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Grants Orientation for Awards Recipients

After receiving your internal grant award letter, please note the project end date, as it will be important.
Your project will be assigned a “Project ID” in PeopleSoft. This ID number will be 5 digits, starting with
“OXXXX,” and will be sent by email from PeopleSoft. Once you receive the project ID number, you may
begin spending against the grant. Please keep this email, as it has your project's accounting information.

To view your project’s current budget at any point, use this ID number. A guide to viewing your project’s
budget in PeopleSoft and other resources is available on our website under Post-Award Management.

Travel Expenses

Please keep all original receipts/travel documentation related to your travel activities. All expenses must
be entered by the project end date. Any expenses not entered by the end date will not be reimbursable
and will be the researcher's responsibility. Travel costs will only be eligible for the specific days of the
research conference/activity.

Hiring a Research Assistant (RA)

If you wish to hire a Research Assistant, please download the “Hiring a research assistant form” found
under Post-Award Management. Follow the instructions on the form and ensure that the RA end date is
not past your grant end date.

Research Materials and Contracted Services

All expenses must be entered by the project end date. Any expenses not entered by the end date will not
be reimbursable and will be the researcher's responsibility. If you are contracting professional services
from someone outside MacEwan, a contract must be created. Please email research@macewan.ca for

further support on this. You must inform our office at least 4 weeks before the work commences. Any
agreements without an official MacEwan contract will be the researcher's responsibility.

Travel authorization from your department must be completed prior to any travel-related activities
for your grant. The travel authorization form can be found in MacEwan University’s Forms Cabinet.

Researchers are responsible for monitoring their project budgets. Project costs exceeding the amount
of the grant will be the responsibility of the researcher to repay the University. Alcohol will not be
reimbursed for any activities for your research grant. Residual funds are to be returned to the grant pool

for reallocation and cannot be used for other research activities outside the scope of the original
application.

A final report is due within 30 days of your dissemination activity or project completion. You will only be
eligible to receive additional internal grants if you have submitted all previous final reports.

If you have any questions regarding the administration of your grant, please contact
research@macewan.ca.
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