
South Carolina State University 

Desk Procedures for Salary Allocation Form
Purpose:
The purpose of this document is to provide guidance and instructions to the

Faculty and Staff of South Carolina State University when allocating salaries to two or more
sponsored programs and/or departmental accounts.  The salary charged to the sponsored program

must be included in the proposal and approved by the funding agency.  
The Faculty/Staff Release Time Form may be used in lieu of this form only when release time 
applies.
Instructions:  The Principal Investigator should use this form when allocating salaries to two or more sponsored programs and/or departmental organizations when release time does not apply.  The Faculty and Staff Release Time form should be used to capture the release time percentage and the allocation of the salaries.
1. Name:  The name of the individual whom salary is being allocated.   

2. Department: The department of the individual
3. Employee Identification Number:  The employee’s ID number; Please do not use the social security number.
4. Budget Period:  The current 12-month budget period for the project.

5. Semester (Indicate specific dates): The dates to apply the allocation.  It should be no more than a twelve month period.

6. Annualized Salary:  The individual’s annualized salary.  Although an individual may be hired for a period less than annual, the salary needs to be annualized to ensure an accurate percentage is allocated to the appropriate accounts.
7. Project Title:  Enter the title of the sponsored project that a percentage of salary will be charged to.

8. Funding Source:  Enter the name of the project’s funding agency.
9.  Award/Contract Number:  Enter the award number for the project.  Please refer to the award notification for the award number.
10. SCSU’s Grant Account Number:  FUND and ORG numbers assigned to the project.  This number is assigned by the Grants and Contracts Accounting office.
11. Type of Award:  Select the appropriate type of awards

12. Funding Type:    Select the appropriate type of funding. 
13.  Position #:
Position Number for the Faculty/Staff member

14.   OCC. NO.:  
Line of accounting distribution

15.  Banner/ORG #:
Enter the ORGANIZATION numbers in which the salary is to be distributed for the period of time.  

16.  Amount: Allocated salary chargeable to each Banner Organization.
17.  Begin Date:
Effective date in which allocation is to start. 

18. End Date: Effective date in which allocation time expires.

19.  Rate:   The percentage rate applicable to each sponsored agreement or departmental organization.

Signatures and Dates (Self-Explanatory)
Principal Investigator
Department Chair

Asst. VP of Sponsored Programs

Director of Grants and Contract

Director, Office of Sponsored Programs/1890 Research and Extension 

Responsibilities:
a. Principal Investigator completes and submits Salary Allocation Form to their Department
Chair and the Assistant VP of Sponsored Programs.

     Exception:  Principal Investigators for 1890 programs should submit the Forms to the Vice President, Research and Economic Development and Grant and Contract Accounting.

b.   The Office of Sponsored Programs reviews and signs each form and submits the original document to the Grants and Contract Accounting for processing.

c.    Grants and Contract Accounting Department review each Form to ensure that funds are available in the appropriate budget category and costs are allocable, allowable and reasonable. Grants and Contract Accounting Department forwards the completed Salary Allocation Form to the Budget Office and Human Resources Department for processing.
Note:  If a P-13 and/or P-14 employment document is required for processing, this form should be attached to the employment document (after appropriate signatures are received) before being forwarded to the Budget Office and Human Resources.  

If there is a salary allocation for permanent salaried employees, upon the receipt of the appropriate signatures, this document should be forwarded to Human Resources and the Budget Office for processing.
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