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Thomas Jefferson University: Salary Distribution 

Confidential Last Updated: September 2019 

Receives 
notification that 

sponsored account 
is open for 

expenditures 

1. Review budget 
for personnel costs 

Personnel cost?   No    Process complete 

Yes 

Race confirms 
salary distribution 
for each personnel 

with Sr. 
Administrator 

Edit salary 
distribution based 
on dept. feedback 

No 

RACE GA begins 
(OSD) Online Salary 

Distribution 

Routes OSD for 
Approval Salary Distributed

3. When salary
posts to general 

ledger, review for 
accuracy 

Process complete 

Yes 

Budget is 
confirmed at 

award acceptance 
meeting to avoid 
salary distribution 

overlap 

2. Confirm salary
distribution on 
non-sponsored 

accounts 

Approved? 

Sponsored 
account created 

in financial 
system 

ORA 
Approval 

1. Grants Administrator reviews approved budget for all personnel that must be paid on the sponsored account.
2. If the OSD changes midway through the grant, the Sr. Administrator still must approve the distribution when a department account is included.
3. Verification of salary is especially important for retroactive salary distribution. In addition, once the salary is distributed appropriately, the RACE
Grants Administrator must update their offline tools: Other Support documents, effort tables. 


