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TOTAL

FACULTY 
% OF 
TOTAL

FY2025 Target Salary 53,236,956$     47,731,869$     100,968,825$  52,121,320$     26,836,768$     78,958,087$     105,358,276$  74,568,636$     179,926,912$  56.12% 43.88%

Pre-CEC Salary Excluding Separate Stipends 45,784,592$     47,724,484$     93,509,076$     46,290,639$     25,153,158$     71,443,797$     92,075,231$     72,877,643$     164,952,873$  56.69% 43.31%

Across the Board 1% Increase 462,076$          483,286$          945,363$          466,341$          253,941$          720,282$          928,417$          737,228$          1,665,645$       56.76% 43.24%
Up to Minimum Classified/Exempt Minimums 18,619$            25,418$            44,037$            -$  907$  907$  18,619$            26,326$            44,945$            97.98% 2.02%
Up to 80% of Target 929,005$          504,927$          1,433,932$       246,941$          97,063$            344,004$          1,175,946$       601,990$          1,777,936$       80.65% 19.35%
Decrease to $4,500 / 6% Cap (342,415)$         (186,088)$         (528,503)$         (27,033)$           (34,372)$           (61,404)$           (369,448)$         (220,460)$         (589,907)$         89.59% 10.41%
Merit Pool Funds 524,053$          -$  524,053$          434,613$          -$  434,613$          958,666$          -$  958,666$          54.66% 45.34%
Promotion and Tenure Increments -$  -$  -$  267,853$          105,315$          373,168$          267,853$          105,315$          373,168$          0.00% 100.00%
University-Wide CEC 1,591,339$       827,543$          2,418,882$       1,388,715$       422,855$          1,811,570$       2,980,054$       1,250,398$       4,230,452$       57.18% 42.82%

Additional Unit Funded Non-Merit 236,226$          460,907$          697,134$          125,100$          104,079$          229,178$          361,326$          564,986$          926,312$          75.26% 24.74%
Additional Unit-Funded Merit 8,184$               335,322$          343,506$          28,539$            233,581$          262,119$          36,722$            568,903$          605,625$          56.72% 43.28%
Additional Unit-Funded Increases 244,410$          796,230$          1,040,639$       153,638$          337,659$          491,298$          398,048$          1,133,889$       1,531,937$       67.93% 32.07%

Separate Stipend Adjustments -$  -$  -$  26,666$            24,624$            51,289$            26,666$            24,624$            51,289$            0.00% 100.00%

Total CEC Investment in Salaries 1,835,748$       1,623,773$       3,459,521$       1,569,019$       785,138$          2,354,157$       3,404,767$       2,408,911$       5,813,678$       59.51% 40.49%

Final FY2025 Salary Excluding Separate Stipends 47,620,340$     49,348,257$     96,968,597$     47,825,653$     25,921,012$     73,746,665$     95,445,994$     75,269,269$     170,715,262$  56.80% 43.20%

Overall Increase in Salary over FY2024 4.01% 3.40% 3.70% 3.32% 3.05% 3.22% 3.66% 3.28% 3.49%

Total Merit Increases (Pool + Unit Funds) 532,237$          335,322$          867,559$          463,151$          233,581$          696,732$          995,388$          568,903$          1,564,291$       55.46% 44.54%

Starting Average % of Target 88.05% 90.12% 88.73%
Average Increase as % of Target 3.23% 2.91% 2.95%
Final Average % of Target 91.27% 93.03% 91.67%

# Eligible Employees 1,516                 748 2,264                 66.96% 33.04%
# Employees Not Eligible for CEC 138 20 158 

# Employees Brought Towards 80% of Target 330 92 422 78.20% 21.80%
# Employees Receiving Merit 506 33.4% 333 44.5% 839 37.1% 60.31% 39.69%

# Eligible Still Below 80% of Target 86 16 102 84.31% 15.69%

Calculations do not include employees ineligible for CEC or the President (SBOE determines)

FY2025 CEC SUMMARY  
Snapshot as of 05.13.2024

STAFF FACULTY TOTAL
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POLICY COVER SHEET 
For instructions on policy creation and change, please see 

https://www.uidaho.edu/governance/policy 

All policies must be reviewed, approved, and returned by the policy sponsor, with a cover sheet 
attached, to ui-policy@uidaho.edu. 

Faculty Staff Handbook (FSH) 
 Addition X Revision*   Deletion*  Interim  Minor Amendment 
Policy Number & Title: FSH 1580  

Administrative Procedures Manual (APM) 
 Addition  Revision*  Deletion*  Interim  Minor Amendment 
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*Note: If revision or deletion, request original document from ui-policy@uidaho.edu. All changes must be made using “track
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Policy originator:  

Policy sponsor, if different from originator: 

Reviewed by General Counsel: _xx_Yes  __No    Name & Date:  Karl Klein 9/18/2024 

Comprehensive review? _xx_Yes  __No 

1. Policy/Procedure Statement: Briefly explain the reason for the proposed change.

Fixed a typo in section 3
Edited the format for which votes are taken from a raise of hand to a ballot as raising hands is not
practical on zoom

2. Fiscal Impact: What fiscal impact, if any, will this change have?

None

3. Related Policies/Procedures: Describe other UI policies or procedures related or similar to this
proposed change, or that will be impacted by it.

None

4. Effective Date:  This policy shall be effective on July 1, or January 1, whichever arrives first
after final approval (see FSH 1460 H) unless otherwise specified.

January 1
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FSH 1580 

Found online at: https://www.uidaho.edu/governance/policy/policies/fsh/1/1580 

Bylaws of Faculty Senate 

Owner: 

 Position: Faculty Secretary 

 Email: facsec@uidaho.edu 

Last updated: July 01, 2019 

PREAMBLE: This section contains the bylaws of Faculty Senate which serve to expand on 
Article V of the Faculty Constitution (1520). This section first appeared in the 1979 edition 
of the Handbook and has remained substantially the same, minor title changes aside, ever 
since. In January 2010 the Faculty Council changed its name to Faculty Senate. In 2011 the 
requirements for publishing senate meeting minutes were revised to reflect changes in 
publishing processes across the university. In July 2012 the election process for the 
graduate student representative on Senate was clarified. In July 2013 the Faculty Senate's 
membership was increased again by one member to represent the Student Bar 
Association. In July 2015 Faculty Senate member's term was expanded allowing an 
additional term. In July 2019 changes were made to reflect the restructure of the Faculty 
Secretary position. For further information, contact the OƯice of the Faculty Secretary 
(208-885-6151). (ed. 7-11, rev. 7-10, 7-11, 7-12, 7-13, 7-15, 7-19) 

CONTENTS: 

Article I. Function and Membership 
Article II. Duties of OƯicers 
Article III. Terms of OƯice 
Article IV. Election of OƯicers 
Article V. Meetings 
Article VI. Student Members 
Article VII. Executive Committee 
Article VIII. Other Committees 

ARTICLE I--FUNCTION AND MEMBERSHIP. The function and membership of the Faculty 
Senate are as provided in the constitution of the university faculty. (See 1520 I-3 and V.) (ed. 
7-10) 

 



ARTICLE II--DUTIES OF OFFICERS. 

Section 1. Chair. The chair shall: preside at meetings of the senate; appoint the secretary, 
subject to confirmation by the senate; appoint special or ad hoc committees in 
consultation with the senate; maintain lines of communication between the senate and the 
president, between the senate and the university faculty, and between the senate and the 
StaƯ AƯairs Committee; serve as a member ex oƯicio without vote of all committees and 
similar bodies under the jurisdiction of the university faculty; and perform all other duties 
pertaining to the oƯice of chair. Given the nature of leadership responsibilities and time 
requirements of this position, it is UI administrative policy that the chair is given the 
opportunity for release time of up to one course per semester, or equivalent. (ed. 7-10) 

Section 2. Vice Chair. The vice chair shall: assume the duties and responsibilities of the 
chair in the temporary absence or disability of the chair; serve as chair of the Committee 
on Committees; and perform such other duties as may be assigned by the chair or by the 
senate. (ed. 7-10) 

Section 3. Secretary. The faculty secretary shall be the secretary to the faculty senate and 
shall maintain minutes and assume other responsibilities as set forth in FSH 1570. (ed. 7-
97, 7-10, rev. 7-11, 7-19) 

ARTICLE III--TERMS OF OFFICE. 

Section 1. Members. The terms of oƯice for members of the senate are as provided in the 
constitution of the university faculty (1520 V-4) and in accordance with these bylaws. (ed. 
7-10) 

Section 2. OƯicers. The term of oƯice for oƯicers of the senate is one year, beginning on 
September 1 or on the oƯicial opening date of the academic year, whichever is earlier. No 
member may serve as chair more than two consecutive one-year terms. (ed. 7-10) 

Section 3. Members Completing Unexpired Terms. A member who has been elected or 
appointed to complete the unexpired term of another member and has served more than 
half of that term will be considered to have served one full term (see FSH 1520 V-4 - Terms 
of OƯice). (ed. 7-10, rev. 7-15) 

ARTICLE IV--ELECTION OF OFFICERS. 

Section 1. Nomination. Each spring, as soon as practicable following the appointment 
and election of new members of the senate, the president of the university or the 
president's designated representative calls and presides at a meeting of those who will be 
members during the ensuing year for the purpose of nominating candidates for the oƯices 



of chair and vice chair. Nominations are by secret ballot, and no other oƯicial business is 
transacted at this meeting. (ed. 7-10) 

Section 2. Election. Not less than three days following the nominating meeting referred to 
in section 1, above, the president or the president's designated representative calls and 
presides at a second meeting of the same group for the purpose of electing the chair and 
the vice chair for the ensuing term. No other oƯicial business is transacted at this meeting. 
The requirement that there be no less than three days between the two meetings may be 
suspended only by the unanimous consent of the members in attendance. The procedures 
for the election are as follows: 

Clause A. Additional Nominations. Before balloting begins for each oƯice, additional 
nominations may be made for that oƯice. 

Clause B. Procedure for Balloting. Elections for oƯicers of the senate are by secret ballot, 
and a majority of all votes cast is necessary for election, a quorum being present (see V-3). 
In the event that more than two candidates are nominated for either oƯice and none 
receives a majority of the votes cast on the first ballot, balloting continues with the name of 
the candidate receiving the fewest votes being dropped from the ballot after each vote. In 
the event that there is no candidate with the fewest votes, balloting continues with all 
names included until such time as a candidate receives a majority of votes (in which case 
he or she is declared elected) or until a candidate receives the fewest votes (in which case 
his or her name is dropped from the ballot and the balloting continues). (ed. 7-97, 7-10) 

ARTICLE V--MEETINGS. 

Section 1. Regular Meetings. The senate determines the time and place for its regular 
meetings. (ed. 7-10) 

Section 2. Special Meetings. Special meetings of the senate may be called at any time by 
the chair. Such meetings must be called upon the request of the president of the university 
or the president's designated representative. Meetings may be convened by 35 percent of 
the voting membership with a three-day written notice to all members. (ed. 7-10) 

Section 3. Quorum. A quorum is half of the voting members of the senate, including half of 
the elected membership. (ed. 7-10) 

Section 4. Agenda. The chair is responsible for the agenda and causes it to be issued at 
least one day before each regular meeting. Notice of special meetings may be given orally, 
provided each member so notified is informed of the purpose of the special meeting. 

Section 5. Order of Business. The usual order of business for regular meetings is: (a) 
approval of the minutes of the previous meeting; (b) communications; (c) committee 



reports; (d) special orders; (e) unfinished business and general orders; and (f) new 
business. 

Section 6. Communications. Communications that require action by the senate should 
be furnished in suƯicient quantity to provide one copy for each member of the senate and 
five copies for the secretary. (ed. 7-10) 

Section 7. Alternates. Alternates participate in meetings of the senate only as permitted 
by the constitution of the university faculty (see 1520 V-7). This rule does not preclude a 
member from having another person attend the meeting in his or her stead as an auditor. 
(ed. 7-10) 

Section 8. Policy Actions. Before each regular meeting of the senate, the agenda for that 
meeting is to be published on the Faculty Senate website. The website shall include the 
number, if any, and the title of each agenda item involving the formulation or substantive 
change of policy and also include a link to the proposed redline document. Final action 
may not be taken on any such item unless it has been included in an agenda previously 
published on the website and distributed electronically to all senators (preferably the 
Friday before the meeting, but no later than 24 hours prior to the meeting, see Section 4 
above); this requirement for prior notice may be suspended only in emergencies and with 
approval by a two-thirds vote of the senate members in attendance at a meeting, a quorum 
being present. (ed. 7-97, 7-10, rev. 7-11) 

Section 9. Motions. Motions involving the formulation or change of policy should be in 
writing and handed to the secretary. The minutes are to show the names of the person 
making a motion and of the seconder. 

Section 10. Record of Attendance. The minutes are to show the names of members 
attending and of those absent from meetings. 

Section 11. Voting. Voting on motions is by raising a hand (if the meeting is in person) or 
electronic polling (if the meeting is online).raising a hand. Proxy votes are not allowed. 
(According to a standing rule of the senate, the chair does not ask how many members 
abstained from voting on a particular motion, and abstentions are not recorded in the 
minutes unless a member requests that his or her abstention be recorded.) (ed. 7-10) 

Section 12. Open Meetings. The university faculty's general regulations governing 
committee meetings, including meetings of the Faculty Senate, are contained in FSH 1620. 
(ed. 7-10) 

Section 13. Publication of Minutes. The complete text or a summary of the approved 
minutes of meetings of the senate is published on the Faculty Senate website and sent 
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electronically to senate members at least one day before the meeting at which they will be 
ratified. (ed. 7-97, 7-10, rev. 7-11) 

 

ARTICLE VI--STUDENT MEMBERS. 

Section 1. Qualifications. The two undergraduate-student representatives must have 
completed at least 26 credits at UI before taking oƯice and must be full-time students as 
defined in the catalog (regulation O-1). The graduate-student representative must be 
regularly enrolled in a program leading to an advanced degree. 

Section 2. Terms of OƯice. Student members are elected for one-year terms and are 
eligible for reelection for a second term. 

Section 3. Election. The election of the two undergraduate-student representatives to 
serve on the senate is entrusted to the ASUI Senate. The election of one graduate-student 
representative is entrusted to the Graduate and Professional Student Association. The 
election of one law-student representative is entrusted to the Student Bar Association. (ed. 
7-10, rev. 7-12, 7-13) 

Section 4. Vacancies. Vacancies occurring in student positions are filled by the ASUI and 
GPSA as appropriate. (rev. 7-12) 

ARTICLE VII--EXECUTIVE COMMITTEE. 

Section 1. Function. The function of the Executive Committee is to act for the senate on 
emergency matters when the senate will not be in regular session for a period of more than 
two weeks and a quorum cannot easily be convened. The Executive Committee reports to 
and is subject to the orders of the senate, and the senate retains the authority to review 
actions of the Executive Committee. (ed. 7-10) 

Section 2. Structure and Quorum. The Executive Committee is made up of such members 
of the senate as are present at a meeting called upon 36 hours' written or oral notice. Seven 
voting members of the senate constitute a quorum for meetings of the Executive 
Committee. (ed. 7-1) 

Section 3. OƯicers. The oƯicers of the senate also serve as the oƯicers of the Executive 
Committee.  In the absence or incapacity of both the chair and the vice chair, the members 
of the Executive Committee attending the meeting designate a chair pro tempore. (ed. 7-10) 

Section 4. Call of Meetings. Meetings of the Executive Committee may be called on 36 
hours' notice by the chair or vice chair or by the president of the university or the 
president's designee. 



ARTICLE VIII--OTHER COMMITTEES. 

Section 1. Authority of the Faculty Senate. Under the authority of the constitution of the 
university faculty, the senate has the responsibility to establish and maintain all university-
wide and interdivisional standing and special committees, except those specifically 
reserved to the president. (See 1420 A-1-c and 1520 IV-11.) (ed. 7-00, 7-10) 

Section 2. General Regulations. The general regulations governing committees, as 
adopted by the senate and the university faculty, are contained in 1620. (ed. 7-10) 

ARTICLE IX--RULES OF ORDER. (See 1520 VI.) 

ARTICLE X--AMENDMENTS. These bylaws may be amended by a majority vote of the 
university faculty, as defined in the constitution of the university faculty (see 1520 II-1), in 
attendance at a regular meeting, a quorum being present. Amendments that conflict with 
any provision of the constitution of the university faculty or with regents' policies are 
without eƯect. Proposed amendments must have been published in full in the agenda at 
least one week before the meeting of the university faculty or presented in writing at a 
meeting previous to the one at which the vote is to be taken. 
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45.06   Allowable and Unallowable Sponsored Project Expenditures  
 
A. Purpose. The purpose of this policy is to ensure that expenses charged to externally-

funded sponsored projects comply with federal, sponsor, state, and university 
requirements. 
 

B. Scope. This policy applies to any external funding determined as being a sponsored 
project must follow this guidance. 

 
C. Definitions 
 

C-1. Allowable costs.  For a cost to be regarded as an allowable charge to a sponsored 
project, it must satisfy the four conditions below as per the federal requirements 
outlined in 2 CFR 200 or any such future federal guidance as may become applicable:  

 
a. Reasonable. A cost is considered reasonable if the nature and the amount 
involved for goods or services acquired or applied reflect the action that a prudent 
person would have taken under the circumstances prevailing at the time the decision 
to incur the cost was made. 2 CFR 200.404. 
 
b. Allocable to sponsored agreements. A cost is considered allocable to a 
particular project if the goods or services involved are chargeable or assignable to 
the project in accordance with relative benefit received or other equitable 
relationship. Subject to the foregoing, a cost is considered allocable if: 
 
 it is incurred solely to advance the work under the sponsored agreement; 
 it benefits both the sponsored agreement and other work of the institution, in 

proportions that can be approximated through use of reasonable methods; or 
 it is necessary to the overall operation of the institution and is deemed to be 

assignable in part to sponsored projects.  
 
2 CFR 200.405. 
 
c. Consistently applied.  Costs must be given consistent treatment by applying 
them uniformly to both federally-financed and other activities of the institution. 2 
CFR 200.403. 
 
d. Conforming to any limitations or exclusions.  Costs must conform to any 
limitation set forth in the federal guidance, or in the sponsored award itself, as to 
types or amounts of cost items. 2 CFR 200.403. Certain costs are designated as 
expressly unallowable. 

 
C-2.  Unallowable Costs.  Costs that fail to meet any of the four conditions described 
above will be treated as unallowable. Questions regarding the allowability of costs should 
be directed to the Office of Sponsored Programs, (208) 885-6651 or emailed to osp-
cost@uidaho.edu. 
 

D. Policy.  The University, as a recipient of sponsored project funding, must comply with all 
regulations and standards established by the federal government and other sponsoring 
agencies.  The Federal Office of Management and Budget (OMB) is responsible for setting 
forth the general principles and practices for federal costing standards associated with 
federally sponsored project activity.   
 



All sponsored projects are subject to regular review and any expenses charged against 
sponsored projects must be consistent with federal guidance, University policies and 
procedures, and sponsor requirements. The primary responsibility for ensuring that only 
proper expenditures are charged to sponsored project budgets rests with the Principal 
Investigator (PI). The Office of Sponsored Programs (OSP) is responsible for monitoring 
adherence to all federal, state, and other cost-related restrictions on sponsored projects. 
 

D-1. Responsibility for compliance.   The general University mandate is that all 
employees act as responsible stewards of resources and assets under their control (FSH 
3170). 

 
a. Principal Investigator (PI). Under UI policy, the PI bears primary responsibility 
for ensuring the appropriateness or allowability of all costs on sponsored projects. 
(FSH 5100). 

 
b. Departmental Grant Administrator (DGA). A Departmental Grant 
Administrator (DGA) is charged with assisting PIs in reviewing, justifying, charging 
and tracking costs, and is also responsible for making certain that expenditures are 
charged against awards in a manner that is consistent with applicable federal 
regulations, sponsor conditions, and University policies.  
 
c. Unit administrator. The unit administrator (department chair/head/director) is 
responsible for implementing procedures to ensure adherence to federal cost 
principles including allowability, accounting regulations, and University policies.  
Charges which have been determined to be unallowable to sponsored projects will be 
apportioned to the sponsoring unit or college for payment. (FSH 5100).  
 
d. College deans and Vice President for Research and Economic 
Development. Oversight of these procedures lies within the authority of the College 
Deans or equivalent, for units, and the Vice President for Research and Economic 
Development, for institutes, or their delegates.  Decisions regarding the source(s) of 
repayment of unallowable costs and any penalties and interest charges shall be 
made by the Dean and/or the Vice President for Research and Economic 
Development.  
 
e. Employees. Employees are encouraged to use the confidential hotline, speak to 
the Ombuds Office, or speak with their direct supervisor, college finance director, 
chair, director, dean or OSP in cases where there is undue influence to process 
charges that are unallowable.  Employees should note that protections are afforded 
through federal and University policies to prevent retaliation in such instances.  It is 
a violation of University policy for any employee to engage in retaliatory conduct, see 
FSH 3810.  University employees are responsible to report unethical behavior when it 
is encountered. (FSH 3170).   

 
D-2. Unallowable expenses. OSP reviews expenditures periodically through the life of 
a sponsored project budget and prior to closeout based on the information in the 
University’s financial system. If through this review it is determined that an unallowable 
expenditure has been assessed to a project, OSP will contact the responsible 
departmental grant administrator to either correct the transaction or perform a review of 
the facts associated with the assessment of the expenditure.   
 
The review will identify who was responsible for the assessment of the expenditure, the 
circumstances surrounding placement of the unallowable expenditure on a sponsored 



project budget, and where the expenditure is to be transferred. OSP may be consulted 
to assist in the review process to ensure allocation of costs is completed in accordance 
with existing regulations, award conditions, and applicability to the scope of the project. 
Action, such as a review of policies and procedures, identification of resources available 
in making cost determinations, and improvement of internal controls, will be taken by 
the college to ensure unallowable costs are not placed on sponsored projects in the 
future.  Based upon the review, the college will determine the severity of the infraction 
and the potential for recurrence. Taking into consideration the severity and potential for 
recurrence, the college will make a recommendation for resolution. 
 
Once a review has been completed, any unallowable expenditure(s) shall be removed 
from the sponsored project budget and placed on an unrestricted University budget.  If 
an unrestricted University budget is not available, the expenditure(s) will be deducted 
from the facilities and administrative costs returned annually to the college. Copies of all 
back-up documentation for the review process and associated transfers must be retained 
by the college. OSP has access to view these transfers within the university’s enterprise 
applications should the need arise.  Any resolution and provision of necessary paperwork 
will not preclude OSP from conducting a full review of sponsored project activity within 
the area under review. 
 
This process shall also be used if an unallowable expense is placed on a project and the 
unallowable expense is identified by persons other than OSP. 
 
If it is determined that the potential for recurrence is high, the Office for Research and 
Economic Development (ORED), with the concurrence of the college, will require the 
individual to take or retake training offered by OSP. 

 
If an individual commits the same infraction or fails to comply with responsive actions 
required, the individual's repeated actions may be referred for review by an ad hoc 
committee comprising the Associate Vice President for Research and Economic 
Development, the dean or dean’s designee of the individual’s college(s), a 
representative from OSP, a representative of the University controller, and two peers. A 
representative from HR and internal audit will be included in an advisory capacity. The 
committee will review the available facts and make recommendations for further 
investigation or remedial and/or disciplinary action to the appropriate individual(s). 
Recommended employee disciplinary action will be made to the individual’s supervisor 
and unit administrator or dean, and any such action shall be at the discretion of the 
appropriate supervisor and shall proceed in accordance with the employee disciplinary 
procedures in the applicable University policies.  Recommendations for nondisciplinary 
remedial actions, such as required training or revocation of access to manage sponsored 
project activity, shall be made to the Vice President for Research and Economic 
Development. Nothing herein shall limit the authority of an individual’s administrative 
unit or ORED to otherwise impose discipline or remedial activities within their existing 
authority and without referral to the above-described committee. 

 
 
E. Procedure. Expenditures incurred for sponsored projects typically fall into one of the 
following classifications:  salaries; fringe benefits; temporary hourly employees; travel; 
operating expenditures; equipment <$5k; capital outlay >$5k; subawards; participant 
support, and tuition remission, fees, stipends and Student Health Insurance Program 
(SHIP).  The following guidelines provide assistance to assure that all charges against 
sponsored projects are correctly processed. 
 



 E-1. Salaries 
 

 For externally-sponsored awards, an individual’s rate of pay may not be charged in 
excess of the institutional base salary rate received for that individual’s regular 
appointment.  

 Payroll expenditures and changes to an individual’s effort percentage are to be 
processed in a timely manner through Banner Electronic Personnel Action Forms 
(EPAFs).   

 EPAFs to terminate personnel from sponsored projects should be processed prior to 
the award end date to reduce the necessity for labor redistributions (formerly 
payroll cost transfers). 

 EPAF and any Banner records must accurately reflect the percentage of time 
individuals are working on a given project and verified regularly via Banner Effort 
Reporting as per APM 45.09.  

 Payroll and budget reports should be produced and reviewed regularly to ensure 
that projects are not over budget.  

 All leave is to be charged to the appropriate account(s), as it is taken. Terminal 
leave is paid through a consolidated fringe benefit rate. See E-2. All salaried 
employees who are paid in whole or in part from sponsored projects, federal 
funding, or committed cost share must complete an effort report as per APM 45.09. 

 For guidelines on Faculty Summer Salary Release, see 
https://www.uidaho.edu/provost/faculty/salary-information 

 
E-2. Fringe benefits. The university pays fringe benefits through a consolidated fringe 
rate negotiated annually or as required with the Department of Health and Human 
Services. Rates are assigned based on the employee’s position class of faculty, staff, or 
student. Check the Budget Office website for current rates. 
 
E-3. Temporary Hourly (TH) employees. The guidelines issued above for salaries are 
also applicable to TH employees with the exception of effort reporting. 

 
 E-4. Travel  
 

 The purpose of travel must be in direct support of project objectives.  
 Travel must take place within the time period of the project.  
 Reservations or airline tickets cannot be purchased with sponsored project funds if 

the actual travel occurs before the start date or after the termination date of the 
project.  

 All travel charges must be documented by receipts.  
 Allowable travel expense rates must comply with UI travel policy, the terms of the 

agreement, or agency requirements, whichever is most restrictive.  
 All foreign travel must be registered with the International Programs Office before 

travel is undertaken. 
 All foreign air travel on federal funds must comply with the Fly America Act.  A link 

to this Act, and additional information are available on the OSP website. 
 
 E-5. Operating expenditures  
 

 Operating supplies and services must be purchased and received during the time 
period of the project.  

 Operating supplies and services must provide a direct, verifiable benefit to the 
funded project.   



 It is not an acceptable procedure to “stockpile” supplies at the end of a project 
period.  Such stockpiled supplies would not reflect a direct and verifiable 
connection to the project being funded and may result in an obligation back to the 
sponsor. 2 CFR 200.314.   

 
 E-6. Capital outlay  
 

 Capital outlay (CO) is defined as items having a useful life of more than one year 
and a cost of $5,000 or more.  

 Capital outlay items must be purchased during the time period of the project and in 
accordance with Purchasing requirements.  

 Capital outlay items must be received with enough time remaining on the project 
to benefit the project.  

 See APM 10.40 Property Inventory and Products for tracking and accountability. 
Note: Some agencies place lower dollar limits on items that must be inventoried 
and insured. 

 Transfers into and out of the CO category can affect the F&A allocation on a 
sponsored project. Budget transfers into or out of the CO category require OSP 
involvement. 

 
E-7. Subawards and subcontracts. If the University is subawarding or subcontracting 
a portion of the project work scope, a contractual award document will need to be issued 
by OSP at the request of the PI or the unit.  If the subaward or subcontract is not 
included in the original proposal, agency approval may be required prior to issuance. 

 
 Subaward or subcontract costs are split out from the award and budgeted on a 

separate index within the overall grant budget.  
 All subrecipient requests for payment (invoices) must be approved by both the PI 

and OSP prior to being charged against the subaward or subcontract. 
o Cumulative amounts invoiced may not exceed the total amount of the 

subrecipient index. 
o Invoices must be reviewed for allowable expenses per the prime contract and 

PI must certify both that the work is progressing and that expenses are 
appropriate. OSP will review and approve all subaward or subcontract  
invoices prior to forwarding to Accounts Payable for payment. 
 

E-8. Participant support. Participant support costs are direct costs for items such as 
stipends or subsistence allowances, travel allowances, and registration fees paid to or on 
behalf of participants or trainees (but not typically employees) in connection with 
conferences or research and training projects. Other participant support costs such as 
incentives, gifts, souvenirs, t-shirts, and memorabilia must be justified in the budget 
justification as these costs are highly scrutinized. 
 
If the primary purpose of the individual’s attendance at the conference is learning and 
receiving training as a participant, then the costs may be included under participant 
support. If the primary purpose is to speak or assist with management of the 
conference, then such costs should be budgeted in appropriate categories other than 
participant support. Speakers and trainers are not typically considered participants, 
however if the primary purpose is to speak or assist with the management of the 
conference then these costs can be classified as participant support. For some 
educational projects, the participants being trained are employees. If the payment is 
made through a stipend or training allowance method, this can be categorized as 
participant support costs. To help defray the costs of participating in a conference or 



training activity, funds may be proposed for payment of stipends, per diem or 
subsistence allowances, based on the type and duration of the activity. Allowances must 
be reasonable, in conformance with university policies and the sponsor’s terms and 
conditions. Days must be limited to the attendance of the conference and actual travel 
time to/from the conference. Per diem and subsistence allowances must be reduced in 
cases where meals or lodging are provided at no charge or included in the registration 
fee. Rebudgeting from participant support costs to other budget categories requires prior 
sponsor approval. CFR 200.308.  

  
 E-9. Tuition remission, fees, stipends, scholarships, and insurance (TFSSI).  
 

 If graduate assistants are receiving a salary or stipend, then tuition remission must 
be paid on a proportional basis to the salaries. When tuition remission is not 
allowed as a direct charge on a sponsored project it must be charged to a different 
funding source. 

 Tuition remission and fees may be charged for graduate assistants only. 
 TFSSI expenses are allowed on most sponsored projects when associated with a 

graduate assistant’s appointment to work on the project. Note: USDA may restrict 
the expensing of tuition, fees and insurance to sponsored projects; review your 
project guidelines or ask OSP if you have questions. 

 Scholarships are not an allowable expense unless specifically approved by the 
sponsor. 

 TFSSI expenses are allowable on formal training grants as a scholarship.  
 
F.  Contact information.  For additional information, please contact the Cost Accounting 
Unit of the Office of Sponsored Programs at 208-885-6651 or osp-cost@uidaho.edu. 
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APM 35.67   Laboratory Safety Program 

A. Purpose. This policy provides guidance and establishes baseline requirements for the 
laboratory safety program that are consistent with federal and state regulations and university 
policies for research and teaching laboratories. 

B. Scope. This policy applies to all laboratories that are part of the University of Idaho, including 
all teaching laboratories, research laboratories, and auxiliary spaces serving as laboratories. This 
policy specifically excludes the use of radioactive materials, biological agents and biohazardous 
materials. These are covered in APM 35.81 Acquisition of Radioactive Materials and APM 35.11 
Biohazard Safety.  

C. Policy  

C-1. In general. Safety is a core value at the University of Idaho. The university is 
committed to providing a healthy and safe working environment for all members of the 
university community.  

The U of I Laboratory Safety Program is administered by Environmental Health and 
Safety (EHS).  This program includes a catalog of laboratory support services, safety 
protocols in compliance with state, federal, and local regulations, and a Chemical 
Hygiene Plan (CHP) incorporating research and site-specific lab safety plans.  All 
departments with laboratories must maintain compliance with this program.  

EHS, in coordination with the Office of Research and Economic Development (ORED), 
will act as necessary to ensure a safe working environment for all members of the 
university community. 

 C-2. Responsibilities 

a. Principal Investigators and supervisors.  Principal Investigators (PIs) and 
supervisors carry primary responsibility for safety in the labs under their 
jurisdiction.  They are responsible for providing leadership and advancing the 
laboratory safety culture. The PI/supervisor may delegate safety duties for which they 
are responsible but cannot relinquish that responsibility; they must ensure all safety 
duties are carried out.  These responsibilities include: 

1. Performing risk assessments for the use of hazardous chemicals and 
associated procedures prior to conducting the proposed laboratory work. 

2. Creating a lab safety plan for their laboratory and specific protocols. The 
plan template is available on the EHS website. 

3. Selecting and employing engineering controls and laboratory practices to 
reduce potential exposure to the lowest practical level in accordance with 
the CHP. 

4. Establishing safe work practices for handling chemicals for all laboratories 
and projects under their direction by creating site-specific standard 
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operating procedures (SOPs) for the hazardous chemicals or procedures 
and activities completed by their staff members. Generic SOPs for many 
chemicals and processes can be found on the EHS web site, but the PI 
must customize them for the specific activities performed in each lab. 

5. Ensuring that lab members are trained and competent; possessing the 
experience, knowledge, skills and abilities necessary to perform their tasks 
without injury to themselves or others. PIs and supervisors must also 
maintain training records for their employees and students. 

6. Selecting appropriate personal protective equipment based on the risk 
assessment or as written in the pertinent lab-specific SOPs. 

7. Informing lab members of potential hazards associated with the use of 
hazardous chemicals. 

8. Directing laboratory members to complete EHS Laboratory Safety and 
other required safety training and providing specific training for their lab 
employees and students. Lab-specific training by the PI/supervisor must 
be provided and documented for lab members upon initial assignment and 
when new processes/procedures are implemented in the lab. 

9. Completing a chemical inventory for the laboratory locations under their 
direction. Chemical inventories must be updated at least annually and be 
readily accessible for emergency responders and routine inspections. 

10. Investigating and reporting all incidents and near misses to EHS. 

11. Complying with APM 35.40 and ensuring the proper disposal of 
hazardous chemicals/hazardous waste through EHS. 

12. Maintaining lab signage and providing emergency contact information on 
all lab entry doors and on special equipment. Lab signage must be updated 
at least annually and is available from EHS. 

13. Following the lab decommissioning policy and ensuring proper 
decommissioning is completed when labs under their jurisdiction are 
vacated. 

14. Ensuring all lab staff requiring respiratory protection are medically 
cleared, fit-tested, and provided training on the respirator’s use and 
limitations annually, and that respirators are used in accordance with the 
University’s Respiratory Protection Program. 

15. The PI/supervisor is responsible for resolving safety issues identified 
through EHS Laboratory Safety inspections.  Any unresolved issue(s) will 
be escalated to the department chair and/or the appropriate dean for action. 
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b. Laboratory employees and students. Laboratory employees’ and students’ 
responsibilities include: 

1. Completing EHS’s Laboratory Safety course before working in the lab. 

2. Completing the laboratory safety agreement before working in the lab. 

3. Completing laboratory-specific safety training (provided by the PI). 

4. Planning and conducting laboratory procedures in accordance with the 
laboratory’s SOPs and the university’s CHP. 

5. Developing and practicing good laboratory practices and personal hygiene 
habits (e.g., frequent hand washing, no eating nor drinking in labs, 
maintaining good housekeeping, not wearing gloves outside of the 
laboratory, etc.). 

6. Wearing clothing and attire appropriate to lab activities.  Details for proper 
lab attire are available from EHS.  

7. Wearing appropriate Personal Protective Equipment (PPE) when and 
where required (e.g., wearing lab coats over street clothes, eye/face 
protection, gloves and hearing protection in high noise areas). Minimum 
PPE for entry to any lab is long pants, closed-toe shoes, and safety glasses. 

8. Reporting unsafe conditions to the PI/supervisor or EHS. 

9. Reporting incidents of hazardous chemical exposures and near misses to 
the PI/supervisor or EHS. 

10. Ensuring chemicals and hazardous wastes are not stored on the floor. 

11. Ensuring hazardous waste is collected at the point of generation and 
handled in accordance with protocols issued by EHS. 

12. If respiratory equipment is required, ensuring the respirator is used in 
accordance with the university’s Respiratory Protection Program: annual 
medical clearance is obtained, training on the respirator is received 
annually, and fit testing is completed annually through EHS. 

13. Using compressed gases and cryogenic liquids properly by securing the 
cylinders in the upright position with a stand or cylinder strap, ensuring 
caps are placed on cylinders when not in use, and verifying the regulator is 
approved for the gas to be used and the pressure in the cylinder. 

14. Ensuring at least one other individual is present when doing lab work – 
Never work alone. 

c. Deans, administrators, and department heads.  Deans, administrators, and 
department heads have ultimate responsibility for administration and compliance with 
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the University of Idaho Environmental Health and Safety Programs. In the case of 
noncompliant Principal Investigators or lab groups, disciplinary actions up to and 
including lab closures will be considered by the department chairs and the university 
administration including offices of ORED and EHS to ensure safe working 
conditions. 

d. EHS laboratory safety staff.  Responsibilities include broad oversight and 
support in the implementation of the CHP and: 

1. Working with PIs, supervisors, and unit administrators to develop and 
implement good chemical hygiene procedures and practices. 

2. Providing general safety training for employees and students who work in 
laboratories. 

3. Providing additional training materials to assist the PI/supervisor in lab-
specific training efforts. 

4. Evaluating areas where certain hazardous chemicals are used regularly and 
determining if monitoring of airborne contaminants is necessary and the 
frequency at which the monitoring will occur. 

5. Performing indoor air quality assessments when necessary. 

6. Knowing the current regulatory requirements concerning hazardous 
materials shipping and hazardous waste disposal and providing the proper 
training. 

7. Following hazardous waste disposal protocols and collecting lab waste 
submitted by PIs. 

8. Overseeing periodic laboratory safety inspections and the annual 
testing/certification of fume hoods and other safety equipment. 

9. Providing training to Facilities employees on the hazards that may be 
found in laboratories and making recommendations for controlling the 
hazards. 

10. Seeking ways to improve the CHP and updating the CHP periodically. 

11. Issuing stop work orders and lab closure notifications when lab conditions 
are deemed unsafe or out of compliance. 

e. Facilities. The University of Idaho’s facilities personnel have direct control over 
the laboratory's general and local ventilation and utility systems.  Facilities 
responsibilities include: 

1. Informing laboratory personnel and EHS in advance of scheduled utility or 
maintenance shutdowns (gas, water, fume hoods, etc.) through e-mails and 
the posting of physical notices. 
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2. Maintaining local exhaust systems to provide the engineering controls 
necessary to maintain safe laboratory conditions. The internal blowers of 
biological safety cabinets are NOT to be serviced by Facilities 
personnel.  Contact the University Biosafety Officer for additional 
information. 

3. Informing EHS when a change of an air handler system (HVAC) is 
contemplated or completed. 

4. Attending/participating in safety training sessions offered by EHS.  
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