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01. POLICY STATEMENT

01.01	The purpose of this UPPS is to establish guidelines for cash advances for funded research projects or scholarly creative activities.

01.02	Research advances may be provided to Principal Investigators (PIs) who have funded research projects or scholarly creative activities that require expenditures for off-campus activities for which it is impossible or not practical to use the normal university procurement, payroll, or reimbursement processes. 

01.03	Research advances are approved at the discretion of the Office of the Associate Vice President for Research (AVPR).  Approval by the appropriate chair and dean is required for advances equaling or exceeding $2,500 and $10,000, respectively.


02. DEFINITIONS

02.01	Research advances are defined as funds provided to a faculty or research staff member for off-campus (in-state, out-of-state or international) research or scholarly creative projects. These projects may be internally or externally funded. 

	Research advances may be used to cover allowable expenses approved by the granting foundation or organization, and may include but are not limited to:
· lodging
· food & tips
· vehicle rental and transportation costs 
· gasoline 
· postage and shipping
· supplies & materials
· equipment purchase, rental or repair 
· contract labor 
· subcontractor or guide 
· human subject fees 
· research station use fees
· research permit or research material loan fees
· admission (museum or similar facility) or conference fees
· purchase or duplication of research materials (books, manuscripts or documents)
· communication fees (phone, cell phone or internet)

02.02	“Research” designates an activity designed to test an hypothesis, permit conclusions to be drawn, and thereby to develop or contribute to generalizable knowledge (expressed, for example, in theories, principles, and statements of relationships). Research is usually described in a formal protocol that sets forth an objective and a set of procedures designed to reach that objective. (Belmont Report)


03. GENERAL

03.01 	Funds will be provided only for off-campus research or scholarly creative activities for which processing on-campus payments are not practical.  Justification to support this determination should be included on the request. 

03.02 	PIs are allowed to request research advances for themselves, field personnel, research/creative staff, and students. PIs will be accountable for all funds provided by any research advance.

03.03 	Co-PIs cannot request research advances; only PIs can make this request. In situations where there are two Co-PIs, SAP identifies one as the primary Co-PI and that individual will have the authority to request Research advances.

03.04	A research advance may be issued as either a one-time advance or a revolving advance.  

a. A one-time advance is intended for situations where a relatively moderate advance is needed for a relatively short period of time.  A one-time advance must be repaid before additional advances will be issued.  

b. A revolving advance is intended for situations where a relatively large advance is needed for a relatively long period of time.  Revolving advances are issued in increments designed to match the needs of the PI while minimizing the outstanding amount of the advance.  After the issuance of the initial advance, PIs will be required settle the outstanding advance before the next increment is issued.

03.05 	Research advances are not designed to cover PI’s routine travel expenses.  Routine travel expenses should be reimbursed under Texas State travel policies and procedures.

03.06	Any expenditures incurred from the research advance which are determined to be unallowable by a sponsor agreement may be charged to the PI's departmental funds or another account designated by the chair or dean. The PI becomes personally responsible for the expenditures and may be held liable should the expenditures be unallowable from the department funds under University policy.


04. PROCEDURES

04.01 A PI must complete a Research Advance Request Form and submit this form to the AVPR with appropriate signatures.  Departmental Chair approval is required for advances of $2,500 or more.  Dean approval is required for advances of $10,000 or more.  If the PI is the departmental chair or dean, a one-level higher supervisor approval is required.

a. Ten (10) working days from the date when the Research Advance Request Form is submitted to AVPR Office should be allowed for processing of the request. 

b. If the research advance is funded by a grant, in part or in whole, the request will be routed to the Office of Sponsored Programs (OSP) for allowable cost verification prior to submitting to AVPR.

c. Upon approval from the AVPR, form will be submitted to Accounts Payable to process the payment to the PI.

04.02 Funding must be available for any research advance to be awarded. 

04.03 Upon completion of the research activity, the PI will complete a Research Advance Reconciliation Form and submit to the Office of AVPR with receipts or other acceptable supporting documentation to account for the research advance.

a. The Research Advance Reconciliation Form should be completed within 10 working days of returning to campus or at agreed upon intervals when the researcher will be away from campus for an extended period of time. 

b. OSP will approve the expenditures as allowable and in compliance with University policies and procedures.  PI should provide supporting documentation to address any and all extraordinary expenditures which in normal routine business would not be payable, but is allowable in a research capacity.


05. REVIEWERS OF THIS UPPS

Reviewers of this UPPS include the following:

	Position	Date
	
	Assistant Vice President for Research
	
	Director of Accounting
	
	Director of Office of Sponsored Programs

06. CERTIFICATION

This UPPS has been reviewed by the following individuals in their official capacities and represent Texas State policy and procedure from the date of this document until superseded.

Associate Vice President for Financial Service

Associate Vice President for Research and Federal Relations

Vice President for Financial & Support Services

Provost and Vice President for Academic Affairs

President
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