference/course registration fees policy 

Registration fees can be paid through the Grants Office or by the relevant person directly 

online, but taking into consideration the following required documents for reimbursement:  

a)      If payment is to be done online (by credit/debit card) or in cash, then it should be paid 
directly by the person attending the event, whether by his/her credit/debit card or in cash. 
Then, the relevant person gets reimbursed after the full supporting documents are presented. 

 b)      Supporting documents required for reimbursement: 

I. Confirmation of online registration fees payment.  
II. If payment is by credit/debit card, statement of credit/debit card highlighting card 

holder, relevant payment, description and date. In case the payment is in cash, original 
receipt must be presented.  

III. Email to the PI indicating the purpose of attending the event and the PI’s prior approval. 
IV. Printout of event registration fees cost.  
V. Copy of boarding passes for international events. 
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D. Procurement of commodities 

 

Policies and Procedures 

1. The payment request shall be approved by both the purchasing department and the 

principle investigator and shall include amount, currency, date, account to be charged 

to, earmarking, description, invoice number, purchase order number, terms and method 

of payment (check or bank transfer) and vendor number on SAP, if exists. 

2. Original invoice, Attachment to the payment request, shall include accurate description 

and quantity of the goods/products and shall be consistent with the description and 

quantity of the purchase requisition, the purchase order and the good receipt. 

3. Purchase requisition shall be approved by principle investigator indicating the 

goods/products to be purchased are eligible and allowable and in accordance with the 

agreed upon scope of work. In Federal Grants, purchases should adhere to the 

authorized geographic code embedded in the contract or cooperative agreements with 

the sponsor and reflected in the award summary. 

4. Good receipt shall be approved by both the purchasing department and the principle 

investigator. 

5. For goods/products invoice in excess of EGP 1,000.00 or equivalent, or unit price of each 

item in excess of EGP 300, the approval of both the principle investigator and the 

purchasing department are required.  

6. For goods/products in access of EGP 5,000.00 or equivalent, a minimum of three bids is 

recommended along with the recommendation and justification for selection approved 

by both the principle investigator and the purchasing department. A sole source may 

apply if original sole source form, including justification, is approved by both the 

principle investigator and the purchasing department. 

7. For custom duties, shipping documents, insurance fees and administrative fees, the 

approval of both the principle investigator and the purchasing department are required. 
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E. PROCUREMENYT OF PROFESSIONAL AND CONSULTING SERVICES 

I. Definition of professional service providers or consultants 

 They are not employees of the organization. 

 Their contracts shall be for less than or equal to one year and not on a regular basis. 

II. General Policies and Procedures and supporting documents required 

    The payment request shall be approved by the principle investigator and shall include: 

 Amount  

 Currency 

 Date 

 Account to be charged to 

 Earmarking 

 Description 

 Invoice number  

 Terms and method of payment (check or bank transfer), If the method of 

payment is by bank transfer for the first time, an original bank transfer request is 

required (Attachment no. …..) 

 Vendor number on SAP, if exists. 

 

Along with the following attachments: 

 For individuals:  

 Original contract 

 Contractor Employee Biographical Data Sheet (Attachment). 

 Original Level of Effort / Work performed and deliverables report signed by 

the service provider and approved by the principle investigator (Attachment 

no. …..) 

 Copy of valid national ID (for Egyptian citizens) or valid passport number (for 

foreigners) 

 Copy of declaration form signed by the service provider 

 Copy of resume 

 A confirmation from the technical officer that the service was delivered in 

accordance with the agreed upon scope of work 

 For local companies:  

 Original contract 

 Original invoice shall describe the service performed and shall be consistent 
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with the scope of work and time frame specified in the contract 

 Copy of both tax file and commercial registration file 

 A confirmation from the technical officer that the service was delivered in 

accordance with the agreed upon scope of work 

 

Please note that the contract, whether for individuals or companies, shall include the 

following: 

A. Contracting clauses as: 

1. Name of service provider 

2. Scope of work 

3. Time frame (effective date and end date) 

4. Names and signatures of both the service provider and the principle investigator 

5. Date of contract shall be before beginning of service 

6. In case of individuals: number of valid national ID (for Egyptian citizens) or valid 

passport number (for foreigners) 

7. In case of local companies: valid tax details as tax ID number, tax file number, tax 

authority and valid commercial registration details as commercial registration 

number, date issued and expiry date 

8. Any other essential concerns 

B. Disbursement terms as: 

1. Disbursement amount and currency 

2. Terms of payment and method of payment (check or bank transfer). 
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F. TRAINING/WORKSHOPS/EVENTS 

I.        General Policies and Procedures and supporting documents required 

The payment request shall be approved by the principle investigator and shall include: 

 Amount 

 Currency 

 Date 

 Account to be charged to 

 Earmarking 

 Description  

 Invoice number 

 Terms and method of payment (check or bank transfer), If the method of 

payment is by bank transfer for the first time, an original bank transfer request is 

required (Attachment no. …..) 

 Vendor number on SAP, if exists 

 

Along with the following attachments: 

 For individuals:  

 Original contract 

 Original level of effort report signed by the service provider and approved by 

the principle investigator (Attachment no. …..) 

 Copy of valid national ID (for Egyptian citizens) or valid passport number (for 

foreigners) 

 Copy of declaration form signed by the service provider, 

 Copy of resume 

 A confirmation from the technical officer that the service was delivered in 

accordance with the agreed upon scope of work 

 Original daily attendance sheet, for the duration of the 

training/workshop/event, shall include the title, date and time, venue, 

participants’ names, residence and signatures 

 For local companies:  

 Original contract 

 Original invoice shall describe the service performed and shall be consistent 

with the scope of work and time frame specified in the contract 

 Copy of both tax file and commercial registration file 

 A confirmation from the technical officer that the service was delivered in 

accordance with the agreed upon scope of work 
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 Original daily attendance sheet, for the duration of the 

training/workshop/event, shall include the title, date and time, venue, 

participants’ names, residence and signatures 

 

Please note that the contract, whether for individuals or companies, shall include the 

following: 

1.     Contracting clauses as: 

1. Name of training/workshop/event provider (or instructors/guest speakers, if 

applicable), 

2. Scope of work, 

3. Time frame (effective date and end date), 

4. Names and signatures of both the training/workshop/event provider (or 

instructors/guest speakers, if applicable) and the principle investigator, 

5. Date of contract shall be before beginning of training/workshop/event, 

6. In case of individuals: number of valid national ID (for Egyptian citizens) or valid 

passport number (for foreigners), 

7. In case of local companies: valid tax details as tax ID number, tax file number, tax 

authority and valid commercial registration details as commercial registration 

number, date issued and expiry date, 

8. Any other essential concern. 

B. Disbursement terms as: 

1. Disbursement amount and currency 

2. Terms of payment and method of payment (check or bank transfer). 

 

Please note that the detailed budget for training/workshop/event shall be approved by the 

principle investigator and shall include the following: 

A. Costs related to instructors, if applicable (contract is mandatory for instructors) 

B. Venue rental charges 

C. Hospitality fees 

 Original detailed catering receipt including quantity 

 Copy of daily attendance sheet  

 Workshop brochure/agenda 

D. Travel allowance for participants: 

 Transportation receipt (example flight boarding passes, train or bus tickets)   

 Copy of daily attendance sheet  

 Copy of valid national ID (for Egyptian citizens) or valid passport number (for 

foreigners) 

 Workshop brochure/agenda 
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**For training in excess of EGP 1,000.00 or equivalent, a minimum of three bids is 

recommended along with the recommendation and justification for selection approved by the 

principle investigator. 
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G. Food Services Payments for AUC food outlets 

AUC Food service providers are organizing the AUC events and conferences and providing 

launching for academic departments meetings and events. 

 The following documents are essentially needed to process the food service payment. 

 Original detailed catering receipt including quantity. 

 Job order signed by PI or program director & approved by “Delicious Inc.” 

coordinator as authorizing the payment. The Job order should include the number 

of participants, Event date, type of food required, WBS & G/L for charging. 

 Participants list/ attendance sheet signed by PI. 

 General payment request signed by the PI. 

 Workshop brochure/agenda. 

For LEAD program, LEAD students are provided with food coupons to exchange it with the 

meal each cohort is entitled to. 

 Food outlets present coupons to LEAD program finance, who ensures to allocate the food 

cost based on the number of students in each cohort and the meals that each cohort is 

entitled to. 

 Signed students list is to be submitted with the food payment. 

 Food service provider job order is to be Attachment with the payment including the PI/ 

delegates’ approval & “Delicious Inc.” coordinator approval. 

 Job order should include the number of students, meals provided, WBS & G/L for 

charging. 
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H. Staff Cash Advance and Petty Cash 

 

1. Cash Advance 

 

Advance definition: A payment made to a full-time university employee in advance of receipt of 
goods or services.  
 
Advance Request  
Advances are made only to full-time employees of the University for business-related activities.  
 
To request an advance:  
 
Advances for amounts in excess of EGP 5,000 or its Dollar equivalent will be made to bonded 
employees only. Bonding should provide coverage against fidelity, theft, and cash-in-transit. The 
insurance cost is charged to the department budget requesting the advance.  

 
1. A General Payment Request should be submitted to the Controller providing justification, 

supporting documentation, and approval for the advance as stated in these guidelines. 
The General Payment Request should also show the fund and the Employee Vendor 
number, the amount, and the name of the person who will account for the advance. The 
advanced amount remains in the employee’s name on the University’s balance sheet as 
an account receivable, until the accounting for the advance has been completed and 
approved, whereupon the advance is cleared and the expense is booked.  
 

2. Subsequent to the disbursement of an advance, a Journal Voucher (JV) should be 
submitted to the Controller accounting for the advance, and supported with all relevant 
documentary evidences.  
 

3. The balance of an advance due to the University should be deposited with Commercial 
International Bank (CIB). A collection advice is prepared, crediting the employee’s vendor 
account.  
 

4. Checks are issued for amounts spent in excess of the advanced amounts, after final 
checking of the expenses reported and supporting documents.  
 

5. Accounting for advances must to be presented within a maximum period of two weeks 
after the expiration of the purpose for the advance.  

 
**** Tax withholding shall be applied to advances if applicable. 
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2. Petty Cash (Cash Imprest) 

 

Imprest definition: An amount of money entrusted to a specific person, for a given period of 
time, to be used for paying for minor operational needs.  
 
Replenishment definition: The process through which the imprest holder is refunded for 
submission of documents that support payments incurred through the imprest fund. 
 
Insurance Coverage  
Holders of imprest fund equal to or greater than EGP 5,000 are covered by a group fidelity 
insurance policy.  

 
 Spending Limit:  

 Cash imprests are primarily intended for the acquisition of minor supplies and services of 
a non-personal nature. Individual items or services purchased should not exceed $60 (or 
Egyptian Pound equivalent) in value, and individual purchase transactions incorporating a 
number of similar items should not exceed $200 (or Egyptian Pound equivalent) in total. 
These purchases may include long-lived assets subject to the same value threshold. All 
qualifying items may be purchased directly, providing the vendor is able to provide a 
formal invoice of sale.  

 Purchase of non-qualifying items with petty cash funds is permitted only in the event of 
extreme urgency. Such expenditures will not be accepted without a written explanation 
from the Unit/Department head explaining the situation which resulted in the 
emergency.  

 No purchases may be split into smaller purchases for the purpose of by-passing monetary 
and tax withholding limits. 
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V. Cost Sharing 
 

 Any cost-sharing specified in the proposal must also be adhered to, whether it is in the 
form of matching cash funds, third party contributions or in-kind matches.  

 Cash cost-sharing funds must be spent in accordance with the sponsor’s approved 
budget for allowable expenditures and must be available and used within the defined 
project period.  

 A separate account (WBS number) will be setup on the SAP for cost sharing funds so that 
auditors can easily verify the amount.  
 

VI. Social Security and Tax Deduction 

  
A. Social Security:  

For US citizens / green card holders 

 5.65% employee share deduction for social security.  

 7.65% employer share for social security to be charged based on the department 

instruction, in accordance to the type of the grant and as stated in the award 

summary. 

B. Tax Deductions:  

 For taxation, please refer to Controller website under Financial Policies - General 
Guidelines #10 
http://www.aucegypt.edu/offices/controller/Documents/Financial%20Policies%20-
%20General%20Guidlines.pdf   

 
 

 
 
 

http://www.aucegypt.edu/offices/controller/Documents/Financial%20Policies%20-%20General%20Guidlines.pdf
http://www.aucegypt.edu/offices/controller/Documents/Financial%20Policies%20-%20General%20Guidlines.pdf
http://www.aucegypt.edu/offices/controller/Documents/Financial%20Policies%20-%20General%20Guidlines.pdf
http://www.aucegypt.edu/offices/controller/Documents/Financial%20Policies%20-%20General%20Guidlines.pdf
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VII. Financial and Effort Reporting 

A. Financial reports 

1. GAS Responsibilities 

 Receives the list of monthly reports due from OSP. 

 Distributes the financial reports, to be prepared, among accountants according to 
their portfolios.  

 Ensures all expenses posted to SAP are in compliance with terms of the award:  
allowable according to AUC and the sponsor rules, regulations, and to the terms of the 
agreement, allocable to the grant approved budget, sufficiently documented and 
properly authorized.  

 Gets documents for review, as required by relevant department, from archiving room.  

 Ensures up- to-date expenses are properly carried forward from the previous report. 

 Ensures budget set-up in the report is the same as the award summary set-up. 

 Ensures the tenure of the report (duration of the period covered in the report) is 
consistent with the previous report and the financial reports deadline in the award 
summary. 

 Ensures the currency of the report, the incoming payments, and the incurred costs are 
to be taken into consideration. 

 Describes the expenses clearly especially in the automated entries (e.g. payroll 
postings). 

 Ensures all expenditures are charged to the proper accounting period. 

 Ensures all expenditures are properly classified as to category of expense (WBS’s & 
GL’s and sponsor share & AUC share) 

 Ensures the exchange rates are consistent with AUC rates/payroll rates or rates 
determined in the award summary. 

 Checks previous periods on SAP to include in the reports back value transactions. 

 Verifies Indirect Cost Rate base & amount are properly computed. 

 Verifies Interest earning base & amount are properly computed. 

 Applies the same procedures to Cost share expenses, if any. 

 Ensures sales tax, in federal grants, (KB11N) is charged to cost share WBS. 

 Ensures Fringe Benefits, in federal grants (in case the agreement is subject to NICRA), 
are charged to cost share WBS. 

 Prepares translation report with the detailed transactions on SAP.  

 Prepares a summary report with total expenses per line items.  

 Settles all outstanding advances, petty cash custody, down payments and report them 
to the sponsors.   

 Checks that there are no pending items or commitments that have not been posted 
yet.   

 Marks the financial reports checklist and attached it to the report. 

 Checks line items flexibility in case of over budget costs.  
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 Forwards the draft report to the Grants manager for review. 

 Sends the report with a cover memo to the PI for review & approval. 

 Sends a copy of the report to OSP. 

 Keeps a copy of the report in Outstanding reports file for follow up purposes. 

 Upon receiving the technical report, GAS will be performing the matching between 
the technical & financial reports. 
 

2. PI Responsibilities 

 GAS Sends draft financial reports along with efforts reports to the PI for review 

and feedback, if any, or approval within 5 working days.  

 In case of feedback, the PI shall send an email to GAS including required 

amendments and reason behind it. That feedback shall be taken into 

consideration by GAS. Then, a revised financial report is prepared and sent to PI 

for approval. 

 Once the revised financial report is received by the PI, his approval is required to 

be sent to GAS within 2 working days. 

 The principal investigator should ensure the expenditures reflected in the 

financial report represent the actual activities that were performed during the 

reporting period. 

 

3.  Then, the financial report is submitted to the University Financial Controller for review 

and approval within 2 working days. 

 

4. Then, certified financial report is then submitted to OSP at least 2 working days before 

the sponsor’s deadline stated in the award summary. 

 
To be able to keep the Grants Office up to date in financial reporting, I am seeking your 

assistance in speeding up the review and approval of the financial reports.  As soon as the 

Grants office gets  your approval, more financial work needs to be done before the reports are 

signed by the Financial Controller and submitted to OSP, two working days before the report 

due date.  

In order to continue to meet the sponsors’ deadlines, any payments and charges reallocation 

received by the Grants office after the issuance of the draft report will be included in the 

following report unless it is a final financial report, as ongoing charges and reissuance of second 

and sometimes third and forth revised versions of the draft report results in unnecessary delays 

in reporting. 

Thus, kindly instruct the staff in charge to: 
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 Submit last minute charges that need to be included in the current report to the Grants 
office 5 working days before the financial reporting date. 

 Check SAP on a regular basis to ensure that charges posted are according to the 
department’s instructions, in order to avoid last minute requests to make adjustments.  

  Perform a regular follow up on requests for payments processed through other 
departments such as Travel, Purchasing, Bookstore, etc.,  to make sure that department 
requests are submitted to the Grants office in a timely manner.   
 

For final financial reports, the Grants office will communicate the deadline for receiving requests 

to the accountant in charge. This deadline is usually one week after the grant end date, so the 

Grants office would have enough time to process any pending requests and issue the draft of 

the final financial report on time. 

 

B. Effort reports 

 “Time and effort” report is now required to support and document salary charges to Federal 

and non Federal grants and contracts for each grant employee.  

 For payments issued at the Grants Office, the department requesting the payment needs 

to submit an effort report in addition to the required supporting documentation.  

 For payroll postings, the effort reports are to be issued at the Grants Office and sent to 

your attention for approval along with the first draft of the financial report based on the 

monthly payroll transactions.  

 Beneficiaries must sign the form and the PI needs to approve it. For effort reports 

certifying the PI's effort, the center director or school dean will need to approve it.  
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VIII. Close-out of the Grant 
 

Closing of the grant account occurs when all work has been completed, all accounting records 
are in order, required technical and financial reports have been submitted to the sponsor, cost 
sharing commitments have been met and documented, and all project payments have been 
received.  
 
OSP will prepare the Close Out form that is then delivered to GAS that does the following: 

 

 GAS checks to ensure that the unused funds have been disbursed to the sponsor. 

 GAS checks to ensure that any due amounts have been collected from the sponsor. 

 GAS deactivates project definition and all WBS's 

 GAS updates MS Access grants database information 

 GAS files close-out memo in the grant master file 

 GAS updates the MS Excel spreadsheet with movement figures. 
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IX. Forms Attached 
 

Budget Office Forms 

1. Budget change request  

Controller Office Forms 

2. General payment request 

3. General journal voucher 

4. Per diem allowance application 

5. Accounting for per diem 

6. Petty cash expenses summary 

7. Department authorized signature profile 

8. Request for Bank Transfer 

9. Effort report 

10. Bio data sheet 

HR Office Forms 

11. Seasonal employment  

12. Grant payment request 

13. Second assignment 

14. Declaration form 

15. Clearance  

Travel Office Forms 

16. Travel authorization 

17. Airport service 

18. Service request 

Other 

19. Professional Services and Consultancy Agreement 
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X. Policies and Procedures 
 

 Controller’s Office Policies 
 

http://www.aucegypt.edu/offices/controller/Pages/Policies.aspx  
 

A. Financial Policies – General guidelines 
 

B. Cash Advances and Down Payments Policy 
 

C. Hospitality Policy 
 

D. International Travel Policy 
 

E. Local Travel Policy 
 

F. Petty Cash Policy 
 

G. Retreats Policy 
 

H. Capitalization Depreciation Policy 
 
 

 Internal Audit Office Policies 
 

I. Conflict of Interest Policy  
 
http://www.aucegypt.edu/offices/audit/Documents/Conflict_of_Interest_Polcy.pdf  
 
 

 AUC Purchasing and Support Services Policies 
 

J. Purchasing Important Considerations  
 
http://aucadmin.aucegypt.edu/purchasing/policies.htm 

 

 AUC HR Policies for Grants 
 

K. HR-Process for Grants 
 
 

http://www.aucegypt.edu/offices/controller/Pages/Policies.aspx
http://www.aucegypt.edu/offices/audit/Documents/Conflict_of_Interest_Polcy.pdf
http://aucadmin.aucegypt.edu/purchasing/policies.htm

