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Overview 

The GMAS Cost Sharing form is used to document cost sharing over the life of an award for which Cost Sharing is 
proposed or committed.  The Cost Sharing Form is generated in GMAS when the response to the question “Does this 
request include any Cost Sharing?” is set to “Yes” as part of the proposal process.  A “Yes” response to this question 
also generates the GMAS Cost Sharing Approval.  Once the proposal has been locked and routed, cost sharing is 
approved as part of the overall proposal review and approval process.   If changes need to be made to cost sharing 
after lock & route, a new cost sharing form is generated via the GMAS Cost Sharing Request, and the cost sharing 
approval status is reset.  During the award lifecycle certain actions will generate a request to the department 
administrator to review the cost sharing form and determine if updates are needed or not. 
 
This job aid focuses on the review of the cost share commitment by the Department/Local Level Managing Unit upon 
receipt of a request generated by GMAS or by the Central Administrator.   

Roles & Responsibilities 

Department/Local Level Managing Unit – Responsible for reviewing the cost sharing form upon request, and 

determining if the current cost sharing form is up to date and accurate, or if the form should be updated.  If any 

changes are needed, the Department/local level managing unit will complete a cost sharing request.  For purposes of 

this document, “Department Administrator” will be used to describe this role. 

GMAS Instructions 

Initiating the Cost Sharing Review 

The initiation of a review of the cost sharing form can be triggered by any of three events, which set the Cost sharing 

approval status to “Needs Review”: 

1. First Notice of related Initial or Competing Renewal is logged in GMAS 

2. Central Administrator flagged the cost sharing form for review 

3. Cost Sharing question on a Continuation or Supplement request is answered “Yes” 

When any of these occur, GMAS sends an email notification to the Department Administrator with a link to the cost 

sharing approval, requesting that cost sharing be reviewed.   

 

 

 

 



Reviewing Cost Sharing by Department Administrator 
Last Updated: 04/21/2020 

GMAS Release: Scheduled for 04/24/2020 

 

 

 
2 

 

It is important to understand the three cost sharing approval statuses, and how they move from status to status: 

Table 1 

Status Definition Generated by Updates To Updated By 

Needed The cost sharing 

form needs to be 

completed and 

approved 

• Responding “Yes” to 

the cost sharing 

question on the 

segment for the first 

time in an 

Initial/Renewal 

proposal, continuation, 

supplement, or 

segment revision 

• Cost Sharing request is 

created 

Done Proposal or request is authorized 

or submitted to sponsor 

Done The cost sharing 

form has been 

completed & 

approved 

• Associated request to 

the form moves to 

authorized or 

submitted to sponsor 

• Current version of form 

is marked as 

“confirmed” by the 

department 

administrator 

Needed Cost Sharing request is created 

Needs 

Review 

• First notice associated to 

Initial/Renewal is logged 

• Cost Sharing question on 

continuation or supplement 

is answered “Yes” 

• Central Administrator flags 

the approval for review 

Needs 

Review 

The cost sharing 

form needs to be 

reviewed by the 

Department 

Administrator to 

• First notice associated 

to Initial/Renewal is 

logged 

• Cost Sharing question 

on continuation or 

Done • Current version of form is 

marked as “confirmed” by 

the department 

administrator 
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Status Definition Generated by Updates To Updated By 

confirm it is up to 

date or to update 

it 

supplement is 

answered “Yes” 

• Central Administrator 

flags the approval for 

review 

Needed • Cost Sharing request is 

created 

 

 

Responding to a Request to Review Cost Sharing 

Upon receipt of the GMAS generated email notification requesting that the Cost Sharing form be reviewed, the 

Department Administrator will click on the link in the email.  The Cost Sharing Approval screen is opened, displaying 

the current cost sharing information. 

Reviewing the Cost Sharing Approval 

The following fields are displayed on the cost sharing approval with links to details as described below to support the 

Department Administrator’s review of the current Cost Sharing commitment.   

1. Status: Displays the current status of the cost sharing approval. In this instance, the status will be “Needs 

Review” (unless another Department Administrator on the project has completed the review already) 

2. Status updated on:  Identifies the date the approval was set to its current status 

3. Status updated by: Identifies that action that set the status, for example: “Notice Logged”  

4. All budget periods are displayed based on those created in the proposal.  If more than five budget periods are 

included on the proposal, click on the right arrow to view additional budget periods. 

Figure 1 

 

 

The following information will be displayed based on the source(s) of cost sharing identified in the cost sharing form. 
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University/School Contributions 

1. For Non-companion accounts, the components of the account string displayed are based on input of the 

Department Administrator in the current cost share form. 

2. For Companion accounts, the account to which the companion account is related is displayed and is a link to the 

account details.  The non-sponsored fund entered by the department administrator is displayed. 

Figure 2 

 

 

Sponsored Contributions 

1. The Sponsored project Fund ID or Project ID is a link to the project providing the funds for cost sharing. Note:  If 

the related project is in an org to which the department administrator does not have security to view, the Fund or 

Project ID will be displayed, but will not function as a link to the project. 

2. If the Sponsored project Fund or Project ID was unknown at proposal submission, TBD will be displayed. 

a. The related Fund or Project ID should be added at award or as soon as the identity is determined 

Figure 3 
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Subrecipient Committed Cost Sharing 

1. The subagreement # displayed is a link to that subagreement. 

Figure 4 

 

In-kind Cost Sharing 

1. The source of the in-kind contributions and the description of the goods or services provided should be listed 

here. 

2. Dollar values entered must represent the fair market value of the goods or services provided. 

Figure 5 

 

Other Cost Sharing 

For any other proposed cost sharing commitments not included in the categories above, the source, dollar amount 

per budget period, and description of these “other” cost sharing commitments are displayed.  Any amounts entered 

in this section should be reviewed with school or central office administrators to confirm that they are not more 

properly classified as one of the cost sharing sources defined above. 

Figure 6 
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Cost Sharing Document Repository 

The cost sharing document repository may be accessed from the View Cost Sharing Form screen, the Cost sharing 

approval and the Cost Sharing request 

1. Documents: click to view all uploaded documents 

2. Upload: Click to upload additional documents 

Figure 7 

 

Refer to Appendix A in the University Cost Sharing Procedures to identify what types of documentation should be 

uploaded at each phase of the project life cycle in support of the cost sharing commitment. 

All Form Versions  

This panel displays a listing of all prior versions of cost sharing forms associated with the segment. 

1. Total number of forms associated with the segment 

2. Link to the form that identifies the request to which the form is associated 

3. Date the cost sharing form was generated 

4. Total dollar amount of the committed cost sharing per the form 

Figure 8 

 

Actions from the Cost Sharing Approval after Department Administrator Review 

1. After reviewing committed cost sharing in the cost sharing approval, the department administrator will select 

“Actions” at the top of the Approval screen, and will choose the appropriate action from the drop-down menu.  

2. If the current form is up to date, select “Confirm current version of form”.  The status of the approval will be 

updated to “Done” 

3. If updates should be made, select “Create new version of the form”.  The status of the approval will be updated 

to “Needed” and the homepage of a new cost sharing request will be displayed.  When this new cost sharing 

request is generated, a new version of the cost sharing form will be created with all data fields pre-populated 

with values in the current cost sharing form.  The department administrator may then update as needed.  See 

“Creating a cost sharing request” job aid for instructions if needed. 

https://osp.finance.harvard.edu/files/osp/files/cost_sharing_procedure_guide_april_2020.pdf
https://gmas.fss.harvard.edu/completing-cost-sharing-request
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Figure 9 

 

Other Resources 

Below are links to other documents related to Cost Sharing at Harvard University 

Cost Sharing Policy 

University Cost Sharing Procedures 

Cost Sharing FAQ 

Job Aids 

Completing the Cost Sharing Form at Proposal 

Completing a Cost Sharing Request 

Reviewing Cost Sharing – Central Administrator 

 

 

https://osp.finance.harvard.edu/cost-sharing-policy
https://osp.finance.harvard.edu/cost-sharing-policy
https://osp.finance.harvard.edu/files/osp/files/cost_sharing_procedure_guide_april_2020.pdf
https://osp.finance.harvard.edu/files/osp/files/cost_sharing_faqs_april_2020.pdf
https://gmas.fss.harvard.edu/completing-cost-sharing-form-proposal
https://gmas.fss.harvard.edu/completing-cost-sharing-request
https://gmas.fss.harvard.edu/reviewing-cost-sharing-central-administrator
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