


GRANT POLICIES & PROCEDURES 

for

Externally Funded Sponsored Program Grants
Sponsored program grants may come from public and private funding sources. These grants support university investigator initiated research, teaching, training and/or service projects. Support for these initiatives are critical for the creation, growth and development of the institution. They also support student/faculty research and scholarship and provide valuable learning opportunities for the University community.  

Grants.gov and the Web pages of individual federal agencies contain a wealth of information about potential grants, including how to register to be notified of upcoming grant initiatives. By far, the majority of federal grant applications must be submitted electronically through Grants.gov. Once the application is validated by Grants.gov, it must be accepted and processed through the individual agency’s electronic system. Faculty should contact the Office of Sponsored Programs (OSP) to be registered in Grants.gov and other federal electronic systems.

Private sponsors’ websites and are valuable resources for identifying non-federal funding sources. 
The Office of Sponsored Programs (OSP) was established in the Office of the Provost and Vice President for Academic Affairs to assist investigators in obtaining and managing externally funded grants. The Provost has delegated oversight of the OSP to the Associate Dean of Graduate Studies (ADGS). As such, the ADGS serves as the Authorized Organizational Representative (AOR) for all sponsored program grants.  The associate dean must sign off on all sponsored program grants (private and public), confirming Marymount’s commitment to the activities described in the grant.

 The following policies and procedures provide guidance on the various steps in the life cycle of a sponsored program. Grant applications are prepared in the name of Marymount University. They must reflect the mission of Marymount, and be consistent with its policies. 

1.  Pre-Award Procedures
There are three phases to the pre-award process: 
A) Informal discussion of a grant topic with the Director, OSP for advice on potential public or private grant sources and on ways to shape the topic for greatest appeal in the current funding world. Potential investigators are encouraged to complete the Grant Concept Summary Form, available on the university portal, as an early guide to organizing and sharing grant funding ideas with your supervisors, colleagues,  and OSP.
 B) Completion of a formal ‘Request to Pursue a Grant’ application once a grant agency (or potential agencies) have been identified and the grant idea is fairly well formulated. This form is on the portal. The specific timing of the completion of this form will vary based on the complexity of the grant. Talk with the Director, OSP for guidance; and 
C) Build a definitive technical proposal with budget, receive all internal approvals as required, and work with OSP to submit all documents required of the grant agency.
Each phase is briefly described below.
A. Informal Discussions: This is an early planning step that is not required but is highly recommended. The Director, OSP is familiar with a wide variety of grant agencies and can provide valuable advice on how and where to search for funding support for the project as well as advice on the scope and nature of projects most likely to be identified in grant solicitations. There are also many newly adopted federal regulations that those pursuing funding should be aware of early so they can be alert for them as they seek funding sources. Potential investigators are also encouraged to talk with colleagues, supervisors, and interdisciplinary groups with similar interests to help identify key issues and themes, identify internal expertise they may call upon as well as resources they should consider.
B. Permission to pursue a grant: identifying overall project theme, design, and funding:  An investigator who has identified a specific topic and a grant solicitation they would like to pursue, and is ready to build a full proposal should complete the ‘Permission to Pursue a Grant’ summary form. This form is on the portal. The purpose of this step is to assess the viability of the project prior to the investigator putting too much work into preparing a definitive proposal. The investigator conceptualizes the project, identifies a grant agency, highlights facilitators and barriers to success, and provides a brief summary of deadlines, budget, and impact of the project. This initial overview is discussed with the Dean or division head and the Director of the OSP who then completes an assessment form that guides the recommendation to pursue or not pursue the grant as presented. Projects that will require more than minimum support from other campus departments or organizations must include input from those departments to assure the department can provide the requested support.

Any likely co-investigators should be identified. Most grants allow (and even encourage) co-investigators.).   
C. Developing the Proposal
C.1 The technical Proposal

For most grants, only one individual can be designated Principal Investigator (PI). The Principal Investigator is responsible for writing the proposal; however, the OSP will secure the appropriate application forms, either paper or electronic, and will review the technical proposal for compliance with University policy and sponsor’s guidelines and provide technical editorial assistance. Early collaboration with the OSP is important. OSP and/or the Office of Planning and Institutional Effectiveness can assist with the development of an evaluation plan. Well-defined evaluation/assessment plans are critical components of all federal and most private grant applications.  
C.2. the Budget or Financial Plan – The OSP will work with the PI and sponsor’s grants officer(s) to ensure that the financial plan is adequate to support the successful completion of the proposed project; that all costs are allowable and consistent with University and sponsor policies; that institutional contributions are coordinated with the appropriate offices; that applicable fringe benefit rates and F & A (indirect cost rate) are correctly calculated and applied (See Appendix). OSP will also prepare the budget justification or the budget narrative as required.
C.2.1 Treatment of Direct Costs, Indirect Costs, and Cost-Sharing 

All programs, including sponsored programs, incur two kinds of costs, direct and indirect.  Unexpected and unbudgeted expenses, meritorious though they may be, strain the University’s operating budget and often place unnecessary stress on other institutional activities. For this reason it is important for those individuals and offices involved in grant-related activities to understand the nature of direct and indirect costs and to use this information to inform decisions regarding cost-sharing and in-kind contributions on public and private grants. The final approval of cost-sharing arrangements is reserved for the Provost and Vice President for Academic Affairs in conjunction with the Vice President for Financial Affairs. 

C.2.1.1 Direct Cost

Direct costs are those expenses that can be allocated to a given project or activity with a reasonable degree of accuracy.  Some examples of direct costs are
· Salaries and wages of individuals directly working on the project 

· Fringe benefits directly associated with the salaries and wages paid to these individuals for work on the project

· Supplies purchased for use on the project

· Travel expenses associated with a trip to benefit the project

· Postage, courier or delivery service fees that are directly project-related 

· Equipment purchased to benefit a specific project activity

· Maintenance agreements purchased to protect the equipment used for project activity

1)  Direct Costs Attributable To More Than One Grant or Activity
In instances where an expense can be attributed to more than one project or activity with a high degree of certainty, the expense should be allocated to those projects or activities in proportion to the benefit or use that accrues to each project or activity. 

2)  Allowable Direct Costs
Before incurring direct costs on any grant, the Principal Investigator should be confident that the cost is allowable by the sponsor. For example, some sponsors restrict the use of grant funds for certain expenses that may be permissible by University standards.  Federal grant have specific rules about allowable expenses that are part of Uniform Guidance regulations. See appendix for more detailed information about allowable and unallowable costs. 
Notice of Grant Award or letters of award, as well as sponsor guidelines, may contain additional cost restrictions. These documents should be kept and carefully examined before any doubtful costs are incurred.

Questions concerning restrictions on the use of grant funds should be directed to the OSP. 

3)  Unallowable Direct Costs
Unallowable costs charged to grants and reflected in financial and/or audit reports may result in adverse audit findings, disallowance and reimbursement from institutional funds.  Repeated offenses of this nature on federal grants can result in the institution being identified as a high-risk grantee. This classification must be acknowledged when applying for future grants or serving as a sub-contractor/sub-grantee to another institution’s federally funded project.  Awards to high risk institutions are subject to rigorous additional oversight procedures. 

The Cost Principles for Academic Institutions address the subject of allowable and unallowable costs on federal grants in detail and are contained in Uniform Guidance Regulations. The Appendix provides a general summary of allowable and unallowable costs.
4) Cost-Sharing Direct Costs

Cost-sharing can mean “In-Kind Contribution” as well as “Institutional Support.” The important thing to remember about cost-sharing is that it has the potential to disproportionately impact shared expenses on the University and thus should be carefully evaluated before a commitment is made.
C.2.2 Indirect Costs, Overhead, Facilities and Administration (F&A Costs)  
These terms are used interchangeably. Non-federal organizations usually use the terms overhead or indirect costs while the federal government uses the term facilities and administration (F&A) costs. Such terms describe expenses that benefit more than one activity or project of the University and cannot be allocated to any one of them with precision. Examples of common indirect costs relating to facilities are:
· Space

· Heating, air conditioning and electrical service (unless rooms/buildings are individually metered)
· Cost of building, repairing, maintaining parking lots, and roadways on campus

Examples of indirect costs relating to administration are:
· Administrative offices that serve the whole University such as Financial Affairs, including Payroll, Purchasing, Accounting offices

· Computing Center/Information Technology

C.2.2.1 Recovering Indirect Costs through a Negotiated Rate

The federal government allows colleges and universities to recover indirect costs through the negotiation of an F&A rate. This rate is determined by completing a complex proposal using specific formulae for the treatment of certain direct and F&A expenses. This rate is then applied on the basis of Modified Total Direct Cost (MTDC) formula to recover overhead costs incurred on all federal grants, except those where the recovery is limited by federal statute such as training grants that are often limited to 8% recovery rate.

The Office of Financial Affairs is responsible for preparing the proposal and negotiating the F&A rate for Marymount University with the Office of Cost Allocation, Department of Health and Human Services.  Prior to December 2015, the F&A rate for Marymount University was 40% of Salaries and Wages.   Beginning December 15, 2015, the indirect rate is 49% of modified Total Direct Costs (MTDC). 
C.2.2.2 Calculating Indirect Cost (F&A) Recovery on Individual Grants 
Marymount’s rate is based on the Modified Total Direct Cost (MTDC) of 49% for projects being done on-campus; and 25.3% for off-campus projects (i.e., projects not using campus facilities). The MTDC base is the total of all expenses on the grant budget except rent, capital equipment, patient/participant costs, tuition, and amounts in excess of the first $25,000 of cost on sub-agreements. Institutions that have negotiated F&A rates based on MTDC will subtract the cost of these items from the total direct cost and multiply the balance by the approved rate.  

C.2.2.3 Restrictions on Indirect Cost (F&A) Recovery

Even though the federal government has established a formal method for recovering indirect cost (F&A), the Congress has limited many federal grant initiatives to less than full recovery and some public and private sponsors prohibit even modest recovery.  It is important to review a potential sponsor’s policy on indirect cost (F&A) recovery when considering applying for grant support. 
C.2.2.4 Cost-Sharing Indirect (F&A) Costs

Indirect or F&A costs are just as real as direct costs. Because these costs are “pooled” and spread across activities throughout the institution and cannot be allocated to any one activity or program with precision, the impact of absorbing some of these costs is not as easily discernible as the impact of cost-sharing direct costs. In rare instances and for good reasons, the University may agree to accept less than the negotiated rate of F&A recovery on a particular grant. The Provost and Vice President for Academic Affairs and the Vice President for Finance must approve cost-sharing the indirect cost recovery. The OSP is available to assist in interpreting the implications of cost-sharing on a project and to make the appropriate calculations.  

C.3 Matching Grants with Grants

Under some circumstances, the proceeds from one grant may be used to “match” funds from another grant. This practice is not unusual and can be of considerable benefit to grant-supported projects. It enables and even fosters partnerships among academic, government and charitable institutions. It also leverages the amount of the original grant significantly. Several key factors have to be evaluated when matching grants. It is important to remember that under no circumstances can one federal grant be used to “match” another federal grant. Matching funds must be tracked just as grant funds are. The Office of Financial Affairs must be consulted for guidance on documenting these expenses.

C.4 In-Kind Contributions

“In-kind” contributions are dedicated goods or services that can be accurately valued and budgeted but for which no grant funds are requested. 

The important thing to remember is that “in-kind contributions,” like matching funds, must be tracked as though they were paid out of grant funds. The Office of Financial Affairs must be consulted for guidance on documenting “in-kind” contributions.

D. Ensuring Compliance with Institutional and Sponsor Oversight Committees & Standards 
D.1 Human Subjects

Projects involving human subjects must comply with the University’s policies regarding the treatment of human subjects as written and interpreted by the Institutional Review Board (IRB).  Principal Investigators are cautioned to allow the IRB sufficient time to complete a review of the proposed protocol. Early contact with the IRB is encouraged. The IRB website can be accessed by visiting the Institutional Review Board page on Marymount’s website. 
D.2 Animal Care and Use
Protocols for projects involving research using warm-blooded animals and protocols for projects sponsored by NIH involving any animal (warm or cold blooded) must be approved under the Department of Agriculture’s rules for the care and use of laboratory animals. The OSP should be contacted if the grant project involves animals.
D.3 Financial Conflict of Interest
All federal grants (and most private grants) require investigators to certify no financial conflict of interest that could bias the study. U.S. Public Health Service grants require completion of a specific certification form prior to submitting the application attesting to their knowledge of and intention to comply with 42 CFR Sec. 50. 601-607, Responsibility of Applicants for Promoting Objectivity in Research for which PHS Funding Is Sought. This section of the CFR establishes standards to ensure there is no reasonable expectation that the design, conduct, or reporting of research funded under PHS grants or cooperative agreements will be biased by any conflicting financial interest of an investigator. In the event a financial conflict of interest occurs during the course of the grant period, the PI is responsible for reporting the conflict to the Provost and the AOR in writing so that the awarding federal agency can be notified appropriately.  
The National Science Foundation also requires investigators to complete a conflict of interest form before submitting a grant application to that agency (See Appendix).

A copy of the Financial Conflict of Interest Policies and the required forms are included at the end of this document. 
E. Preparing Representations and Certifications and other Supplementary Documentation 
All federal granting agencies and some non-federal agencies require certification by an authorized organizational representative (AOR) of compliance with various Executive Orders, government policies, laws and/or regulations. OSP will ensure that Representations and Certifications are in order and that all supplementary documentation is provided according to the sponsor’s guidelines. Examples of commonly requested supplementary documentation include letters from the IRS granting the University tax-exempt status; summary of current and pending support for principal investigator and co-investigators; bio-sketches or curricula vitae in the format required by the sponsor; letters of endorsement. OSP will assist investigators in meeting requirements for these documents.  
F. Approving and Signing the Final Proposal

F.1. The technical proposal and financial plan (budget and budget justification) will be routed, using the form included at the end of this document, to the following offices before the proposal is submitted to the sponsor. 

· Principal Investigator  
· Department chair          
· Dean                                        

· AOR (authorized organizational representative)
· Others as indicated below
F.2. Signature of Authorized Organizational Representative for grant applications is vested in the President who delegates to the Provost and Vice President for Academic Affairs. The Provost delegates to the Associate Dean of Graduate Studies:
· AOR can approve and submit a grant proposal without further administrative approval for amounts up to $25,000 provided our full indirect costs are budgeted.

· The Provost/VP of Academic Affairs and the VP for Finance must both sign off for amounts between $25,000 and $250,000. 

· The Provost/VP of Academic Affairs, the VP for Finance, and the University President must sign off on grants over $250,000.

Copies of proposals and award letters for faculty-initiated grants are provided to the Development Office and to Financial Affairs by OSP. 

G. Application Submission
G.1 Electronic submission Most grant applications are submitted electronically. The OSP is the point of contact for all federal grants and some non-federal grants as well.  OSP registers faculty members in the federal Grants.gov system, and other federal electronic systems such as the National Science Foundation (NSF) FastLane, and the NIH era Commons. No applications will be accepted through these systems unless the Principal Investigator and all other key personnel are registered in them. Faculty members planning to submit federal grant applications should contact OSP early so that registration can be completed in time to meet the deadline for the grant submission.

G.2 Paper Application Submission In the event that the sponsor requires grant applications be submitted in hard-copy format, the Principal Investigator’s academic department is responsible for ensuring that the application package is properly assembled with sufficient copies and transmitted to the sponsor in accordance with the sponsor’s guidelines and instructions by the deadline stipulated in the grant announcement. One copy of the completed proposal should be provided to Financial Affairs and one copy to OSP.

H. Negotiating the Award 
Questions concerning the budget, budget justification, or narrative may arise during the period when the proposal is under review by the sponsoring agency. The questions are usually referred to the Principal Investigator or the Authorized Organizational Representative. Responses must be coordinated with the OSP before a final reply is given to the sponsor. 

2.  Post Award

Grant Management/Grant Administration Procedures – Awards resulting from grant applications submitted through Marymount will be made to, administered by, and in the name of Marymount University.  A summary of the roles and responsibilities of the Principal Investigator, the Financial Affairs Office, and the Office of Sponsored Programs can be found at the end of this document.
A. Notice of Sponsor Action Notice of Grant Award
The Authorized Institutional Official and the Director, OSP will receive a Notice of Grant Award from the sponsor. The OSP will immediately notify the Principal Investigator, the Dean, and Financial Affairs that an award has been made. In the event an application is declined, notification will be provided to the Principal Investigator with instructions on how to retrieve reviewers’ comments. OSP will receive a copy of the notification only, but is available to assist with arranging a debriefing and/or obtaining copies of the reviewers’ comments as requested by the Principal Investigator.  
B. Effective grant management is a team effort and requires the cooperation of many diverse offices within the University. The following offices and/or individuals have major responsibilities for effectively managing externally funded programs:
B.1 The Principal Investigator (PI) is responsible for the overall quality and conduct of the funded project and must ensure that the work proceeds on schedule and within budget. When situations arise that have the potential to adversely impact the work, the financial plan and/or the timetable for completion, the Principal Investigator must notify the Dean and the OSP.  The OSP will work with the sponsor and institutional representatives to resolve the difficulties while keeping the Dean and the Principal Investigator informed of the progress and documenting the files accordingly. Some issues can be resolved by OSP without recourse to the sponsor’s grants office; however, a major change in the proposed scope of work is an example of an issue that must be addressed by the sponsor’s representatives. Other responsibilities of the Principal Investigator include
· Obtaining approval from the Institutional Review Board for protocols involving human subjects;
· Observing all applicable University policies, e.g. Conflict of Interest, Misconduct in Science, Patents, Copyrights, Rights in Data;
· Observing the terms and conditions of the Notice of Grant Award;
· Notifying OSP when there is a major change in the work scope or when key personnel are unable to continue or must be away from the project for 3 months or more;
· Ensuring that the work on the project is conducted substantially according to the work-statement in the proposal;
· Contacting OSP immediately upon becoming aware that the project cannot be completed on time so that an extension can be requested;
· Contacting OSP immediately upon determining that there will be a shortage of grant funds or a surplus of grant funds;
· Monitoring expenses and contacting Financial Affairs with discrepancies noted in the financial reporting or tracking of the grant funds;
· Coordinating rebudgeting with OSP; 
· Contacting OSP before incurring expenses not provided for in the budget;
· Ensuring that the expenses incurred for grant-related activity are allowable and allocable. Questions regarding the ability to allow and/or allocate should be discussed with OSP prior to incurring the expense.
· Preparing and submitting all technical reports required by the sponsor on time and in the format specified in the sponsor guidelines or Notice of Grant Award;
· Providing OSP with a copy of the technical report for inclusion in the official University file;  
· Approving invoices and financial reports as prepared by Financial Affairs;  
· Completing the effort certification forms as provided by Financial Affairs.
B.2 Financial Affairs will assign the grant a discrete account number in the accounting system, notify the Principal Investigator, Department and OSP of the number, and establish the budget for the account in accordance with the terms and conditions of the Notice of Grant Award. During the life of the grant, Financial Affairs has the following responsibilities:
· Establish the grant account in the University’s Accounting System;
· Establish procedures for pre-auditing and documenting expenses charged to the grant for compliance with the terms of the Award;

· Ensure the timely posting of expenses to the grant account;
· Ensure that funds are drawn according to sponsor instructions on a timely basis;
· Execute payment procedures in a timely manner;
· Keep Principal Investigator, Dean and Chair informed of any potential over-draft or unexpended balance;

· Prepare and submit financial reports in accordance with the terms and conditions of the Notice of Grant Award or Award Letter;
· Share financial reports with the Principal Investigator before presentation to the sponsor;
· Maintain the official financial file of grant activity;
· Monitor the University’s Effort Certification System, issue and collect the effort certification forms three times a year. A copy of the University’s Effort Certification System and Effort Certification form are included in the appendix to this document;  

· Close out the grant in accordance with sponsor guidelines and practices;
· Prepare the file for audit and respond to all audit inquiries;
· Maintain the records as required by GAAP;
· Ensure that the F&A rate is current and well documented;
· Ensure that the indirect or F&A cost associated with a grant expense is drawn down simultaneously with the associated direct costs and deposited to the designated F&A account. 
B.3 OSP is responsible for
· Establishing the University’s official correspondence file for the project to include
1) The proposal

2) Signed proposal transmittal form

3) Notice of Grant Award or Award Letter

4) Copies of internal and external correspondence;
· Exercising the expanded authorities for the University – These are a broad range of grant administration authorities delegated to universities by most federal-granting agencies;
· Preparing requests for sponsor approval of changes to the scope of work, personnel or additional funds as required by the Notice of Grant Award, Sponsor Guidelines or Letter of Award;
· Advising the Principal Investigator and others in the University community on sponsor and institutional policies concerning grants and seeking clarification from sponsor as required;
· Negotiating changes in the terms and conditions of the grant award as required;
· Drafting, negotiating, and administering sub-awards, personal services agreements, and collaborative agreements with other universities, institutions, and individuals;
· Providing liaison with faculty, other University offices, sponsors, and partner institutions on grant-related matters; 
· Assisting with identifying revenue sources to sustain the program beyond the grant period. 
B.4 The Principal Investigator’s Home Academic Department/School has a responsibility to assist the Principal Investigator in the administration of his/her grant. These responsibilities include but are not limited to 

· Prompt processing of grant activity paperwork including personnel documents and other forms to ensure appropriate, timely charges to the grant;

· Careful use of the grant budget number to capture all grant-related expenses using approved object codes; 

· Administrative support as may be required from time to time to carry out the work of the project; 

· Meeting the physical needs of the program regarding space, institutionally owned equipment, technical support and providing other services as described in the proposal and approved by the Dean.

B.5 Other Institutional Administrative Offices: Most of the administrative offices at the University will be involved from time to time in grant-related activity. They are responsible for assisting the University in effectively discharging its stewardship responsibilities. Good stewardship enhances the University’s ability to successfully compete for external funding, which, in turn, benefits the whole institution.  

Offices that are often called upon to support grant-funded activities include
· Enrollment management – to recruit students who are eligible for grant-supported scholarships
· Information technology – to ensure that the spaces to be used for grant activity are adequately equipped and that technology equipment ordered with grant funds is ordered, installed and serviced in a timely manner. 
· Planning and Institutional Effectiveness- for university assessment data applicable to the grant proposal and in assisting with assessment activities of the funded grant.
C. Close-out Procedures for Sponsored Grants

C.1 Definitions – Commonly defined phrases include the name and location of offices involved with the close-out process, fixed-price award, residual funds, etc.   

· Grant/Award – these terms are used interchangeably.

· Office of sponsored programs (OSP), formerly Grants Services Office – represents the University administration and has some pre- and post-award responsibilities, often including the shepherding of stewardship reports and facilitation between faculty and financial office. 

· Principal Investigator (PI) – The person, usually a faculty member, who was named as the primary researcher and/or contact on the award.

· Financial Affairs/Business Office – The University Business Office/Office of Financial Affairs – All financial reports should come from this office; however, the PI is responsible for monitoring and approving expenses charged to the grant and for reviewing and approving invoices and financial reports prepared by the business office.   

C.2 Establish a timetable – Start close-out procedures ninety days prior to the award’s end date, and assume that the school has ninety days following the award’s end date to complete reporting requirements. This timetable may vary according to the terms of the award. When variances occur, use the timeline included in the terms and conditions of the award.  

· Early notification and defining roles

1) Early reminders – reminders are sent to the PI from the business office at ninety, sixty, and thirty days before the award’s end date. These reminders detail what actions must occur in the next thirty days to successfully close the grant. Final technical report reminders are usually sent electronically from the sponsor. The timetable for both the financial and technical reports is included in the terms and conditions of the Notice of Grant Award.  

2) Extensions – The PI should notify the OSP at least 90 days prior to the end of the grant period if s/he needs an extension from the funding agency.  The PI, OSP, and a representative from the business office should meet early in the close-out process to discuss what needs to be done when and by whom.  

· Assessing expenditures

The PI should meet with the Business Office to examine the award’s general ledger for misfiled charges or items that should be charged to the grant but have not been.  

The PI must make note of expenses that still have to be charged to the account.  Such charges may include

1) Open encumbrances, purchase orders, etc.

2) Recurring charges – Salary and benefits that are automatically being charged to the grant 

· Personnel and tangibles

1) Grant funded personnel – If the grant supports salaries or wages, the PI should determine if the position(s) will be transferred to another account or will end with the expiration of the grant. The University payroll office should be notified of the date when the employee’s pay should cease or begin to be drawn from another account.  The employee should be notified in writing of any changes to his/her employment status prior to the end of the award period.

2) Equipment – Determine who owns equipment purchased with award funds.  If the University has ownership, the equipment should be inventoried.  A copy of the inventory record should be included in the award file for audit purposes.  

3) Inventions – Following the university’s intellectual property rights policy, the PI may need to file a statement with the University saying whether or not any inventions resulted from the award. The federal sponsor will require such a statement whether or not inventions have resulted from the project.
· Cost-Share – If the award called for cost-share, the University must document that the appropriate amount of cost-share was achieved.  Cost-share documents should be added to the report and/or award file. 

1) Subawardees – If the award has subawards, the subawardees should be notified that the award is ending. The subawardees should be given a deadline by which to make expenditures, pay invoices, and submit appropriate reports to the awardee.  The subawardees (and, indeed, the PIs) should be made aware of the University’s policy on paying invoices after the award’s end date.  

2) Establish a deadline by which all charges must be made to the award account.  The award account cannot be charged for expenditures incurred after this date.

3) Determine with the Business Office when the award account will become inactive. 
4) Prepare final financial reports, drawdowns, and/or invoices.  Be sure to claim any allowable indirect costs.  

5) Determine the disposition of unobligated balances in the account.   

6) Determine how invoices that come in after funds have been returned/redistributed are to be handled.  

· Reporting and record keeping

1) Submit all required reports and documents to the funding agency before the due date. The Principal Investigator prepares and submits the technical report. The Business Office prepares and submits the financial report.  In most instances, these do not have to be submitted simultaneously.  
2) Retain records for a minimum of three years or as specified in the Notice of Grant Award.  

++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++
Relevant Information:

Facilities and administrative rate (F&A is also referred to as overhead or indirect cost):  negotiated F&A rate is 49% Modified Total Direct Costs for on-campus projects and 25.3% for off-campus projects. See Section C.2.2.2 for more specifics
Fringe Benefits:  No employee fringe benefits are included in grant-funded compensation to employees paid by stipend, overload, or summer salary (remuneration in excess of the individual’s annual salary contract). The university paid portion of the cost of FICA and Medicare is included in the grant budget and paid out of the grant. The rate for 2015 is 7.65% of compensation (combines FICA and medicate).  The full employee fringe rate of 24.5% (2015 rate) is included in the grant budget if the grant is supporting a portion of the faculty member’s salary.
Federalwide Assurance Number (FWA#) issued by Office of Human Research Protection (OHRP), DHHS - Marymount University’s FWA# is 00019383 (expires 10/03/2017)
Institutional Review Board (IRB) identifier: The Institutional Review Board at Marymount University is registered with OHRP has been issued IRB Assurance # 00003907.  
DUNS #:   040554214

TAX ID:  54 0573801

*********************************************************************************************************************
	
	
	
	

	
	
	
	

	
	
	
	


MARYMOUNT UNIVERSITY

AUTHORIZATION TO SUBMIT PROPOSAL TO EXTERNAL FUNDING SOURCE

DATE:
PROJECT DIRECTOR: 

PROJECT TITLE:  

SCHOOL:  

DEADLINE DATE: 

SPONSOR:  

GRANT PERIOD: 

TOTAL PROJECT COST: 

The School can provide basic office equipment and administrative support/supplies.  Existing facilities are adequate to support this project. If you concur, please sign proposal authorization form and forward to next signee.    

SIGNATURES OF AUTHORIZATION

________________________


________________________

                    

Principal Investigator 


             Date

________________________


________________________

Department Chair 



Date________________________ 

_______________________

Dean of School




Date

________________________


_________________________

Provost & Vice Pres. Academic Affairs
Date

MARYMOUNT UNIVERSITY

EFFORT CERTIFICATION POLICY

Overview

The federal government, through the Office of Management and Budget (OMB) Circular Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance), requires effort certification on federally sponsored grants and cooperative agreements.  In order to be eligible to receive federal funding, colleges and universities must accurately and reasonably document the percent or level of effort of each staff person, student, and faculty member who dedicates effort to a federally funded project, whether or not that person receives any federally funded compensation.  

In addition to satisfying the federal mandate, the Effort reporting process provides a method of tracking cost sharing, thereby validating match commitments made by the University as required by funding sources.

To remain in compliance with this federal regulation, the University requires faculty to complete a Marymount University Effort Reporting Form. 

Implementing the Effort Reporting Policy

1. When a federal grant, contract or cooperative agreement award is made, the OSP will reconcile the percent or level of effort budgeted in the proposal to the actual effort funded in the award document and forward a copy of the Notice of Grant Award to the Business Office. The Business Office will notify the principal investigator, the OSP and the PI’s school office of the budget number assigned to the specific grant so that all grant-related expenses, including personnel expenses, approved in the proposal budget can be charged accurately and in a timely manner to the grant budget. Questions regarding the process of charging personnel expenses to the grant budget should be directed to the Payroll Office.

2. Three times a year the Business Office will prepare and distribute an effort certification form for each employee identified in the grant who will dedicate effort to the awarded project, whether or not compensation is paid from the grant. Distribution will be done according to the following schedule: 

a. Summer (May 1 – August 30), reports distributed by September 10. 

Completed reports must be returned to the Business Office by October 10.

b. Fall (September 1 – December 31), reports distributed by January 15.

Completed reports must be returned to the Business Office by February 15.

c. Spring (January 1 – April 30), reports distributed by May 10. Completed reports must be returned to the Business Office by June 10.  

3. The Principal Investigator is responsible for ensuring that the forms are completed, signed and returned to the Business Office by the dates indicated above. In addition, faculty effort certification forms must be signed by the chair, dean, or other designated member of the academic community who is in a position to certify to the accuracy of the report.   

4. Changes to the percentage of effort, including retroactive changes, must be reported to the Business Office immediately. All changes must be justified in writing.  

MARYMOUNT UNIVERSITY EFFORT CERTIFICATION FORM

NAME





   DEPARTMENT




EFFORT REPORT FOR THE PERIOD OF  







CHANGE TO PRIOR EFFORT REPORTING PERIOD?      (YES           (NO

IF YES, WHAT PERIOD?  









JUSTIFICATION____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PLEASE INDICATE BELOW THE DAYS or WEEKS or HOURS or MONTHS DEDICATED TO FEDERALLY FUNDED PROJECTS AND THE AMOUNT OF COMPENSATION PAID FOR THIS EFFORT DURING THE PERIOD FOR WHICH THE REPORT IS BEING SUBMITTED. 

Grant agency/award number ______________      ______ hours

Grant agency/award number ______________      ______ days

Non-sponsored research       

                    ______ weeks







       ______ months

Amount of compensation $___________

I certify that the information contained in this report is accurate. 

_____________________________                                   ________________________         

        

Principal Investigator’s Signature 

               Date

I certify that the information contained in this report and attested to above is accurate.

______________________________                                __________________________

Certifying Official                                           
               Date

Please return this completed form to the Business Office.  Please contact the Business Office with questions or to ask for assistance.

Objectivity in Research – Conflict of Interest 

National Science Foundation (NSF)

Faculty members applying for National Science Foundation grant funds are required to sign a form prior to submitting the application attesting to their knowledge of and intention to comply with 42 CFR Sec. 50. 601-607, Responsibility of Applicants for Promoting Objectivity in Research for which PHS [NSF] Funding Is Sought.  This section of the CFR establishes standards to ensure there is no reasonable expectation that the design, conduct, or reporting of research funded under PHS grants or cooperative agreements will be biased by any conflicting financial interest of an investigator. In the event a financial conflict of interest occurs during the course of the grant period, the principal investigator is responsible for reporting the conflict to the Provost in writing so that the awarding federal agency can be notified appropriately. See definitions at the end of this document manual. 

Statement of Compliance 

As an individual responsible for the design, conduct, or reporting of research funded by PHS or NSF, or proposed for such funding, I agree to comply with Title 42 of the Code of Federal Regulations Sec. 50. Parts 601-607 (42 CFR 601-607)  “Responsibility of Applicants for Promoting Objectivity in Research for Which PHS Funding Is Sought.”  If at any time during the period for which funding has been awarded, a conflict as defined in the CFR occurs, I will report the conflict immediately in writing to the Provost of the University.

____________________________________                 _____________________

Signature





      Date
Project Title 

Objectivity in Research – Conflict of Interest 

Public Health Service (PHS- NIH) Grants

Faculty members applying for U. S. Public Health Service grant funds are required to sign a form prior to submitting the application attesting to their knowledge of and intention to comply with 42 CFR Sec. 50. 601-607, Responsibility of Applicants for Promoting Objectivity in Research for which PHS Funding Is Sought.  This section of the CFR establishes standards to ensure there is no reasonable expectation that the design, conduct, or reporting of research funded under PHS grants or cooperative agreements will be biased by any conflicting financial interest of an investigator. In the event a financial conflict of interest occurs during the course of the grant period, the principal investigator is responsible for reporting the conflict to the Provost in writing so that the awarding federal agency can be notified appropriately. See definitions below.

Before participating in NIH/PHS-funded projects, all investigators must complete a tutorial concerning financial conflict of interest http://grants.nih.gov/grants/policy/coi/tutorial2011/fcoi.htm. Upon completion of the tutorial, each investigator should print out a Certificate of Completion and forward it to the OSP.  Investigators must not participate in NIH/PHS funded projects until the tutorial has been completed and the Certificate of Completion has been sent to OSP.

Statement of Compliance 

As an individual responsible for the design, conduct, or reporting of research funded by PHS, or proposed for such funding, I agree to comply with Title 42 of the Code of Federal Regulations Sec. 50. Parts 601-607 (42 CFR 601-607)  “Responsibility of Applicants for Promoting Objectivity in Research for Which PHS Funding Is Sought.”  If at any time during the period for which PHS funding has been awarded, a conflict as defined in the CFR occurs, I will report the conflict immediately in writing to the Provost of the University.

______________________                                                  ______________
Signature






Date
Project Title 

§ 50.603   Definitions.

As used in this subpart:

Disclosure of significant financial interests means an Investigator's disclosure of significant financial interests to an Institution.

Financial conflict of interest (FCOI) means a significant financial interest that could directly and significantly affect the design, conduct, or reporting of PHS-funded research.

FCOI report means an Institution's report of a financial conflict of interest to a PHS Awarding Component.

Financial interest means anything of monetary value, whether or not the value is readily ascertainable.

HHS means the United States Department of Health and Human Services, and any components of the Department to which the authority involved may be delegated.

Institution means any domestic or foreign, public or private, entity or organization (excluding a federal agency) that is applying for, or that receives, PHS research funding.

Institutional responsibilities means an Investigator's professional responsibilities on behalf of the Institution, and as defined by the Institution in its policy on financial conflicts of interest, which may include, for example, activities such as research, research consultation, teaching, professional practice, institutional committee memberships, and service on panels such as Institutional Review Boards or Data and Safety Monitoring Boards.

Investigator means the project director or principal Investigator and any other person, regardless of title or position, who is responsible for the design, conduct, or reporting of research funded by the PHS, or proposed for such funding, which may include, for example, collaborators or consultants.

Manage means taking action to address a financial conflict of interest, which can include reducing or eliminating the financial conflict of interest, to ensure, to the extent possible, that the design, conduct, and reporting of research will be free from bias.

PD/PI means a project director or principal Investigator of a PHS-funded research project; the PD/PI is included in the definitions of senior/key personnel and Investigator under this subpart.

PHS means the Public Health Service of the U.S. Department of Health and Human Services, and any components of the PHS to which the authority involved may be delegated, including the National Institutes of Health (NIH).

PHS Awarding Component means the organizational unit of the PHS that funds the research that is subject to this subpart.

Public Health Service Act or PHS Act means the statute codified at 42 U.S.C. 201 et seq. 
Research means a systematic investigation, study or experiment designed to develop or contribute to generalizable knowledge relating broadly to public health, including behavioral and social-sciences research. The term encompasses basic and applied research (e.g., a published article, book or book chapter) and product development (e.g., a diagnostic test or drug). As used in this subpart, the term includes any such activity for which research funding is available from a PHS Awarding Component through a grant or cooperative agreement, whether authorized under the PHS Act or other statutory authority, such as a research grant, career development award, center grant, individual fellowship award, infrastructure award, institutional training grant, program project, or research resources award.

Senior/key personnel means the PD/PI and any other person identified as senior/key personnel by the Institution in the grant application, progress report, or any other report submitted to the PHS by the Institution under this subpart.

Significant financial interest means:

1) A financial interest consisting of one or more of the following interests of the Investigator (and those of the Investigator's spouse and dependent children) that reasonably appears to be related to the Investigator's institutional responsibilities:

a. With regard to any publicly traded entity, a significant financial interest exists if the value of any remuneration received from the entity in the twelve months preceding the disclosure and the value of any equity interest in the entity as of the date of disclosure, when aggregated, exceeds $5,000. For purposes of this definition, remuneration includes salary and any payment for services not otherwise identified as salary (e.g., consulting fees, honoraria, paid authorship); equity interest includes any stock, stock option, or other ownership interest, as determined through reference to public prices or other reasonable measures of fair market value;

b. With regard to any non-publicly traded entity, a significant financial interest exists if the value of any remuneration received from the entity in the twelve months preceding the disclosure, when aggregated, exceeds $5,000, or when the Investigator (or the Investigator's spouse or dependent children) holds any equity interest (e.g., stock, stock option, or other ownership interest); or

c. Intellectual property rights and interests (e.g., patents, copyrights), upon receipt of income related to such rights and interests.

2) Investigators also must disclose the occurrence of any reimbursed or sponsored travel ( i.e., that which is paid on behalf of the Investigator and not reimbursed to the Investigator so that the exact monetary value may not be readily available), related to their institutional responsibilities; provided, however, that this disclosure requirement does not apply to travel that is reimbursed or sponsored by a federal, state, or local government agency, an Institution of higher education as defined at 20 U.S.C. 1001(a), an academic teaching hospital, a medical center, or a research institute that is affiliated with an Institution of higher education. The Institution's FCOI policy will specify the details of this disclosure, which will include, at a minimum, the purpose of the trip, the identity of the sponsor/organizer, the destination, and the duration. In accordance with the Institution's FCOI policy, the institutional official(s) will determine if further information is needed, including a determination or disclosure of monetary value, in order to determine whether the travel constitutes an FCOI with the PHS-funded research.

3) The term significant financial interest does not include the following types of financial interests: salary, royalties, or other remuneration paid by the Institution to the Investigator if the Investigator is currently employed or otherwise appointed by the Institution, including intellectual property rights assigned to the Institution and agreements to share in royalties related to such rights; any ownership interest in the Institution held by the Investigator, if the Institution is a commercial or for-profit organization; income from investment vehicles, such as mutual funds and retirement accounts, as long as the Investigator does not directly control the investment decisions made in these vehicles; income from seminars, lectures, or teaching engagements sponsored by a federal, state, or local government agency, an Institution of higher education as defined at 20 U.S.C. 1001(a), an academic teaching hospital, a medical center, or a research institute that is affiliated with an Institution of higher education; or income from service on advisory committees or review panels for a federal, state, or local government agency, an Institution of higher education as defined at 20 U.S.C. 1001(a), an academic teaching hospital, a medical center, or a research institute that is affiliated with an Institution of higher education.

Small Business Innovation Research (SBIR) Program means the extramural research program for small businesses that is established by the Awarding Components of the Public Health Service and certain other federal agencies under Public Law 97–219, the Small Business Innovation Development Act, as amended. For purposes of this subpart, the term SBIR Program also includes the Small Business Technology Transfer (STTR) Program, which was established by Public Law 102–564.

4) Any FCOI report required under paragraphs (b)(1) or (b)(2) of this section shall include sufficient information to enable the PHS Awarding Component to understand the nature and extent of the financial conflict, and to assess the appropriateness of the Institution's management plan. Elements of the FCOI report shall include, but are not necessarily limited to the following:

a. Project number;

b. PD/PI or Contact PD/PI if a multiple PD/PI model is used;

c. Name of the Investigator with the financial conflict of interest;

d. Name of the entity with which the Investigator has a financial conflict of interest;

e. Nature of the financial interest (e.g., equity, consulting fee, travel reimbursement, honorarium);

f. Value of the financial interest (dollar ranges are permissible: $0–$4,999; $5,000–$9,999; $10,000–$19,999; amounts between $20,000–$100,000 by increments of $20,000; amounts above $100,000 by increments of $50,000), or a statement that the interest is one whose value cannot be readily determined through reference to public prices or other reasonable measures of fair market value;

g. A description of how the financial interest relates to the PHS-funded research and the basis for the Institution's determination that the financial interest conflicts with such research; and

h. A description of the key elements of the Institution's management plan, including:

i. Role and principal duties of the conflicted Investigator in the research project;

ii. Conditions of the management plan;

iii. How the management plan is designed to safeguard objectivity in the research project;

iv. Confirmation of the Investigator's agreement to the management plan;

v. How the management plan will be monitored to ensure Investigator compliance; and

vi. Other information as needed.

5) For any financial conflict of interest previously reported by the Institution with regard to an ongoing PHS-funded research project, the Institution shall provide to the PHS Awarding Component an annual FCOI report that addresses the status of the financial conflict of interest and any changes to the management plan for the duration of the PHS-funded research project. The annual FCOI report shall specify whether the financial conflict is still being managed or explain why the financial conflict of interest no longer exists. The Institution shall provide annual FCOI reports to the PHS Awarding Component for the duration of the project period (including extensions with or without funds) in the time and manner specified by the PHS Awarding Component.

6) In addition to the types of financial conflicts of interest as defined in this subpart that must be reported pursuant to this section, an Institution may require the reporting of other financial conflicts of interest in its policy on financial conflicts of interest, as the Institution deems appropriate.

	
	
	
	


Summary of Roles & Responsibilities in Applying for and Administering Externally Funded Grants

In the grant application (or pre-award) process, the Principal Investigator is responsible for

1.  reviewing sponsor funding solicitations including priorities, deadlines, submission requirements, budgetary limitations.

2.  obtaining department approval for grant application

3.  ensuring that the project is consistent with University mission and goals.

3.  securing approval for course release, cost sharing and/or matching commitments to be   provided by the University

4.  ensuring that human subjects research protocols have been approved by the Institutional Review Board before projects involving human subjects are begun

5.  drafting the proposal narrative

6.  working with OSP to develop the budget and budget narrative

7.  working with appropriate offices on campus when special services, e.g. student recruitment, special technology support, etc. are required to complete the grant project.  

8.  working with OSP to ensure that application is complete in time for submission according to  sponsor deadlines 

9.   obtaining letters of endorsement/commitment as required by the grant application guidelines

10. obtaining the work statements and budgets for sub-awards

In the grant application (or pre-award) process, the Office of Sponsored Programs is responsible for

1.   identifying and disseminating potential funding sources and opportunities

2.   reviewing sponsor funding solicitations including priorities, deadlines, submission requirements, budgetary limitations and other relevant issues

3.   maintaining Marymount access to various electronic grant application systems such as Grants.gov, NSF Fastlane

4.   registering faculty members in electronic grant application systems

5.   in case of multiple potential principal investigators for the same grant opportunity, ensuring institutional resolution of the conflict

6.   working with principal investigator to draft the narrative, budget and budget narrative

7.   reviewing and editing proposal components

8.   facilitating communications, meetings, between sponsor representatives and PI’s

9..  assisting with grant application submissions

10.  preparing paperwork for subawards

11.  ensuring that disclosure forms are executed as required, e.g. conflict of interest forms NIH, NSF

12.  reviewing and approving proposal package

13.  obtaining Authorized Organizational Representative (AOR) approval on the proposal authorization form

14.  submitting application to sponsor 

In the post application (or post-award) process, the Principal Investigator is responsible for

1.  reviewing the terms and conditions of the award with the OSP and the Business Office and agreeing to abide by them

2.   executing the project in accordance with the scope of work and budget approved in the Notice of Grant Award

3.   managing the project budget, authorizing expenses (assisted by the Business Office)

4.   working with the the Business Office to ensure that expenses charged to grant budget are allowable and allocable

5.   providing oversight of sub-award recipients to ensure compliance with terms and conditions of sub-award agreement

6.   completing effort certification forms in a timely manner

7.   monitoring grant funds and resolving discrepancies and overdrafts

8.   reviewing and approving invoices from vendors and sub-grantees

9.   preparing and submitting interim and final technical reports on time

10.   initiating requests for re-budgeting, cost transfers, extensions, other special requests

11.  reviewing and approving all third party agreements and subsequent amendments

12.  retaining project data, materials and outcomes as required by sponsor

13.  submitting IRB protocols and maintaining IRB approval throughout project

14.  working with Business Office and OSP to close out the grant

In the post application (or post-award) process, the OSP is responsible for

1.   reviewing and approving award terms and conditions and negotiating terms as needed with sponsor representative

2.   reviewing finalized terms and conditions of award with PI and Business Office

3.   obtaining discrete GL # from the Business Office for grant project 

4.   notifying PI and school administrators of the GL# for the grant award

5.   working with PI and Business Office to ensure that all expenses charged to grants are allowable and allocable

6.   working with Business Office to ensure that indirect cost (F&A) is recovered in accordance with negotiated rate agreement and institutional policies

7.   working with Business Office to provide grant administration training for staff and faculty regarding sponsored agreements

8.    working with PI to initiate requests and notifications to sponsors

9.    preparing and negotiating all sub-award (third party agreements)

10.  working with Business Office and PI to provide oversight of sub-award recipients and ensure compliance with terms and conditions of the sub-award

11.  obtaining prior approvals from sponsoring agency as required 

In the post application (or post-award) process, the Business Office is responsible for

1.   reviewing the terms and conditions of the award

2.   establishing and maintaining a discreet account for the grant

3.   assigning the GL# to the grant project and notifying the OSP, PI and School of the number

4.   posting expenses to the grant budget in a timely manner

5.   reviewing and approving grant expenses and supporting documentation 

6.   preparing invoices for grants and sub-awards and cash draw downs

7.   overseeing and executing cost transfers (assisted by School administrative office & OSP)

8.   ensuring that expenses charged to grant budget are allowable and allocable

9.   submitting interim and final financial reports as required by terms and conditions of award

10. working with PI and OSP to ensure that sub-award recipients comply with terms and conditions of the award

11.  coordinating interim and final financial reports and invoices with PI and submitting them to sponsor

12.  preparing and distributing effort certification forms/reports

13.  ensuring that effort certification reports are completed on time

14.  maintaining effort certification documentation

15.  monitoring grant accounts and working with PI to resolve discrepancies and overdrafts

16.  ensuring financial compliance with applicable regulations and institutional policies

17.  closing grant

18.  inactivating award in accounting system; retaining post-award documentation

19.  coordinating sponsored program audit activity 
20.  ensuring that F&A (indirect cost rate), salary expenses, and fringe benefits are calculated appropriately and that all budgeted items are allowable and allocable

Re: Employer expenses for Fringe benefit for faculty
Medicare and FICA are required federal withholdings for which the employer is mandated to pay a federally specified amount (6.2% +1.45% = 7.65% as per 2015 levels) based on all sources of faculty salary: both the salary associated with the faculty member’s annual contract and any supplemental salary for work provided over and above the work identified in the annual contract. 
Mandated unemployment insurance is a required withholding with a set employer contribution.  The university pays a flat rate per employee toward unemployment. I.E., the amount the university pays a flat rate per employee, not a percent of salary.   

The employer contribution to TIAA for faculty working more than 1000 hours annually is 8% of the salary associated with the faculty member’s annual faculty contract. The employer (university) does NOT contribute 8% on supplemental salary for work over and above that identified in the annual contract. There is no employer contribution to retirement are faculty working less than 1000 hours annually. 

Health insurance: If a full-time faculty member chooses to enroll in a university sponsored health insurance program, the university pays a set amount annually as the employer contribution.  The employer contribution is determined based on the health plan chosen and is paid in 26 equal installments (each pay period).  The university contribution to the faculty member’s health plan is not influenced by supplemental salary above the faculty member’s annually contracted salary.  Thus, supplemental salary should not influence the employer portion contribution to the health insurance premiums.

Bottom lines

1. For most grants, full-time MU faculty are paid through supplemental salary (summer salary / overload) for the work they do on grants.  Given our benefit policies and assuming the grant agency accepts standard university policy, the only employer expense to be identified as a fringe benefit for faculty paid by ‘supplemental salary’ is the employer contribution to Medicare and FICA. The grant budget should NOT include employer portion of health insurance or retirement benefits. Unemployment costs are calculated per employee (headcount), not by a percent of salary.

2. However, if a grant is paying for a portion of the faculty member’s regular contracted salary, then the grant budget should build in all employer paid fringe benefits in proportion to the percentage of faculty member’s contracted work being paid by the grant agency.  This situation is less common for Marymount but does happen and will likely happen more often in the future.

3. If an employee (whether faculty or not) is hired for the specific purpose of working on the grant and their only paid relationship with the university is through the grant, then their fringe benefits should be in alignment with all other employees at the university in their employment category.
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Cheryl Green; Director, Office of Sponsored Programs
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