
PROJECTS GUIDELINES

EXTERNALLY FUNDED PROJECTS

PROJECT APPROVAL
1a 
All proposals for soliciting funds for Special Projects shall conform to the 
University’s 
Financial Procedures and Guidelines, including but not restricted to the Financial Code 
and Procurement Policies, and to such special conditions as potential Donors/Funders 
may specify.  The Principal Investigator/Proposer shall consult with the Special Projects 
Office of the Bursary to ensure compliance with these provisions. 

1b        Where a proposal is being prepared for the soliciting of funds, the Principal 

Investigator/Proposer shall provide the Dean (in his or her capacity as Principal Budget 
Holder of the Faculty) with a copy of the proposal, in good time, prior to submission. 
Should there be any unsettled disagreements regarding the project, these shall be 
resolved in consultation with the Campus Bursar and or the Principal or their 
representatives. Where the Dean fails to raise any issues regarding a project within 10 
working days, the Principal Investigator/Proposer may submit the project as drafted 
subject to the satisfaction of any concerns raised by the Bursary.

2 
As a matter of policy, projects to be funded on a reimbursement basis shall be avoided 
and the decision for a project to be funded on this basis must have the prior approval of 
the Principal or Campus Bursar.
3.
Deans and Heads of Departments must also review and approve Project 
Agreements 
prior to signing of same by  the designated Campus personnel, the Principal or Bursar or 
Deputy Bursar , on behalf of the Mona Campus.  

BUDGET DEVELOPMENT
4.
Where a Special Project envisages counterpart financial input by the University in 
terms of staff and/or other expenses, sources of funds for such expenditure shall 
be identified at the start of the project and prior approval obtained from the 
Principal or Campus Bursar.

5.
Where permitted by the Donor/Funder, project budgets must also include 
provisions for 
administrative and other overheads. An administrative charge up to 
a maximum  of 20% of gross project income must be deducted to cover the 
additional administrative costs of departments involved in managing the venture, 
for example, Faculty Office, Bursary, MITS, etc., as well as to provide a contribution 
to other overheads.  The exact rate will be agreed between the Dean, Head of 
Department, Principal Investigator, and the Special Projects Manager in the Bursary 
(acting as the representative of the Campus Bursar) after a review of the scope of the 
work. Going forward, the Bursary will categorize projects according to administrative 
needs and assign percentage rates on that basis. 

6.
Project budgets must capture all the operating and overhead expenses to be 
incurred by the project, such as printing and stationery, utilities, etc.  All additional 
capital requirements of the project must be covered by project funds, unless there is 
specific agreement up front to the contrary. Adequate provision must be made for staff 
costs in consultation with the Special Projects Section of the Bursary and the faculty.

7.
Expenditure not provided for in the project budget shall not be incurred.  Where 
an 
exception becomes necessary, circumstances necessitating such an action will be 
recorded and the written approval of the Donor/Funding Agency shall be 
obtained by 
the Project officer before funds are spent. The Campus Bursar shall be consulted 
in all 
such cases.

8.
For projects where there is a significant risk of litigation, for example, those involving 
clinical trials in human subjects, the project document shall speak specifically as to who 
is liable in the event that a lawsuit arises .  
If the University is liable, provision must be 
made in the Budget to provide for insurance against this risk.
STAFFING PROCEDURES
9.
The Human Resources Management Division must be involved in the recruitment 
process for Special Projects staff.  As Principal Budget Holder, the Dean of the 
respective faculty shall be required to sign off on staff appointments to special 
projects.

10.
All requests, including salary costs for new hires, extension of contracts, etc. which 
are to be funded by special projects shall be routed by the Human Resources 
Management Division through the Bursary’s Special Projects Unit for verification 
that 
funds are available before employment contract letters are issued.
11.
All Special Project employment contracts must be vetted by the Principal 
Investigator 
prior to finalization and issue.

12.
Salaries paid to staff members solely employed on Special Projects shall conform 
to the 
approved salary scales of the University of the West Indies, Mona Campus, save in 
extraordinary circumstances.  In such cases, deviations must be approved by the 
Campus Bursar and the Principal.  The total staff costs, including benefits, shall be 
charged to the project.

13.
(a)
The time projected to be spent on the project by a full time University 



employee must be agreed upfront with the Head of Department and 



Donor/Funder and noted in the project agreement.  The Donor/Funder 



shall be made aware of the fact that if the University employee’s 




time on the project is in excess of two half days per week, the project must 


reimburse the University for 
this excess time at the University’s salary 



rates.  
The Dean and the Head of Department must monitor the time 



constraint by ensuring that the teaching, administrative and research 



commitments are met. In a case where the University feels that 




the project should be executed but the Donor/Funder cannot or will not 



buy out the time of the investigator, the University reserves the option 



to allow the project to be funded, but to stand the cost of the 




replacement(s) needed by the Department.

(b)
Where the time expended on the project is less than the two half days per 
week, the full time University staff member is permitted to earn up to 30% 
of their approved basic salary for work on the project (each year).  If, 
however, the Donor/Funder after being made fully aware of the time to be 
spent 
on the project is willing to pay in excess of 30%, this will be 
permitted. When making a determination on the agreed time spent on 
projects in keeping with the University’s permitted time limit, the 
Principal 
Investigator’s time spent on other projects must be taken into account.

(c)
When a full time University employee is seconded to a project, the 
person’s salary paid from the University Grants Committee budget is to be 
suspended for the duration of the project.  

14.
If a full time University staff member is also working on a Special Project, the Head of 
Department must ensure that the substantive University work is not in any way 
compromised by the time spent by the person on the project work.

MONITORING
15.
Where expenditure is approved against specific revenue(s), the revenue(s) shall 
normally be received before incurring the expenditure.

16.
The Campus Bursar and relevant Department Head and/or Dean shall be responsible 
for advising the Finance and General Purposes Committee of any financial 
requirements that are not being complied with.  

17.
(a)
The project agreement is an agreement between the University and the 



Donor/Funder.  As such, the Campus is accountable to the Donor/Funder 



for how the funds are spent.  The Deans in their capacity as Principal 



Budget Holders for the faculties shall, at their discretion, have access to 



any information pertaining to any project within the respective 




faculty.

(b)
The Principal Investigator shall be responsible for reporting to the Head 
of the 
Department and Dean if there are any technical or other non-financial 
requirements that are not being met.  The Dean shall decide on the materiality 
of the breach, and at his/ her discretion, decide if it warrants a submission to 
Finance and General Purposes Committee.

REPORTING
18.
Where a project is operated on a basis of reimbursement of expenditure, 
reimbursement schedules must be submitted on a timely basis and reporting 
deadlines strictly adhered to.

19.
The Special Projects Unit shall ensure that all reports to Donors/Funders shall be 
prepared on a timely basis and copies sent to the Principal Investigator, Head of 
Department and Dean. Where requested, more frequent reports shall be supplied 
following consultation between the colleague(s) making the request and the 
relevant officers in the Bursary.

20.
At every meeting of the Mona Campus Finance and General Purposes Committee,  
a report on Special Projects approved from the time of the last meeting to the 
current meeting shall be presented by the Campus Principal.  

21.
The Campus Bursar shall be responsible for the preparation of the financial 
requirements of the Report to the donors/funders and for liaising with the relevant 
departments to ensure that all reporting requirements are being complied with.  
On no 
account shall the Principal Investigator prepare and dispatch financial reports to 
Donors/Funders.

22.
At each year end, a summary of the financial aspects of all Special Projects shall 
be 
prepared by the Campus Bursar and presented to the auditors in accordance with 
year-end audit procedures.

23.
Year end audit procedures shall cover Special Projects with sampling being done 
to 
ensure that general ledger year end balances agree to balances per the project file.  
The sample must include projects over J$5M, and the reconciliation shall 
be done at 
least three months prior to year end.

FIXED ASSET

24.
Assets acquired under the project are subject to the same controls as other 
University assets.  The procurement procedure shall be according to the 
guidelines of 
the project document; where the project agreement is silent on the matter, the 
procurement guidelines of The University of the West Indies – Mona Campus shall 
be applied.  Though project funded, the asset shall be recorded in 
the Fixed Asset 
register in a section for this category.

25.
Special Projects assets are not to be used for personal use, and the Principal 
Investigator must ensure that this does not happen.  If the project does not have 
specific guidelines on the use of the assets, then there shall be compliance with the 
regulations of the Campus fixed assets policy.

26.
When the project document does not give specific instructions as to disposal of the 
asset, such asset is to be taken over by the University at net book value.

27.
Vehicles acquired for Special Projects are also governed by the Motor Vehicle Policy 
of the Mona Campus.
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