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Introduction

The purpose of the USI Grant Management Guide is to educate and provide a framework of
knowledge for principal investigators (PI) and project directors (PD) to understand and execute
their responsibilities on externally funded projects. The scope of grant management is large
and it is crucial for PI/PDs to understand the responsibilities that they assume when they
undertake this role. The information in this guide is from the Uniform Guidance (official guideline
documents) that govern fn s
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Proposal Development and Submission
Process

The Office of Sponsored Projects and Research Administration (OSPRA) is a division within the
Office of Planning, Research, and Assessment (OPRA). OSPRA staff includes the Executive
Director and two grant
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Additional attachments, when applicable and/or required by the funding agency

Often times funding agencies require additional documents to support your proposal or the
PI/PD may choose to include them to strengthen the argument for funding of the proposal.
Some common supporting documents include but are not limited to:

e References

e Letters of support/ commitment: partners both internal (i.e. OPRA) and external should
be identified quickly and letters of commitment/support should be obtained.

e Publications

e Financial documentation: reports, audits, tax exemption letters, F&A agreements. The
majority of these documents are
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fact it is usually not. The need for a particular piece of equipment, for instance, may be implied
in the project description, but the implication is not necessarily apparent to a non-special
reviewer or a contract or grant specialist. The need must be made explicit. The place to do this

is in the budget justification.

IMPORTANT: A budget justification is required at USI for all proposals to be processed
and submitted, regardless if one is egarr  egaega
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The PI/PD is
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Form to the Office of Grants and Sponsored Research with the submission of each external
grant proposal.

Click here to download the Conflict of Interest Form

D. Faculty Workload Assignment Policy

The Faculty workload assignment policy and form were developed to track the time commitment
of PI/PDs on sponsored projects. Tracking PI/PD time/effort ensures that a PI/PD’s effort does
not e
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or overhead costs. Recov ery of F&A costs does not generate revenue for the University,
but rei
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Communication costs (t
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Generally Generally not

allowed as allowed as
Iltems direct cost direct cost
Advertising and public relations X
Alcoholic beverages X
Alumni activities X
Commencement costs X




Compensation

Compensation includes all amounts for salaries, wages, stipends, benefits, and any other form
of payment for personal services to an individual through the university’s payroll system.
Whether an individual can receive compensation from a grant depends on a number of factors,
including employee category (faculty, administrative employees, or support staff) and
appointment period (nine, 10, or 12 month appointments).

In general, individuals are not allowed to increase their compensation during the appointment
period by working on a grant’ (see Supplemental Compensation sect
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Summer Term Salaries

e Summer term teaching assignments for nine- or ten- month faculty members are
remunerated at the rate of 2.5 percent per credit hour computed on the previous academic

year's base salary.
e Full time, 12-month administrative employees are remunerated for their summer term

teaching based on the current,
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Administrative and Clerical Employees

Grant budgets generally cannot include direct cost for compensation for administrative employees
(including deans and heads of departments) or clerical employees (such as administrative
assistants or other office staff) because these expenses are considered part
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Supplemental Compensation

Supplemental compensation is defined as extra compensation paid to an employee above his or
her base pay, such as a stipend in addition to regular pay during the contract period. Individuals

can only receive supplemental compensation from a grant for intra-university consulting if all of
the following conditions are met:

The consultation is across departmental lines or involves a separate or remote
operation;

The work performed by the consultant is in addition to his regular departmental load; and
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federal contract and will not be enrolled in classes FICA must be included in the proposal budget.
FICA for students should be budgeted at 7.65% of the total wages requested.

Cost Sharing

Cost sharing, also referred to as matching, refers to the costs related to sponsored projects that
are contributed by the university or a third party other than the granting agency. Shared costs
can take the form of cash match or in-kind contributions and can be classified as either
mandatory or voluntary.

Definitions of cash match and in-kind contributions may vary among agencies. In the absence of
specific guidance, any cost that directly relates to a sponsored project and is absorbed by
another university fund will be considered a cash match. Examples of cash matches include
salaries, wages, and supplies. The amounts to be allocated to other fund(s), organization(s), and
account(s) must be identified and listed on the sponsored projects approval form so that budget
availability may be verified by the Budget Office, as required by the Provost.
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made to the proposal budget or narrative. All PI/PDs can view the status of the routing under the
Routing and Approval section in the left navigation pane in Cayuse. Following submission
P1/PDs can view the status of federal submissions and view tracking numbers under the
Electronic Submissio iser Curgtenm
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Recelving an Award

Award negotiation is the scope of activities between proposal submission and the acceptance of
an award by the University of Southern Indiana. The award mechanism (grant, cooperative
agreement, contract, etc.) and the sponsoring agency will determine the length and complexity
of the negotiation process.

OSPRA negotiates and accepts all awards and federal contracts for the university. Any grant
application or federal contract not routed through OSPRA for internal approval prior to
submission will be denied and funding returned to the agency.

Any time a sponsor requests or requires a change
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Sub-Awards

A sub-award is an award issued under a larger sponsored research award for the procurement
of specific services or program-related tasks. Issuance of a sub-award under a federal prime
award is subject to compliance with federal regulations. All sub-awards are subject to the terms
and conditions of the larger sponsored research award and institutional policies and standards of
USI, including internal approval and submission.

There are two types of sub-award arrangements:

- When USI is the recipient of a sub-award
-« When USI is the grantor of a sub-award

| S 4

This agreement binds wWhenwWhen
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Sub-recipient Monitoring

In accordance with 2 CFR 200, the “Uniform Administrative Requirements, Cost Principles, and
Audit Requirements for Federal Awards, the University of Southern Indiana has developed
procedures and accompanying checklists for all responsible for monitoring subawards issued
under federal assistance agreements. This document outlines the pre- and post-award
requirements for subrecipient monitoring as well as the responsibilities for individuals/departments
responsible for carrying out each task.

Pre-Award Procedures

During the Proposal Development/Pre- Submi ssion Phase:

Before USI submits a proposal for funding involving one or more subrecipients, the University must
obtain verification from the subrecipient, as evidenced by the completion of the Subrecipient
Commitment Form and related documentation that the proposed subrecipient is committed to
participating in the project and is eligible to receive federal funds. This form also confirms the
subrecipient has policies and procedures in place to manage federal funds.

In addition to the subrecipient commitment form, the subrecipient must also provide to USI a
statement of work, budget, and other agency required documentation, like a copy of its federally
negotiated F&A rate agreement. These documents contribute to the overall content of USI's prime
grant proposal and will form the basis for the subaward agreement if the proposal is awarded.

During the Award Negotiation Phase:

After the federal agency has issued a notice of award to USI, USI will initiate subaward
agreement(s) with the proposed subrecipient(s).
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The subrecipient’s most recent federal compliance audit, which must be provided to USI for
review prior to award in paper, e-mail, or online (Web link) format;

Information on the subrecipient’s recent grant management experience, including
biographical sketches and/or CVs from key personnel

Post-Award Procedures

Initiating the Subaward Agreement:

After the subrecipient agency’s materials have been reviewed, the agency has been assessed for
risk, and potential concerns have been adequately addressed, USI will issue the subaward
agreement. For federal awards, USI uses the Federal Demonstration Partnership’s (FDP’s)
subaward agreement forms. The FDP forms contain all of the information—or references thereto—
required by the OMB’s audit compliance supplement, including federal award identification
information, general and agency/award-specific terms and conditions, standard certifications and
assurances, the statement of work, and the project budget.

The subaward agreement must be accepted and signed by individuals at USI and at the
subrecipient institution who have the authority to enter into sponsored agreements on behalf of the
institution. At USI, the individual with this level of authority is the Executive Director, Sponsored
Projects and Research Administration. Although the following information is contained within the
terms and conditions of the subaward agreement, the subrecipient institution should be aware of
the following items during the award initiation phase of the project:

Records retention requirements (generally 3 years after project closeout, unless otherwise

specified;

Access to records by USI ,the federal awarding agency, and/or their authorized

representatives;

Due dates for financial, technical, and/or performance reports; and

General format for and content of invoices.
Depending on the scope and nature of the subaward, other items US| may need to review or
address during the award initiation process include, but are not limited to: 1) confirmation of
Institutional Review Board (IRB) or Institutional Animal Care and Use Committee (IACUC)
approvals 2) existence and enforcement of a Responsible Conduct of Research policy and
procedure (National Science Foundation, National Institutes of Health, and United States
Department of Agriculture proposals only); and/or 3) cost sharing commitments and reporting.

Monitoring

The Office of Sponsored Projects and Research Administration, Business Office Accounting, and
the Principal Investigator/Project Director are jointly responsible for regular monitoring of the
subaward throughout the life of the award. The purpose of monitoring is to 1) ensure federal funds
are spent in compliance with the applicable laws, regulations and provisions, and 2) ensure
performance goals are met.

The level of monitoring done by the PI, the Office of Sponsored Projects and Research
Administration, and Business Office Accounting should correlate directly with the risk associated
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Management of Funds

After an award has been accepted by OSPRA, the following documents are forwarded to the
Controller's Office by OSPRA in order to create the grant fund(s) in Banner.

1. Notice of award, executed grant agreement, or similar document from granting agency
outlining the terms and conditions of the award.

2. Copy of the proposal that was submitted to the granting agency.

3. Grant budget, if award amount differs from the proposal budget.

The USI grant accountant will notify you of your grant fund number(s) after these documents are
submitted to the Controller’s Office.

A. Responsibilities
Principal Investigator or Project Director :

The PI/PD has overall responsibility for the conduct of the project described in the grant
proposal. The USI accounting contact for the grant provides assistance, but the PI/PD is
expected to conduct all work in a responsible and ethical manner, to comply with the funding
agency'’s guidelines for expenditures and reporting, and to keep OSPRA, the USI accounting
contact, and the funding agency informed of any significant changes in the project.

The responsibilities of the PI/PD include but are not limited to the following:

e Fully understand the terms and conditions of the grant
e Acquire knowledge of policies and procedures governing research and conform to
established standard®sso 01 Tw 0.251 0 Td (of2 (ear)0.7 (c)-1.7 (h) 0.Tc -O(eard (te0 Tc O TTj 0.0
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It is the responsibility of the financial manager to:

e Confirm submission of payroll notification forms for all compensation from grant and cost
share funds prior to the start of any work

» Verify assignment of grant fund number to all grant-related transactions initiated by any
method (including requisitions, direct pay forms, commercial card transactions, and
travel authorizations)

e Approve charges to the grant fund

< Confirm that financial transactions comply with university guidelines, grant limitations,
and/or government regulations

e Oversee review of financial activity for accuracy and conformance with budget
constraints

e Grant permission to others to view activity in the Banner grant fund

To monitor the financial activity for a grant, the financial manager should view and/or download
the most current budget and transaction detail for the grant account via Banner Self-Serve on a
monthly basis. The USI Accounting Contact can provide instructions on how to do this.

USI Accou nting Contact :

The USI grant accounting contact is assigned to each grant fund to perform a wide variety of
business functions related to the administration of the grant after it is awarded. These functions
include but are not limited to the following:

e Create unigue funds to track accounting activity of sponsored projects, including cost
sharing funds

e Prepare and submit all grant billings, invoices, or requests for funds

« Prepare and submit all financial reports and financial portions of any progress reports
that include accounting information

 Examine monthly accounting activity to assist financial managers and promote
compliance with federal, state, institutional, and other regulations including the
Uniform Guidance

e Evaluate account balances to validate account classifications and identify trends
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Effort certification is required for individuals that receive any compensation from federal sources
or commit effort in the form of cost sharing for federally sponsored projects. This requirement
applies to salaries and/or wages from any federal sources including federal funds that flow
through one or more other organizations before being awarded to USI. Some grants and
contracts from non-federal sources also require effort certification. A sample Effort Certification
form is included in appendix F of this document for your reference.
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Non-Financial/Progress Reporting

Non-financial reporting is typically required by agencies to show progress with the program that
is being funded. Non-financial reporting is as important as the financial reports that are
submitted to sponsoring agencies. Ensuring complete, accurate, and timely reporting is
essential to maintaining current funding and securing additional funding. The format of non-
financial reporting will vary from agency to agency. Below is a list of common components. This
list is not exhaustive, and it is important to follow the guidance provided to the agency to ensure
accurate reports are submitted.

e Progress toward stated goals and objectives

e Changes that may have occurred in funding, staffing, or other areas that may affect the
progress of the program

e Evidence of success both anticipated and unanticipated

e Sustainability plans

OSPRA is responsible for monitoring the timely submission of non-financial reports to funding
agencies. Email reminders are generated to PI/PDs at the following intervals prior to the
deadline of the report: one month, one week, and three days. PI/PDs are responsible for
submitting the report to the agency and ensuring that a copy is sent to OSPRA.

If a report e
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Glossary of Common Terms

32|Page



Facilities and Administ rative Costs (F&A): Costs that have been incurred for common or joint
objectives of the university and the sponsored program, and which, therefore, cannot be
identified specifically in reference to a particular project. Examples include
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Appendix

A. Budget Justificatio n example

A. Senior Personnel:
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There will be three AIM scholars per AIM mentor. In the first year, 8 mentors will be needed; years 2-4
the need will be 16 mentor; and in year 5 the need will be 8 mentors. Each mentor will be provided $800
per academic year (year 1: 8 x $800 = $6,400; year 2: 16 x $800 = $12,800; year 3: 16 x $800 = $12,800;
year 4: 8 x $800 = $6,400). This totals $38,400. Junior and senior STEM majors who are academically
successful will be identified by the AIM advisory board and encouraged to apply as a mentor to the AIM
program. Upon selection, all mentors will participate in a day long training prior to the Fall semester to
prepare them for academic coaching and mentoring. The training will focus on cultural sensitivity, building
on non-cognitive skills, completing administrative tasks, and learning how to support students in STEM,
specifically from low-income backgrounds. Guest speakers from Student Support Services, Academic
Skills, and the Counseling Center will be involved in mentor training. Funding for mentors for the AIM
scholars will be phased out during the senior year of each cohort, thus the reduction of funding in year 4
and no funding requested for year 5. With the success of peer mentoring in the AIM program, it is
anticipated that a broader mentoring program will be implemented across the Pott College of Science,
Engineering, and Education at USI. In fact, the goal will be to encourage AIM scholars in their senior
years to mentor new freshman in STEM degree programs at USI. Instead of compensation (as planned
for the initial AIM mentors), an academy will be developed that recognizes student mentors and provides
them with a unique and valuable professional development experience that hopefully will be viewed as a
desirable program to be involved with at USI.

Scholarships: $396,000 is requested years 1-5 for AIM scholarship support. Each AIM scholar will
receive a $2,000 academic year scholarship for each of 4 years (48 AIM scholars x $2,000 x 4 years =
$384,000). The remaining amount ($12,000) will be awarded as summer scholarships ($250 each) for
AIM scholars that submit a summer scholarship application. These competitive summer scholarships will
be available in years 2-3 of each cohort.

2. Travel: $9,000 is requested years 2-4 to support field trips for AIM scholars to visit industrial and/or
manufacturing facilities in the southwest Indiana region, as well as significant historic sites important to
the development of the natural sciences in the 19th Century (e.g. New Harmony, Indiana; John James
Audubon Museum in Henderson, Kentucky). Potential industrial field trips include tours of manufacturing
or research facilities of Alcoa, Bristol-
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BIOGRAPHICAL SKETCH- National Institutes of Health Sample

Provide the following information for the Senior/key personnel and other significant contributors.
Follow this format for each person. DO NoTn39 f
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3. Hunt, M.C., Marks, A.E., Shaft, B.M., Merryle, R., & Jensen, J.L. (2004). Early-life family and community
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E. Effort Certification Policy and Reportexample

Statement
The University will maintai
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hours, effort percentages must be based on total effort, not hours.

Certifying to the Effort Percentage
The certification reports are reviewed by the employee, principal investigator, or responsible

official to confirm that all activities (sponsored and non-sponsor
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