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I. Introduction

A. What are Sponsored programs?
Sponsored programs are projects or programs for which funds have been solicited and received from a source outside of the normal operating budget of the college. These are often in the form of grants, which may or may not require that the college match the amount given with an equal amount of money to be dedicated to the project. In most circumstances, these grant funds have been awarded to the college for a specific purpose, usually detailed in a grant application and submitted to a funding agency. The funds can be for any amount and for any duration, but usually require regular reporting on performance and success in meeting goals and also require detailed fiscal reporting. If the funds are not spent exclusively on achieving the goals stated in the grant proposal, and covered under regulations, most agencies will demand to be repaid the funds expended and may insist on penalties. 
Sponsored programs at the College of Micronesia-FSM are defined as:
1. any research, training or other work for which a competitive grant proposal (including yearly renewals) must be written, and

2. any contractual agreement or letter of support which is contained within or contingent upon such a competitive proposal, and

3.  any contracts requiring financial commitment, use of COM-FSM resources, use of the college name or follow-up activities by the institution not based on FSM appropriations for which other administrative overview is already established.

Who is involved with the Sponsored Programs at COM-FSM?
There are many individuals involved in the management of sponsored programs. This ensures that the college will deliver programs in the manner delineated in the grant application and in compliance with all applicable regulations. 

The President – grantee
Vice Presidents – oversee the management of sponsored programs under their portfolios, often through the campus director

Institutional Research and Planning Director – overall compliance officer for sponsored programs and brings sponsored program issues to the Cabinet through the Vice President of Administration

Sponsored Program Facilitator – as part of the IRPO, has responsibility for advising the President on issues relating to sponsored programs, especially performance reporting and compliance issues
State Campus Directors – supervisory responsibilities for sponsored program project managers to insure compliance with college policies and procedures (majority of sponsored program managers are under the direct supervision of the campus directors)

Comptroller – supervises the business office manager and has overall responsibility for draw downs and fiscal compliance

Business Office Manager – oversight of post award funds management and fiscal compliance for individual programs 

Project Managers – responsibility for delivery of services  including management of day to day operations of programs and compliance with federal program guidelines and college policies

All sponsored programs administered by COM-FSM are under the authority of Policies and Procedures of the college.  All programs are expected to follow the policies and procedures set forth in the various manuals.  The Office of Institutional Research and Planning is responsible for implementing the college policy regarding grants, contracts, other sponsored programs and related matters.
	Name of Manual
	Copies are located at:

	Sponsored Programs Policies and Procedure Manual
	Can be obtained in manual or electronic copy from the Institutional Research and Planning Office(IRPO) 

	Personnel Procedures and Policy Manual


	Human Resources Office, President’s Office, Offices of Campuses Directors and all COM-FSM Learning Resource Centers.

	Business and Finance Procedure and Policy Manual
	Business Office, President’s Office, Offices  Campuses Directors and all COM-FSM Learning Resource Centers 

	Student Services Procedures and Policy  Manual


	Student Services Offices, Campus Directors Offices and all COM-FSM Learning Resource Centers

	Administration Procedures and Policy Manual


	President’s Office 

	Instructional Affairs Procedures and Policy Manual
	VPIA Office, all COM-FSM Learning Resource Centers, Campus Directors Offices

	Board of Regent Procedures and Policy Manual
	President’s Office 


B. The Sponsored Programs Committee

In order to assure that such proposals and contracts as noted above are in the best interest of the College of Micronesia – Federated States of Micronesia (COM-FSM), the Sponsored Programs Committee (SPC) has been formed.  
Sponsored Programs Terms of Reference (9/30/07)

Authority

As a subcommittee of the Planning and Resources Committee, the Sponsored Programs Committee operates through the authority of and reports to the President through the chairperson of the​​​​ Planning and Resources Committee.  Recommendations from the committee are submitted through the chairperson of the Planning and Resources Committee to the President for action.

Purpose  

The Sponsored Programs Committee advises the President on matters relating to commitment of college resources to annex programs.
Membership

The members of the Sponsored Programs Committee are:

· Vice President for Administration or designee

· Vice President for Instructional Affairs or designee

· Vice President for Student Services or designee

· Vice President for Cooperative Research and Extension or designee

· Director of Institutional Research and Planning

· Director of Development and Community Relations

· Director of Human Resources

· Sponsored Programs Facilitator

· Business Office Manager

· Sponsored programs representative 

· Faculty representative

· Agriculture Experiment Station representative

· Campus administration representatives (5)

At the beginning of the academic year, the President appoints the representative members based on recommendations from their respective areas.  The Faculty/Staff Senate recommends the sponsored programs representative and the faculty representative; the Vice President for Cooperative Research and Extension the agriculture experiment station representatives; and campus directors recommends ​​their campus administration representative.
The staff from the IRPO office serves as the committee secretary.

Responsibilities of committee members are to:

· Regularly attend committee meetings;

· Actively participate in meetings; and 

· Share information with and gather input from their respective area.

Organization

The Director of Institutional Research and Planning chairs the Sponsored Programs Committee.  The chairperson’s responsibilities are to:

· Preside over meetings;

· Ensure the terms of reference for the committee are met and matters brought before the committee are judiciously addressed; 

· Prepare and distribute the agenda prior to each meeting; and

· Ensure committee minutes, reports, and recommendations are timely completed and appropriately disseminated. 

The Sponsored Programs Facilitator serves as vice chairperson. The responsibilities of the vice chairperson are to:

· Preside over meetings in the absence of the chair; and

· Assist the chairperson with the above responsibilities.

The responsibilities of the secretary are to:

· Take and prepare accurate minutes; 

· Distribute and post the minutes in a timely manner; and

· Record attendance of committee members.

Meetings

Meetings are held at least quarterly. The schedule is determined at the beginning of the academic year.  The chairperson may call special meetings or upon consent of the majority of the members reschedule the regular meetings.  Meetings may be held face-to-face or via teleconferences or other communication technologies.  Twenty-five percent of members present constitute a quorum for discussion purposes.  A simple majority vote of all members is required to act on a motion.   Electronic voting may be utilized when necessary.  Results of electronic voting are to be documented in the next committee meeting minutes.  

Responsibilities

The responsibilities of the Sponsored Programs Committee are to:

· Develop or revise policies and/or procedures assigned to or identified by the committee; and

· Review and recommend annex activities that meet established criteria.

Communications & Distribution of Information

Agenda items may be submitted to the chairperson by other members, other committees, or the President.  The chairperson compiles the agenda and forwards it to committee members prior to meetings.  

All meetings are to have minutes which are to be distributed electronically within three working days of the meeting to members for their review.  Members are to comment within the next three working days.  The minutes are officially adopted at the next meeting.  The IRPO office then distributes the official minutes to all committee members and to the President.  The IRPO office maintains a file on official Sponsored Programs Committee minutes.
Following each meeting, the chairperson informs all concerned of decisions or forwards recommendations from the committee to the President through the chairperson of the Planning and Resources Committee.  The chairperson also updates the members of the action taken on the committee’s recommendations.

Committee members convey concerns and input on current issues from their respective areas to the committee.  They also discuss the issues being addressed by the committee and share committee minutes with the community they represent.

Representation by Proxy

The college is actively working to improve its technical capacity to allow remote participation of members of the committee.  Until that is achieved, remote members of the committee may select a proxy to act in their stead.  Proxies must be regular employees of the college and reside on the island where the meeting is held.  Committee members may not serve as a proxy.

Responsibilities of proxies are to:

· Attend committee meetings and perform the functions of a member in his/her absence;

· Communicate regularly with the committee member to clarify  the member’s view on issues and provide post-meeting feedback; and

· Vote on behalf of the member.

When a proxy misses three meetings, the chairperson informs the committee member.  A new proxy may be selected.  When the committee member is able to attend a meeting, the member attends and keeps the proxy advised of the activities at that meeting (reversing the roles).
C. EXTERNAL FUNDING PROPOSAL DEVELOPMENT AND REPORTING POLICY

1.0 POLICY
The President of COM-FSM is the official representative and signatory for COM-FSM on all funding proposals and contracts being proposed, managed, and controlled by any campus of COM-FSM. Official designation of managers for programs may be indicated and signed in advance on proposal documents by such managers, but must be officially approved by the President in advance. 

All external funding proposals must be reviewed and approved by the Sponsored Programs Committee prior to their submission to the President. 
All performance reports for all sponsored programs must be signed by the President or his/her designee after submission to the Sponsored Programs Facilitator. 

2.0 PURPOSE 
Appropriate quality control and equitable compliance is necessary for programs generated and managed by COM-FSM through both domestic and foreign external funding sources not included in the COM-FSM operational budget.

3.0 APPLICATION
This policy applies to all COM-FSM employees, staff members, and consortia efforts which involve institutional resources from externally sponsored programs. 
4.0 PROCEDURES
a) Proposal Development

All external funding proposals generated by faculty and staff of COM-FSM must initially be reviewed by the Sponsored Programs Facilitator or Committee to determine their compatibility with COM-FSM’s institutional priorities and fiscal, personnel, and management support structures. If approved for further development by the Sponsored Programs Facilitator or Committee, such proposals must be submitted for final review by the Sponsored Programs Committee prior to forwarding to the President for final review and signature. Preliminary approval is suggested before development of any major grant proposals. 

In order to facilitate an appropriate and full review of each proposal, an electronic copy of the proposal must be available to the committee. In addition to regularly scheduled meetings, electronic meetings of the Sponsored Programs Committee will be called when proposals need to be reviewed. 

Electronic submission of US Federal grants will require coordination between the Sponsored Program Facilitator and the grant writer. The Facilitator will require at least five working days prior to the deadline date for proposal submission (i.e., if a deadline is for the 12th of the month, the grant must be received in the office of the Sponsored Program Facilitator five working days that which might be the 4th, 5th or 6th, depending on the days of the week. This allows enough time for full review, electronic submission and signature by the President.)

b)Performance Reporting

Performance reports for sponsored programs are generally required at six month intervals each year, the information  must be submitted by program coordinators to the Sponsored Program Facilitator before the required submission date specified by funding agencies. Although actual reports are currently submitted online, data summaries will need to be reviewed  by: a) the facilitator for compliance with specified program goals, objectives, and activities b) the Business Office, for fiscal integrity and compliance prior to being recommended or not recommended for the President’s signature and final submission to the appropriate funding agencies. Sponsored program managers are strongly encouraged to periodically consult with both the Business Office and the facilitator regarding the content and requirements in these reports prior to their submission.
5.0 RESPONSIBILITIES
All personnel involved in the development and implementation of sponsored programs at COM-FSM must be responsible for the integrity, quality, and accountability for such programs. Program coordinators are responsible for total compliance with specific program regulations and guidelines. The Business Office and Sponsored Program Facilitator are responsible for review of sponsored program performance reports prior to forwarding to the President for signature.

6.0 DEFINITIONS
Sponsored programs are “Any research, training, or other work for which a competitive or non-competitive grant proposal must be written and any contractual agreement or letter of support which is contained within or contingent upon such a competitive proposal. This would be distinguished from and not inclusive of special contracts, letters of support, or sponsored activities which are not directly part of or supported by a grant proposal.”
7.0 SOURCE DOCUMENTS
The COM-FSM External Funding Proposal Development and Reporting Policy was approved by the Board of Regent on September 9, 2005 
II. Pre-award activities 
A. Preparation and Submission of Proposals

To the end described above the Sponsored Programs Committee has developed the following criteria to assist project developers before much time and effort is expended on proposals that do not meet the needs of COM-FSM.  

Proposal Submission Criteria 
Required

1. Complies with or fulfills COM institutional goals and strategic plan 
2. Has availability of human and physical resources to fulfill the purposes of the grant (or those resources can be appropriately included in a program proposal) 

3. Has an indirect cost component or provides institutional support for fiscal/grant       

management 
4.   Avoids unnecessary duplication with other existing programs 
Recommended

5.
Provides capacity-building, sustainability, and long-term, positive impact to FSM

and/or the region 

6.
Provides for an appropriate level of institutional coordination as applicable

7. Will have a positive impact on student learning or participant training 

a.
Procedures for submission:

A process has been developed to ensure that projects are in the best interest of the institution and involves a Project Evaluation Form. This Project Evaluation Form must be submitted to the SPF before proposals are written.  Discussion about the project will normally follow between the SPF and the project developer based on answers included on the form.  The SPF will then submit Project Evaluation Form for consideration by the Committee.  Simultaneously, the project developer will be working on a completed proposal.  (The form noted is included as Attachments in Appendix C of  this manual, are available in the IRPO office, or can be emailed if requested.)

     b.  IRPO timelines for review & submission

In most cases, the Committee will be able to give tentative approval to the proposal at the regular monthly meeting or votes/comments can be obtained based on information provided in the Form.  The finished proposal may then be submitted for final review by the SPF.   After a positive review in the IRP office, the proposal will be forwarded to the President for signature and mailing.  If electronic submission is required, the proposal submission will be completed in the IRPO after approval by the President.  The Research and Planning Office (SPF) has been designated by the President as the Official Authorized Representative to submit grants on behalf of the college. 
Timeline: 



   (approximately two weeks to one month or more.)

[image: image1.wmf]
I.




Can take from one week to several months depending on project

II.


Sponsored Programs Facilitator submits electronically to SPC  and obtain email votes. 



Tentative approval given based on sufficient information on form





Can be within a week  or may take more than a week   if SPC has concerns or needs further information.  Face to face meeting may be arranged if there are issues that need to be discussed in person.





III













Please allow one week for this final stage of the process.



c.  General guidelines for costs on proposals
Salaries –

This section should include a list of names and title of personnel with an estimate of the number of months and percentage of time each will devote to the sponsored activity, the salary rate, and the total amount of salaries to be paid to each from the grant or contract.  (Cost-sharing is discussed under Section  II of this manual).  Names of all senior professional project staff should be shown, whether a part of their salary is to be charged to the project account, or pledged as a part of cost sharing.

Salary rates included in the proposal budgets are approved as estimates only.  Actual salaries are set at the time of appointment by the College Personnel office in accordance with current salary scales and relevant College policy.

Summer salaries –

Most sponsors will permit compensation of faculty at their current College salary rate during summer months since faculty time is based on a 9-month academic year.   Proposals approved by the College which include summer salary are not guarantees of summer appointments.  Such appointments are considered by the College on a case-by-case basis determined by the needs of the College departments at the time summer appointments are actually done. 

Excess compensation – 

It is expected that the working time of the College faculty and senior staff is to be devoted to the duties which may be assigned them by the College for a designated % of time.  Excess compensation to College faculty or directors for work not represented by regular salary may be paid only under exceptional circumstances and must be approved in advance by the President.  In no case shall such additional compensation exceed 25% of a employee’s regular monthly salary in any month.  This limitation applies to compensation for all College services, except that excess pay for direct service on research grants or contracts is not permissible.  The case of summer compensation is discussed in the preceding paragraph.

Provision for salary increases –

Provision for anticipated salary increases should be made in grant and contract budgets.  These increases should be considered for any program extending through the summer or for more than one year, thus involving more than one College year.  The common salary increase at COM-FSM is the five per cent per year increase based on performance.   When positions included on the proposal are not actually filled at the time of submission, salaries should be projected based on the middle step of the salary range approved by the College.  The salary budget should be appropriately footnoted or justified to explain the anticipated salary increases, the rate of increase and the period to which increases apply.

Employee benefits –

Employee benefits are treated as direct costs to the College and generally include contributions to social security, state retirement, health and accident insurance including industrial insurance, and life insurance.

These benefits represent significant amounts, and it is important to provide for the expense in grant and contract budgets whenever salaries are budgeted.  

Direct Operations Costs –

1. Contractual:  This category includes variable costs for special consultants and subcontracts for specific pieces of the proposed work.  This category is discussed more fully under Section IV and will often impact the time needed for proposal review.  If you anticipate contracts of any kind within a proposal, read Section IV carefully and allow the time needed for agreement from other institutions or entities.  This category is considered a direct cost and F&A costs will be calculated on the subcontract as well as the main proposal.
2. Travel:  Indicate the number of trips and estimated cost of trips as well as the destination of each trip (if known) and the number of individuals on each trip.  If the exact location is not known, the general geographic location or purpose should be specified.  The estimated cost should normally include itemized airfare or other mode of transportation, the number of days of per diem (which covers a set amount for daily meals and lodging) and ground transportation in accordance with College policy.  Most sponsors require a statement about the purpose of the proposed travel and its relevance to the sponsored program, especially in the case of foreign travel.

3. Equipment (purchased):  When budgeting equipment in proposals, please use $2000 as the threshold for the equipment category.  If an item is less than $2000 per unit, it should be budgeted as supplies.  Each equipment item should be listed by type, model number, and manufacturer.  Catalog prices should be listed plus any anticipated price increases (with justification) and FSM sales tax.  Catalogs should be retained as supporting  documentation or if catalogs are not available, written vendor quotes should be obtained and retained in program records. If equipment is not definite, probable choices may be listed on a separate sheet and an estimated total shown on the budget page.  Where it is difficult to predict the types and quantities or where unusual items are required, the circumstances should be fully explained.  (i.e. Computers and printers are usual costs; large scientific equipment is not.)

4. Equipment (rental):  Each item to be rented should be shown by type, model number, and manufacturer along with the current rental rate of each item.  Vendor catalogs or written quotes should be retained as support documentation.  If inflationary factors are included, they should be explained.  The College business office can help with comparisons of rental vs. acquisition costs and the relative benefits of each.  Equipment rental is considered a service charge. Equipment purchases are often exempt from indirect charges; equipment rental is not.

5. Supplies:   Supplies should be listed by major types, e.g. paper, toner cartridges, other office needs, along with the estimated cost of each subclass.  An indication of how estimates were arrived at should be provided – 10 reams of paper per person per year, four toner cartridges per year based on communication needs, etc.  Prior year accounting records or other documentation may be used to support these estimates.  

6. Other direct costs:  This category includes items such as books, periodicals required by the sponsored activity, on-campus and off-campus telephone charges directly attributable to the program, computer services and unusual maintenance costs. Each item listed should be separately coded by class with the estimated usage and cost justified.  [ Cellular telephones require specific documentation of charges and the written approval of the IRPO or Business Office official.  Since the FSM communications systems  do not allow for this itemization, cell phones cannot be charged to grants.] Estimates for all costs should be as well documented as possible and such documentation  (i.e., long distance monthly telephone records by telephone number called) should be retained.  Special costs such as these must be for direct use of the project.

“Miscellaneous” categories or “contingent” costs are not descriptive enough for sponsors and are to be avoided on the budget page.

Any tuition or stipends listed for student aid should not be included in the salary category, but should be listed among the “other direct cost” category.  This aid is exempt from indirect costs, so the exact amount needs to be broken out for sponsor use.

Cost Sharing –

Some Federal sponsors may require cost sharing on proposals.  Private sponsors may also require it on challenge grants or building costs.  Cost sharing is a certain percentage of matching funds, which are to be provided by the institution from funds other than those given by the sponsor.  They may not come from another Federal source when matching a Federal grant.

COM-FSM, as a rule, is not required to provide matching funds on Federal grants because it is qualified as a Title III school for a disadvantaged population.  Private sponsors may not recognize that distinction and will often require matching as an incentive to produce larger funds for the project proposed.  

It is important to be precise about these requirements and percentages since the amounts, if shown on the proposal, must be reported whether required by the sponsor or not.  This reporting is an added administrative burden to the College. Thus cost sharing should not be included except when required, unless one is absolutely certain that it will make a difference in the funding success of the proposal.   If a proposed project includes cost sharing, it is advisable to utilize the SPF and the college business office in the calculation, so that costs included have not been committed previously and to assure that only allowable items are noted.

Facilities and Administrative Costs (F & A; also known as indirect costs) Expenditures for departmental administration, for building operation and maintenance, e.g., heat, light, electricity, and janitorial expenses; for general expenses, e.g. recurring telephone, mail service, and services of Administrative offices such as institutional research and planning, purchasing, accounting, payroll, and personnel, are included in the F & A costs (indirect).  Since COM-FSM has a majority of Federal training grants (under Department of Education (DOE), the usual rate to be used on proposals will be 8% of total direct costs.  COM-FSM has recently adopted an indirect cost policy, which is detailed in Appendix F.  This policy contains the approved indirect rates for proposals other than Federal training grants.   
B. Expanded Authority (1)”:

DOE awards provide for “expanded authorities.”  This privilege is given to the institution as is the award itself.  “Expanded Authorities,” allow for charges to a grant 90 days prior to the effective date of the award.  Project Directors may not use this expanded authority without the permission of the President through the Director of IRPO.  He/she will contact the agency to verify that the award has been approved and will ask for written (email) confirmation of the date.  In conjunction with the Business Office, the account may then be set up if the early charges seem justified by the needs of the project.  These charges are considered pre-award activity, but will accrue to the grant budget period.  Examples of acceptable pre-award needs are, but are not limited to, the following:

Participation of personnel proposed for a future period was needed earlier than expected

Equipment identified in the proposal in a future period was necessary earlier than expected

Purchase of critical supply items at or near expiration for use during the renewal period











Pre-award purchase charges are limited to 5% of the expected award 

Proposals for the extension or renewal of existing sponsored activities should include an estimate of the unexpended balance anticipated upon expiration of the current grant or contract budget period.  The expanded authority for extensions is discussed in the post-award section.

C. How do I write a grant?

This is a collection of tips that were written by authors who primarily prepare research grants. Most US grants are research grants, and most of us here at COM-FSM will not be producing many of these. The principles reproduced here do apply to the smaller and somewhat less competitive TRIO and OMIP grants that we normally receive. Remember that these are guidelines so you should only use what makes sense to you. However, most of this is applicable. Especially good points are larger and underlined, or repeated from another author. 

Follow the instructions - exactly. Spend time at the beginning going over the instructions in detail. Some agencies issue several documents, the program announcement for the particular grant category, and another more general set of instructions for all grant applications. These can be confusing and contradictory in their instructions. Go through the instructions and develop an outline of everything that is required, and if there are differing instructions on where a certain item is to be included, discuss it at both places. Keep going over the instructions every day as you are writing the proposal, and then double check them again in great detail at the end. Your copy of the instructions should be ragged by the time you have finished! Have someone else also become an expert in the instructions, particularly those involving required forms and budget instructions, and get that individual to carefully double-check the application as you are finishing it up. Remember, many applications get thrown out just because the instructions were not followed.

Read the Instructions
When dealing with any funder, remember to read the instructions carefully before applying. Simple as it may sound, this advice is very important. Because grantmakers receive so many applications, they are often quick to discard those that do not comply with the instructions. Although the remaining applications may not be the best of those submitted, they have made it over that all-important first hurdle. Follow instructions!

Set aside time without distractions. Most TRIO and OMIP grants take a small amount of time to write, but a lot of time is spent worrying about what to say. Gather your materials for each section, make sure you have the support of everyone necessary for the project, make an outline. Do not underestimate the amount of organization required to write a competitive application. Plan to spend some time without interruptions, and really sit down and write. Set aside additional time to review changes and edit your first draft (when you have peace and quiet and can concentrate). If you cannot organize in advance, do not undertake the project.

Make the final deadline earlier than required. Always set your final deadline at least two weeks earlier than what is required so you can have enough time to make sure that you have a complete application. If you are mailing an application, keep the number of your priority parcel and track the document online. Set the deadlines for contributions from other authors very, very early so you have time to rewrite. Get the required signatures and forms done early; they don't have to be signed on the last day. Count on everything going wrong at the end, so allow time for broken printers, crashed hard disks, and directors who are out-of-town and unavailable to sign the form you overlooked. You want to spend the last couple of days polishing your proposal, rather than dealing with problems which could have been handled earlier.
Be a grant reviewer. If you have the opportunity to review other grants, jump at the chance. Each year funding agencies ask for volunteer reviewers. It is a lot of work, but you get an insight into how the process works and also what it is like to be a reader. Once you have spent a weekend reading 15-20 proposals, you will find your own approach to grant writing will change dramatically.

Write a grant that is friendly to your reader. The reviewers are reading your proposal at nights or on weekends. Some will be conscientious and will read and reread each proposal (some will even grade Section A of your application against Section A of all the other proposals). The overly conscientious reviewer will hold you to the instructions literally and may double-check your footnotes or data to try to find faults in your work. Conversely, a reader may not be very interested or committed, and he or she may give the proposal a very quick and cursory look. Thus, you need to have a good abstract and good section headings. Make sure the important points stand out at the beginning of the paragraphs. Do not assume your reader knows what every acronym and buzzword pertaining to the substance abuse field means; define each term, approach or service philosophy clearly. Explain in detail and show the reader you understand what you are talking about. If you make the reader's job easy, he or she will be your biggest advocate during the review. If you make the reader's job difficult by not following directions, preparing a sloppy application, or expressing an "attitude" in the proposal, the reader can be your worst enemy.
Remember that often the key to a strong proposal is simplicity. Do not waste words. Funders are looking for a proposal that will succeed, so keep things clear, factual, supportable, and professional. Be succinct.
Have only one author--with lots of helpers. Get others to write parts which require knowledge or expertise you don't have. But then take their work and rewrite it in your words and make sure the concepts, time frames, terminology, etc. are the same throughout. Proposals which are simply "cut and pastes" of different authors do not do well because of contradictions. Many just need a rewrite by one author to make them strong. 

Match the budget to the grant. The reviewer will look to see if the budget actually is carrying out what the application proposes. Set up the staffing pattern, including phasing in employees. Show the number of out-of-state trips, consultants, and special equipment needed. Then, have your fiscal person turn it into a final budget (following the instructions and budget forms). Most federal applications use the same cost principles as state agencies. Force yourself to pay attention to the budget justification, which allows you to explain again why you need a particular item and to emphasize innovative items which make your application special.

Your budget may be the first thing in your proposal that a funder will review. It must be realistic and lend credibility to your entire proposal.

Write a good literature review to help build your case. The literature review gives you a chance to educate the reader about how your approach fits in with earlier work and it demonstrates that you really know your topic. Make sure your citations are accurate, and use a style manual to make sure your footnote and reference citations are done correctly. Also, be careful not to plagiarize; use quotation marks where appropriate.

Spend time preparing a good needs section. There are plenty of data available to document your need. Be specific and use footnotes to document the data sources. Don’t use "thousands" and "lots". If analyzing data is not your strength, get someone else to help, but go over their draft and make sure it shows the need which you are trying to fill.

Pay attention to the goals and objectives. Before you begin writing, set out your goals and objectives. Tie them to the program announcement, but don’t just quote back the same words. Start thinking about how to quantify the goals. Keep reworking the goals and objectives as the proposal develops, and at the end, go back and revise them (and the entire application) to make sure everything is consistent. If your final goal is to treat 125, does the budget match? Does the staffing pattern match? Somewhere the proposal may still say that 143 will be treated. Double-check for consistency.

Establish Your Objectives
Successful grantseekers realize that having a clear vision of measurable objectives is essential to achieving conceptual goals. It is important to know how your objectives and goals fit in with the philosophy and mission of your particular agency. 

Establish tangible, concrete objectives before starting any grant application process. Make sure your objectives are realistic and can be achieved within a specified timeframe. Identify as many details as you can about your overall goals. Prepare a five-year plan to document your strategy for reaching those goals. This will help you articulate your specific needs. Grantseekers commonly make the mistake of planning for only the immediate future (or not planning at all).

When discussing the problem you intend to solve, go beyond merely describing its existence. Prove it exists with statistics, case studies, testimony, and other measurable data. Use good judgment about the information you present, and give the reader hope so that the proposal does not sound like a lost cause. Remember your objectives.

The key to a strong proposal is proving the likelihood that it will achieve its goals. Result areas should always be clearly identified and measurement indicators should be outlined. It may not be easy to do, but the value of having clear performance standards cannot be underestimated. If there are potential problems, it is better to address them up front. Be honest and you will be respected.
Fit the staffing patterns to the approach and methods. Does the staff bring special expertise to this proposal? If so, emphasize it. Resumes are usually out-of-date and staff hate to update them. Get them revised early and make sure they highlight the expertise in the area you are addressing. Only include meaningful letters of support. Letters can help if they demonstrate a very solid commitment to and involvement in the proposed project. Letters which just say "we have a problem" or "the area needs a program" or "we support the application" can hurt more than help. A critical reviewer will see through them and conclude that your agency really has no relationship with the other agency and the letter is just a courtesy with no meaning. Don’t include letters unless they really help you.

Pay close attention to the scoring weights. After you have written a section, read the scoring section and make sure you have not only addressed everything that is called for, but that you have emphasized those points. If you only mentioned a topic used in the scoring, go back and expand the discussion. And after you have written the entire application, go back again and cover the weights throughout; don’t just mention them in one section.

Write the abstract last. Since the application is changing as you write it, don’t waste time doing the abstract first. It will barely resemble the finished proposal. Some funding agencies use the abstract to determine which category is being applied for and to assign it to a review group, so make sure you are specific about what grant you are applying for. In the abstract, address each of the parts of the application: background, need, goals, approach, staffing, etc.

Have a critical reader review your application. The more critical the reader and the more the application is "nitpicked," the better. Don’t get your feelings hurt. This is your chance to fix unclear or contradictory areas.

Use the best proofer available. While the grant reviewer can’t count off for bad grammar or misspellings, she can be negatively influenced. Watch "it’s" versus "its," "who’s" versus "whose," "there" versus "their," etc. Pay attention to the errors the proofer caught so you don’t make them again when you are writing the abstract at midnight.

Practice professional writing skills: begin each section with a strong, clear sentence and support the introductory sentence with well-organized, interesting information. Avoid using jargon that relates to your project, and never use the same application twice. Poor grammar and punctuation immediately give a bad impression.

Polish the application to make it "pretty." One of the strongest assets is an application that looks good. Pay attention to documents that look appealing versus those that discourage your reading them because they don’t look good. There are now only four fonts allowed, so you have to make it nice through consistency, formatting and making it error free. 

Have plenty of white space. Resist the temptation to use all kinds of different fonts or a confusing mix of bolds, italics, underlines, outlines, or shadows. Get someone who produces desktop-published documents to set up a style sheet and then follow it (for instance, make chapter heads 14 point bold, section heads 12 point underlined, etc.). Get their help again as you are finishing up. If some of the resumes or appendices are FAXed or are not good copies, have them retyped. Make sure the Table of Contents is correct. Also, most funding agencies no longer allow you to send in the copies bound, so check with them first. If you do bind it, make sure you have a nice cover and binding job (but don’t appear extravagant). Appearance counts a lot more than you think.

Follow the instructions-again. Take a final day to go over the entire application to make sure you have addressed everything that you will be scored on. Make sure you have met all the requirements. At this stage, you’ll be really tired (and really tired of the proposal), so get the other expert in directions to also go over it. You will be surprised at what is still missing. 
III. Post-Award Activities –
A.  Fiscal responsibilities on grant accounts

Grants and contracts are awarded to the College; not to individual faculty or departments.  Acceptance of a grant or contract by the College signifies the institution’s willingness to assume responsibility for the administration of the awarded funds in accordance with the terms specified by the awarding agency.   The project director, his chairman or director, the IRPO and the business office share this responsibility within the institution.  All help to see that the terms of the award are observed, and that expenditures during a given period are not in excess of funds awarded.  The roles may divide into the following areas:


Project Director—

1. Develops an overall plan for the commitment of grant and contract funds, working with the authorized person(s) in the department or college and consulting other College offices as appropriate

2. Initiates expenditures to be charged against the grant or contract budget.

3. Supervises expenditure of a grant or contract funds to assure:

a) that funds are used only for purposes directly related to the activity supported.

b) that expenditures are consistent with all special terms, conditions, or limitations that apply to expenditures under the particular grant or contract

c) that expenditures do no exceed the total funds authorized for a given period of time under the grant or contract.   In may cases the grant or contract may also specify expenditure limits by budget category or line item

4. Assumes accountability for deficits or disallowances that occur under a grant or contract Account.


Campus Director –

1.   Establishes systemic procedures in the campus office or college administration for the  supervision of grant and contract account

2. Provides reasonable coordinated administrative support for the management of grant or contract accounts.  Often this responsibility is delegated to the project director or administrative assistant.

3.  Meets with the project director concerning the resolution of any deficit or disallowance incurred under a grant or contract account and fixes responsibility for settling the problem quickly.

IRPO/ business office –

1. Provides project director with detailed quarterly report of grant or contract expenditure and encumbrances.  
2. Business office will provides IRP with monthly expenditures reports with each drawdown.  IRP will be disseminating these to the project directors and provides   reconciliation assistance. The project directors are advised to get back to IRP within five workings days on discrepancies.
3. Provides the project director with information about any special terms, conditions, or limitations that apply to each grant or contract account.

4. Consults on specific questions about the propriety of a given expenditure, on budget monitoring techniques, and on other such matters.

5. Monitors certain types of grant-related transactions on a sampling basis to assure consistency with sponsor and College policies.

6. Provides required fiscal reports to sponsoring agencies.

If a deficit or disallowance occurs under a grant or contract account, the project director, in consultation with his campus director or the President is to advise the business office as to the appropriate disposition.  After-the-fact transfer of expenditures from one grant account to another to correct a deficit is not allowed.  Federal regulations regarding such transfers are especially stringent.

The College has no budgeted funds to cover deficits or disallowances that occur at the end of a budget period or during an audit.  Therefore, the project director must find an alternative source of funds to recover these costs.  If no such source is provided from the project director, the campus budget will be charged.  Usually this arrangement will require a payback arrangement over time with the College.   In the case of Cooperative Research Extension (CRE) and CRE researchers, and project funding that is monitor through the CRE office, this liability will pass through that office to the COM-Land Grant Program.  However, this situation is to be avoided with proper attention given to the progress of the grant and the expenditure level.

B. Delegation of Signature Authority for Sponsored Projects

This section is provided to communicate the minimum standards whereby a project director may appropriately delegate the authority to acquire goods and/or services with sponsored project funds.  Such delegation does not include the authority to approve payroll or salary changes.

Practices used in the past to delegate signature authority do not always meet federal regulations and standards.  Written delegation of authority is to be maintained at the unit level where sponsored project administrative/ budget records are maintained.  Such signatures forms are not maintained centrally, but will be required in the event of an audit.  This item must not be neglected in the course of setting up a project.

The project director is the individual responsible for meeting the objectives of the project.  To facilitate efficient progress toward meeting project objectives, the project director may, at his or her discretion, delegate authority for initiating and/or approving the acquisition of goods and services, and the transfer of expenditures to sponsored projects under their direction.  Directors may delegate signature authority to a named individual and/ or to specific position titles.  The initiation/ approval process is the first step in a series of events to acquire good and/or services for use on a sponsored project.  Effective budgeting, appropriate expenditure procedures, and oversight should minimize the need to transfer expenditures.  However, if expenditures do require transfer, the director may delegate approval for requesting such transfers.  Directors, at their discretion, may implement more stringent controls, such as authorization dollar limits.  

The following minimum criteria are essential when delegating this authority:

1. The individual and/or position to which the signature authority is delegated should have direct knowledge of the needs of the project, i.e., how a specific purchase benefits or is needed by the project.

2. The delegation of signature authority must be made in writing  prior to any individual or position other than the project director who is initiating/ approving the acquisition of goods and services.  The written document must be maintained at the appropriate organizational level, i.e. campus office, campus division or national campus administrative office where budget records are maintained for the account utilized.  One authorizing memo or email should be used for each account unless the same delegation criteria and individual are used among similar projects.  Delegation documents must be revised and updated as individuals and accounts change. 

Certain expenditure items require the signature of the project director and authority may not be delegated to other individuals for such:

Approval of time and effort on a project  (Monthly Grant Certifications)

Project directors should be examining quarterly expenditure reports after reconciliation by administrative support personnel to assure allowable and appropriate expenditures.  This is especially critical when signature authority has been delegated.  The project director should sign or initial these reports once checked and they should be maintained in the records for the project.  

Acceptable formats for delegation are found in Appendix C.
C. Revisions to Program or Budget
In compliance with federal regulation for discretionary grant recipients, prior approvals from DOE are required for one or more of the following program/ budget revisions:

Change in the scope or objective of the program (even if this requires no change in budget amounts)


Change in the key personnel specified in the application or award document.

The absence of more than three months, or 25% reduction in time dedicated to the project by the approved project director.

The need for additional federal funding to complete the project

The transfer of amounts budgeted for indirect costs to absorb increases in direct costs or vice versa, if approved by the institution Comptroller

The transfer of funds allotted for training allowances

Any subcontracting of work that was not included under original application

Rebudgeting of line items that exceed 10% of the total award.

The above items are not included under expanded authorities and require prior approval from the awarding agency at all times.

D. Progress Reports

The performance/progress report which most Federal grant programs require is due either at six-month intervals or annually depending on the particular program.  Program guidelines included with the award notice will specify the time period.  Progress reports need to be submitted within 90 days of the ending period of the specified time frame.  It is preferable to do them within the month after the period end unless certain activities to be included need to reach a final stage.

The usual information to be provided within the progress reports are the following:


Project identifying information and recent history


Demographic information on program participants


Information on project activities and services


Project performance outcomes  - based on proposal projections

Brief narrative report on other project objectives that may have been added and any program accomplishments in those areas

Some programs (especially Upward Bound) now require these reports to be submitted via the Web.  Programs are being added incrementally to this process; check the program regulations handbook to determine the specific program requirements or check the online web pages for each program. 

As noted earlier in section I of this manual, the COM-FSM External Funding Policy regarding approval of progress reports before submission is the following:

“Performance reports for sponsored programs – generally required at six-month intervals each year – must be submitted to and received by the IPRO ten working days prior to the required submission date specified by the funding agency.  These performance reports will be reviewed by: a) IRPO for compliance with specified program goals, objectives, and activities, b) the Business Office, for fiscal integrity and compliance prior to being recommended or not recommended for the President’s signature and final submission to the appropriate funding agencies.  Sponsored program managers are strongly encouraged to periodically consult with both the Business Office and the IRPO regarding the content and requirements in these reports prior to their submission.”

“All performance reports for sponsored programs must be signed by the President or his/her designee after submission to the IRPO.”

E. Internal Reporting 

Quarterly Reports

The purpose of the quarterly reports is to improve dissemination of information on sponsored programs to all key stakeholders in the nation and to signal successes or problems in the project at an earlier stage.  Reports should be received every 3 months and should not be more than four (4) pages.  They can be forwarded electronically in a Word format or in hard copy with a copy accompanied on disk. The following format should be used.
· Overview or one or two sentences summarizing progress

· Highlight of the quarter ( any significant achievements ) If there are none, do not hesitate to say so
· Significant departure from the Description of Work








For example, Major delays in completion of work

· Upcoming meetings

· Problems encountered







List significant problems, with possible solution and problems should be numbered and 








Carry over from quarterly reports to quarterly reports until they are resolved.  If there are 







none, do not hesitate to say so.

F. Unexpended balances:

 “Expanded authority (2)”--

The institution may approve a no-cost extension of an award with an unexpended balance for up to twelve months.  The institution must notify the awarding agency, at least, ten days before the expiration of the award, with an accompanying letter from the project director giving the technical justification for the extension.  Extensions cannot be granted merely to spend down unobligated funds.   Extensions cannot be granted to projects in deficit.

“Expanded Authority (3)”:  

Unobligated funds on a project may be carried forward to the next budget period.  The amount should not be more than 25% of the original award.  This means that no approval needs to be requested from the program officer.  

However, if a deficit is to be carried forward, the program officer must be notified and approval is needed before the deficit can be moved to the new award year.

G. Cost Sharing

Some sponsors may require cost sharing as a condition for receiving an award.  Cost sharing is a match of the awarded amount by a certain percentage (stated in application guidelines) of institution funds that are not received from the sponsor.  The total cost of the program is the combination of the award requested and the cost-sharing amount.  Federal funds can not match other federal funds.  However, compact funds other than SEG fund can be used in matching.  A private sponsor must approve the use of its award in this manner as a cost-share.  Although many DOE and other Federal agency awards require mandatory cost sharing, for the COM-FSM, cost sharing is not usually required because the College is qualified as a Title III school serving a predominately disadvantaged population.   

In the case of private sponsors, cost sharing may serve to raise a larger amount for the project served.   This may seem the preferable approach to many of them.

The President must approve any obligation of match whether it is cash or in kind.  Inclusion of cost sharing on an approved proposal obligates the institution to providing the cost-share if the proposal is funded.   The President will examine these inclusions carefully before signing a proposal for submission.

Items to be included as cost sharing are the following:

Most commonly done from faculty or staff (named on the proposal) effort/work hours.

Large equipment contributions 

Significant maintenance costs 

Supplies, normal telephone charges, etc. are not considered ideal items for inclusion; such expenditures are usually part of the indirect cost calculation and are difficult to track by exclusive project use.

Committed cost sharing should be quantified in the proposal budget, budget justification, or budget narrative, but not in the proposal narrative.  It also should only be stated in specific dollar amounts if significant.  Items that are described for cost sharing on “as needed” or “various times” do not need to be tracked or reported.    All items offered as cost sharing are subject to the audit of a project. 
Reporting:

Cost sharing from College resources redirects funds from instruction or other activities to sponsored agreements.   The portion of named directors or project staff time that is donated to the specified project needs to be shown on Grant and Contract certification reports in order to easily provide information to the sponsor.

Mandatory cost sharing on Federal awards that is not reported may cause the amount of the award to be reduced after-the-fact.

H. Financial Disclosure

Since COM-FSM is, for the most part, not a research institution, financial disclosure is not of great concern.  Briefly, financial disclosure involves any financial interest that a named key staff has in the project on which he/she is working or any interest that may affect future financial gain.  Financial disclosure regulations exist for every government agency.  

If a project funded should happen to result in some product that might involve a financial gain for an employee, it would be advisable to check with the Program Officer to assure that they are not moving into the area of financial disclosure.  The regulation states “significant financial interest” which is above $5000 or 5% interest in an involved company. Funding agencies establish the disclosure policy.  COM-FSM requires full disclosure of any financial gain from projects involving college personnel. 

I. Conflict of interest/ Intellectual Property

Conflict of interest is a similar area to financial disclosure and is also covered by Federal regulation for every agency.  Under DOE awards, for instance, if items such as tests or marketable products for training are developed, technology transfer may come into play.

COM-FSM has developed a policy on conflict of interest and intellectual property which states that “the right and title of any written materials, including copyrightable materials, art works, inventions, software and patents on inventions made by and author, artist, or inventor while an employee of the College of Micronesia-FSM shall belong to the College of Micronesia-FSM.”

“The intention of the policy is to identify typical situations in which the creation of intellectual property or copyrightable materials occurs, and provides information and guidance for those situations when copyrightable materials are developed with substantial funding support from the College.”

When developments noted above occur on federally funded project, this policy actually begins at the Federal level and flows through to the project staff and the College.  For federal awards,  this area is discussed fully under 34 CFR 75.525 which can be accessed on-line by putting in the reference number in the search function as noted here.  

It is the requirement of this college that any use of copyrighted materials and intellectual property right must be referenced as courtesy to the originator.  

Financial disclosure and conflict of interest regulations also apply to family members, public officials and business partners.  In the event that a project developer has any questions in this area, it is advisable to discuss with the IRPO and SPF to assure correct disposition of the matter with the agency.

“Expanded Authority (1)”:

DOE awards provide for “expanded authorities.”  This privilege is given to the institution as is the award itself.  “Expanded Authorities,” allow for charges to a grant 90 days prior to the effective date of the award.  Project Directors may not use this expanded authority without the permission of the President through the Director of IRPO.  He/she will contact the agency to verify that the award has been approved and will ask for written (email) confirmation of the date.  In conjunction with the Business Office, the account may then be set up if the early charges seem justified by the needs of the project.  These charges are considered pre-award activity, but will accrue to the grant budget period.  Examples of acceptable pre-award needs are, but are not limited to, the following:

Participation of personnel proposed for a future period was needed earlier than expected

Equipment identified in the proposal in a future period was necessary earlier than expected

Purchase of critical supply items at or near expiration for use during the renewal period


Pre-award purchase charges are limited to 5% of the expected award 

Proposals for the extension or renewal of existing sponsored activities should include an estimate of the unexpended balance anticipated upon expiration of the current grant or contract budget period.  The expanded authority for extensions is discussed in the post-award section. 
J. COM-FSM Guidelines on Information Requests

 Procedure:  The President has designated the Institutional Research and Planning Office as the only authorized office to disseminate data to the college community and the public.  Requests for data should be directed to the Research and Planning Office.   (The Request for Information Form is included in Appendix C and can be emailed if requested)
Documentation:  October 25, 2005 memorandum from the President to all concerned 

“Dissemination of Data”
K. Document Flow Chart

Note:  Purchase Orders follow steps 1, 2, 3, 5 and 7.  All other documents (reprogramming requests, Travel Advances etc.) follow all the steps.
	Step 1

	Project Director 

	
			 

	
	Step 2

	Campus Director or Appropriate Vice President

	
			 

	
	Step 3

	Sponsored Program Facilitator for compliance

	1day process , may take more days if there are questions

			 

	
	Step 4

	Appropriate Vice President

	Same day

			 

	
	Step 5

	Controller for fund Certification

	2 days

			 

	
	Step 6

	President for Final Approval

	Same day or longer depending on the nature of the document (Personnel items take more than a day)

			 

	 


	Step 7

	Business Office for Processing

	1 week



	

	

	

	


	L. Close-Out Requirements 

Project Directors and Principal Investigators are responsible to satisfy the commitments stated in the proposals and those in the agreements used to award the project. Although close out requirements may vary by sponsors and grants, the following reports are necessary for most grants:

· Final Technical or Final Performance Report

· Final Report of Inventions

· Final Inventory of Equipments, and

· Final Financial Report ( including cost-sharing, if appropriate)

All Federal funded programs at COM-FSM must follow the regulation on close out requirements as set in the OMB (Office of Management and Budget) Circular A-110. 
OMB Circular A-110 is found in Appendix A of this document



	M. Time and Efforts

The Federal Office of Management and Budget (OMB) Circular A-21 requires recipients of federal fund to document 100% effort of the employees thru the use of time and effort.  COM-FSM federal funded programs follow the federal regulation on time and effort documentation as well as the college’s procedure of timesheet.  Programs directors must fill out the two forms each pay period.   The timesheet is submitted to the Business Office Payroll Section and the time and effort form is filed in the program office.   

Copy of the timesheet and the time and effort form is attached in appendix C and electronic copies can be obtained upon request.



	

	N. Fund Raising 

Some grants are clearly restricted from Fund Raising.  Those grants that are allowed to carry out Fund Raising must followed the college procedure on Fund Raising. 
Procedure:  All Campuses, programs, clubs, federal programs, projects, and activities that use the College’s name to raise funds for their group must submit a request to the President’s Office prior to commencing their fundraising.  
Documentation:  January 11, 2007 memorandum from the President to all concerned 

“Fund Raising in the Name of the College”


	

	

	

	


IV. Indirect Cost

A. F & A costs (indirect) - definition

Facility and Administrative (F & A) costs is the most current term used by Federal agencies when describing charges that are accrued by the institution in support of grant activities.  Since they are most commonly known as indirect costs, such were the term used here.  Indirect cost charges, which are applied to grant activities by the institution, are determined as a rule by a cost study at the institution by the Financial or Business Office and are reviewed and approved by Federal auditors/ negotiators.  
B.  Indirect cost guidelines 

The majority of grants awarded to COM-FSM come from the Department of Education and are Federal training grants.  The usual rate for training grants with all Federal agencies is eight per cent (8%) of total direct costs.  Only student stipends or tuition are excluded.  Many of the COM-FSM awards do not allow tuition anyway.
COM-FSM has a 30% indirect cost negotiation agreement.  This rate can be used on any grants, contracts, agreements and projects other then training grants.  The Indirect Cost Negotiation Agreement is in Appendix G.
Indirect cost is allocated to the institution and is not to be considered for use by the projects.  It goes directly for institutional administrative and maintenance costs that occur as support for the project activities.  Indirect cost revenue not expended during a particular grant period or fiscal year shall be recorded in the fund balance after the end of the next fiscal year.  The division per campus is shown in Appendix F and was approved by the Board of Regents in September 2002.  

C. Allowable uses

Policy for the use of indirect costs is set by the legislative intent in the Circulars guiding institutions of higher education, Circulars A-21, A-110, and A-133 (EDGAR).   The cost allocation plan developed by the Business Office determines what those charges cover and it is assumed that appropriate division is made within the institution to use the indirect revenue according to the allocation on file.  There is no restriction on its use within the institution as long as charges are in line with what the plan states. 

V. Contracts and Agreements

A. Determining format

There are various forms of agreement used by COM-FSM in its work with other entities.  To name a few, they are identifies as: “memorandum of understanding (MOU)”; “ agreement”; “cooperative agreement “; “contract” or;  “subcontract”.   However, these are really distinct types of agreement and should be used within the appropriate context.

Before committing the institution to a collaborative relationship or any financial obligation, it is important to determine the correct form of agreement to be used.

Early consultation with the IRPO and SPF is important in these circumstances in order to protect the College legally and to avoid embarrassment when working with other institutions and colleagues.

B.  MOU
A memorandum of understanding is, as a rule, an agreement to collaborate with another institution(s) on general activities toward a goal or program.  It does not commit any of the involved parties to financial obligations or specific resource commitments.  It is meant to recognize a congenial affiliation of parties working on a common goal or project.  This also might be used to define a simple agreement.

C. Contract; subcontract

Contracts are binding agreements that can commit the institution to financial obligations or definite commitments of resources.  Once such commitments are written into the agreement and signed by the parties (authorized officials), they are legally committed to the terms of the agreement.  The documents may include a specific budget or dollar amount, or an itemized list of what the institution is providing in the way of resources.

Subcontracts are similar in format to the contract, but are within the main body of a contract.  The binding nature is the same as for the contract and must be signed by an official who is authorized to commit resources for the institution/entity involved.  Grant proposal will include these for pieces of work that the project developer is not able to provide within his/her own institution or area.

D. Cooperative agreement

Cooperative agreements are a mixture of the two types defined above.  A non-financial cooperative agreement can involve and equal exchange of faculty effort or events planned variously between the parties.  They are more structured and at a higher level of commitment than an MOU without involving a dollar exchange.  Cooperative agreements are also very often used between government entities (DHHS, USDA, USAID, state governments, universities, etc.) and can also include significant financial obligations or resources.  They are very specific in nature and will include line item budgets to be followed.  They are legally binding and are monitored closely by the sponsor.

All the agreement forms listed above can have significant impact on COM-FSM’s faculty and facilities, especially contracts and cooperative agreements.  Therefore, they need to be thoroughly reviewed by officials of the institution before a commitment is promised.  All proposals for these agreements are to be reviewed by the IRPO, dated prior to the start of the agreement and, if and when approved, signed by the President.

VI. TRIO Programs

A. Supplemental information

Because the majority of awards currently made to the COM-FSM are TRIO programs funded by the Department of Education (DOE), this section is added to cover certain emphasized requirements from DOE.  The prior sections of this manual will apply to all awards including TRIO programs.  The following items will also need to be considered when applying for or reporting on a TRIO grant.

TRIO officials plan site visits (program review) on a regular rotating basis.  Audits (overall review of legal issues, program, financial records and documentation) will be 

less common, but are often planned in conjunction with a site visit.  Given the long travel distance such reviews necessitate for COM-FSM, it is highly likely that the two could occur at the same time.  

The Business Office at COM-FSM has the funds draw-down and financial reporting obligation, but the program operation and budget are the responsibility of the project offices.  Each project office is required to develop and maintain procedures manual for its own operation.  It will cover, in summary, the compliance items noted in previous sections.  In addition it should cover the student activities and reporting function that is not maintained at the National Campus.  These records should be maintained for a minimum of three years prior to the current fiscal year for audit purposes.  

A checklist of information that needs to be in the TRIO offices is included in Appendix E of this manual. Compilation of that information and your own procedures manual will prepare your office to meet with confidence any audit visit. 

B. Lobbying

When institutions are receiving U.S. Federal funds of any kind, there are regulations concerning lobbying activities.  Lobbying refers to a number of practices that could be construed as applying undue influence in the political arena.  This includes city, state and national government as well as foreign governments (i.e. the U.S., China).

Organizations that receive such federal money may not allow their employees to engage in lobbying while on work hours or compensated time with the institution.  Funds from any funded project may also not be used in this manner. Examples of the most common types lobbying are given below, but may not limited to just those listed:


Attempts to influence the outcomes of any Federal, State, or local election, referendum, initiative, or similar procedure, through in kind or cash contributions, endorsements, publicity, or similar activity; 


Establishing, administering, contributing to, or paying the expenses for a political party, campaign, political action committee, or other organization (i.e., WESTOP) established for the purposes of influencing the outcomes of elections;


Any attempt to influence 1) the introduction of Federal or State legislation, 2) the enactment or modification of any pending Federal or State legislation through communication with any member or employee of the Congress or State legislature (including efforts to influence State or local officials to engage in similar lobbying activity), or 3) any government official or employee in connection with a decision to sign or veto enrolled legislation;  (see above)


Any attempt to influence 1) the introduction of Federal or State legislation, or 2) the enactment or modification of any pending Federal or State legislation by preparing, distributing, or using publicity or propaganda, or by urging member of the general public, or any segment thereof, to contribute to or participate in any mass demonstration, march, rally, fund raising drive, lobbying campaign or letter writing or telephone campaign, or:


Legislative liaison activities, including attendance at legislative sessions or committee hearings, gather information regarding legislation, and analyzing the effect of legislation, when such activities are carried on in support of or in knowing preparation for an effort to engage in unallowable lobbying.

Institutions or employees are only exempt from these stated regulations when being called by the government to give presentations on the direct performance of a specific grant or contract or agreement.  Other specific exemptions for the institution are few and very specific; they can be found at the end of Circular A-21, Part 24.  (Regulations taken from Circular A21; Part 24)

In addition, the general EDGAR regulation states that:


“no appropriated funds may be expended by the recipient of a Federal contract, grant, loan, or cooperative agreement to pay any person (including normal salaried time) for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an office or employee of Congress, or an employee of a Member of Congress in connection with any of the following covered Federal actions:  the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification, of any Federal contract, grant, loan, or cooperative agreement.” (EDGAR Part 82, Subpart A; the whole of Part 82 is the regulation on lobbying for DOE)

Of course, it is the right of every individual to engage in political activities or speak to government officials regarding personal interests provided this is done on his/her own time and with personal funds. 
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CIRCULAR A-110
(REVISED 11/19/93, As Further Amended 9/30/99) 

CIRCULAR NO. A-110 Revised

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

	SUBJECT:
	Uniform Administrative Requirements for Grants and Agreements With Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations


1. Purpose. This Circular sets forth standards for obtaining consistency and uniformity among Federal agencies in the administration of grants to and agreements with institutions of higher education, hospitals, and other non-profit organizations.

2. Authority. Circular A-110 is issued under the authority of 31 U.S.C. 503 (the Chief Financial Officers Act), 31 U.S.C. 1111, 41 U.S.C. 405 (the Office of Federal Procurement Policy Act), Reorganization Plan No. 2 of 1970, and E.O. 11541 ("Prescribing the Duties of the Office of Management and Budget and the Domestic Policy Council in the Executive Office of the President").

3. Policy. Except as provided herein, the standards set forth in this Circular are applicable to all Federal agencies. If any statute specifically prescribes policies or specific requirements that differ from the standards provided herein, the provisions of the statute shall govern.

The provisions of the sections of this Circular shall be applied by Federal agencies to recipients. Recipients shall apply the provisions of this Circular to sub recipients performing substantive work under grants and agreements that are passed through or awarded by the primary recipient, if such sub recipients are organizations described in paragraph 1.

This Circular does not apply to grants, contracts, or other agreements between the Federal Government and units of State or local governments covered by OMB Circular A-102, "Grants and Cooperative Agreements with State and Local Governments," and the Federal agencies' grants management common rule which standardized and codified the administrative requirements Federal agencies impose on State and local grantees. In addition, sub awards and contracts to State or local governments are not covered by this Circular. However, this Circular applies to sub awards made by State and local governments to organizations covered by this Circular. Federal agencies may apply the provisions of this Circular to commercial organizations, foreign governments, organizations under the jurisdiction of foreign governments, and international organizations.

4. Definitions. Definitions of key terms used in this Circular are contained in Section ___.2 in the Attachment.

5. Required Action. The specific requirements and responsibilities of Federal agencies and institutions of higher education, hospitals, and other non-profit organizations are set forth in this Circular. Federal agencies responsible for awarding and administering grants to and other agreements with organizations described in paragraph 1 shall adopt the language in the Circular unless different provisions are required by Federal statute or are approved by OMB.

6. OMB Responsibilities. OMB will review agency regulations and implementation of this Circular, and will provide interpretations of policy requirements and assistance to insure effective and efficient implementation. Any exceptions will be subject to approval by OMB, as indicated in Section ___.4 in the Attachment. Exceptions will only be made in particular cases where adequate justification is presented.

7. Information Contact. Further information concerning this Circular may be obtained by contacting the Office of Federal Financial Management, Office of Management and Budget, Washington, DC 20503, telephone (202) 395-3993.

8. Termination Review Date. This Circular will have a policy review three years from date of issuance.

9. Effective Date. The standards set forth in this Circular which affect Federal agencies will be effective 30 days after publication of the final revision in the Federal Register. Those standards which Federal agencies impose on grantees will be adopted by agencies in codified regulations within six months after publication in the Federal Register. Earlier implementation is encouraged.

Reports and Records 

___.50 Purpose of reports and records. Sections ___.51 through ___.53 set forth the procedures for monitoring and reporting on the recipient's financial and program performance and the necessary standard reporting forms. They also set forth record retention requirements

___.51 Monitoring and reporting program performance.
(a) Recipients are responsible for managing and monitoring each project, program, sub award, function or activity supported by the award. Recipients shall monitor sub awards to ensure sub recipients have met the audit requirements as delineated in Section ___.26. 

(b) The Federal awarding agency shall prescribe the frequency with which the performance reports shall be submitted. Except as provided in paragraph ___.51(f), performance reports shall not be required more frequently than quarterly or, less frequently than annually. Annual reports shall be due 90 calendar days after the grant year; quarterly or semi-annual reports shall be due 30 days after the reporting period. The Federal awarding agency may require annual reports before the anniversary dates of multiple year awards in lieu of these requirements. The final performance reports are due 90 calendar days after the expiration or termination of the award. 

(c) If inappropriate, a final technical or performance report shall not be required after completion of the project. 

(d) When required, performance reports shall generally contain, for each award, brief information on each of the following. 

(1) A comparison of actual accomplishments with the goals and objectives established for the period, the findings of the investigator, or both. Whenever appropriate and the output of programs or projects can be readily quantified, such quantitative data should be related to cost data for computation of unit costs. 

(2) Reasons why established goals were not met, if appropriate. 

(3) Other pertinent information including, when appropriate, analysis and explanation of cost overruns or high unit costs.

(e) Recipients shall not be required to submit more than the original and two copies of performance reports. 

(f) Recipients shall immediately notify the Federal awarding agency of developments that have a significant impact on the award-supported activities. Also, notification shall be given in the case of problems, delays, or adverse conditions which materially impair the ability to meet the objectives of the award. This notification shall include a statement of the action taken or contemplated, and any assistance needed to resolve the situation. 

(g) Federal awarding agencies may make site visits, as needed. 

(h) Federal awarding agencies shall comply with clearance requirements of 5 CFR part 1320 when requesting performance data from recipients. 

___.52 Financial reporting.
(a) The following forms or such other forms as may be approved by OMB are authorized for obtaining financial information from recipients. 

(1) SF-269 or SF-269A, Financial Status Report. 

(i) Each Federal awarding agency shall require recipients to use the SF-269 or SF-269A to report the status of funds for all nonconstruction projects or programs. A Federal awarding agency may, however, have the option of not requiring the SF-269 or SF-269A when the SF-270, Request for Advance or Reimbursement, or SF-272, Report of Federal Cash Transactions, is determined to provide adequate information to meet its needs, except that a final SF-269 or SF-269A shall be required at the completion of the project when the SF-270 is used only for advances. 

(ii) The Federal awarding agency shall prescribe whether the report shall be on a cash or accrual basis. If the Federal awarding agency requires accrual information and the recipient's accounting records are not normally kept on the accrual basis, the recipient shall not be required to convert its accounting system, but shall develop such accrual information through best estimates based on an analysis of the documentation on hand. 

(iii) The Federal awarding agency shall determine the frequency of the Financial Status Report for each project or program, considering the size and complexity of the particular project or program. However, the report shall not be required more frequently than quarterly or less frequently than annually. A final report shall be required at the completion of the agreement. 

(iv) The Federal awarding agency shall require recipients to submit the SF-269 or SF-269A (an original and no more than two copies) no later than 30 days after the end of each specified reporting period for quarterly and semi-annual reports, and 90 calendar days for annual and final reports. Extensions of reporting due dates may be approved by the Federal awarding agency upon request of the recipient.

___.53 Retention and access requirements for records.
(a) This section sets forth requirements for record retention and access to records for awards to recipients. Federal awarding agencies shall not impose any other record retention or access requirements upon recipients. 

(b) Financial records, supporting documents, statistical records, and all other records pertinent to an award shall be retained for a period of three years from the date of submission of the final expenditure report or, for awards that are renewed quarterly or annually, from the date of the submission of the quarterly or annual financial report, as authorized by the Federal awarding agency. The only exceptions are the following. 

(1) If any litigation, claim, or audit is started before the expiration of the 3-year period, the records shall be retained until all litigation, claims or audit findings involving the records have been resolved and final action taken. 

(2) Records for real property and equipment acquired with Federal funds shall be retained for 3 years after final disposition. 

(3) When records are transferred to or maintained by the Federal awarding agency, the 3-year retention requirement is not applicable to the recipient. 

(4) Indirect cost rate proposals, cost allocations plans, etc. as specified in paragraph ___.53(g).

(c) Copies of original records may be substituted for the original records if authorized by the Federal awarding agency. 

(d) The Federal awarding agency shall request transfer of certain records to its custody from recipients when it determines that the records possess long term retention value. However, in order to avoid duplicate recordkeeping, a Federal awarding agency may make arrangements for recipients to retain any records that are continuously needed for joint use. 

(e) The Federal awarding agency, the Inspector General, Comptroller General of the United States, or any of their duly authorized representatives, have the right of timely and unrestricted access to any books, documents, papers, or other records of recipients that are pertinent to the awards, in order to make audits, examinations, excerpts, transcripts and copies of such documents. This right also includes timely and reasonable access to a recipient's personnel for the purpose of interview and discussion related to such documents. The rights of access in this paragraph are not limited to the required retention period, but shall last as long as records are retained. 

(f) Unless required by statute, no Federal awarding agency shall place restrictions on recipients that limit public access to the records of recipients that are pertinent to an award, except when the Federal awarding agency can demonstrate that such records shall be kept confidential and would have been exempted from disclosure pursuant to the Freedom of Information Act (5 U.S.C. 552) if the records had belonged to the Federal awarding agency. 

(g) Indirect cost rate proposals, cost allocations plans, etc. Paragraphs (g)(1) and (g)(2) apply to the following types of documents, and their supporting records: indirect cost rate computations or proposals, cost allocation plans, and any similar accounting computations of the rate at which a particular group of costs is chargeable (such as computer usage chargeback rates or composite fringe benefit rates). 

(1) If submitted for negotiation. If the recipient submits to the Federal awarding agency or the sub recipient submits to the recipient the proposal, plan, or other computation to form the basis for negotiation of the rate, then the 3-year retention period for its supporting records starts on the date of such submission. 

(2) If not submitted for negotiation. If the recipient is not required to submit to the Federal awarding agency or the sub recipient is not required to submit to the recipient the proposal, plan, or other computation for negotiation purposes, then the 3-year retention period for the proposal, plan, or other computation and its supporting records starts at the end of the fiscal year (or other accounting period) covered by the proposal, plan, or other computation.
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