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***DRAFT*** OFFICE OF SPONSORED PROGRAMS 
GRANT PROPOSAL DEVELOPMENT & GRANT MANAGEMENT GUIDE
Policies, Procedures, Rates and Guidelines for Budgeting, Proposing and 
Managing a Grant at Shepherd University
This document is a DRAFT for internal review purposes ONLY.

Requires review and final approval from: Provost, Vice President of Finance, and General Counsel 

Useful for: 
· Development of externally-funded proposals and proposal budgets by faculty and/or project staff
· Development and review of proposed budgets for externally-funded projects across all University departments 
· Ensuring costs are reasonable, allowable at the funder/sponsor and institutional level, allocable to the proposed or funded project, and consistent with institutional policies and practices 
· Management of externally-funded awards by Principal Investigators (PIs) or Project Directors (PDs)

Shepherd University Info:  

Physical Address, as listed in the Federal System of Awards Management (SAM): 
301 N. King Street, Shepherdstown, WV 25443-7000
Mailing Address:
P.O. Box 5000
Shepherdstown, WV 25443
		
	EIN/TIN:
	55-6000799
	DUNS#
	027784359



	Cage Code #:
	3E0H5
	SU Congressional District:
	WV-002





Note to Users: 

The Proposal Development and Grants Management Guide is intended to comport with 2 CFR §200 for federal grants as well as with institutional requirements, policies and practices. The information provided is intended to support the development and management of grant proposals for Shepherd University. Grant proposals for the Shepherd Entrepreneurship and Research Corporation (SERC) or the Shepherd University Foundation may be required to follow different guidelines. 

If you have questions about planning for an externally-funded project, the first and best thing you can do is to read the relevant application guidance from the funder/sponsor. Then, as early as possible in your planning process, contact Jessica Kump, Director of Sponsored Programs and Corporate & Foundation Relations, who can assist with things such as your early stage proposal development, project budgeting from a feasibility perspective, how/when to contact program officers, and advice on necessary campus reviews and approvals. 

This document provides an outline of guidelines and best practices as opposed to absolute statements on all matters. 

If you have suggestions on how to improve this document, please contact Jessica Kump or Tracy Bateman in the Office of Sponsored Programs. 


	1. SALARY SUPPORT: Senior/ Key Personnel (Principal Investigator(s) (PIs), Project Director(s) (PDs)) 
See Section 4 for fringe benefit rates 

	1A. How do I calculate the amount of summer salary to include in my budget?
To Calculate: Use the faculty member’s projected 9-month academic year (AY) salary, or institutional base salary (IBS), for the first year of the proposed project. One-month of summer salary (for full-time, 100% effort) equals 1/9 of a 9-month faculty member’s AY salary for the proposed period. 
Example: Professor John Smith receives an AY salary of $50,000 to teach three 4-credit courses per semester. Professor Smith’s proposal requests salary support for 2 months of full-time (100%) summer effort. 1/9 of Professor Smith’s AY salary = $5,556, so 2 months of summer salary support = $11,112.     
Important to Note: In many cases, sponsors limit faculty to maximum of 2 months summer salary; if explicitly allowed by a funder, this may be increased if the project supports it and the faculty member can certify his or her ability to fulfill the commitment of effort (See 1D. below).


	1B. Are there limits on the amount of salary allowed on grants? 
Yes. Any employee receiving grant-funded salary can collect NO MORE than 1/9 of his or her AY salary or 1/12 of IBS per month. Any proposal for additional compensation at a rate above or in addition to AY salary or IBS rate must be explicitly allowed by the funder/sponsor, requires sufficient justification of effort beyond 1.0 FTE (100% effort) and requires the written approval of the respective department chair, college dean and the provost.  


	1C. How do I determine salary support needed for a course release?
Shepherd defines faculty full-time equivalency (FTE) of 1.0, or 100% effort, as teaching a full load of four 3-credit courses or three 4-credit courses per semester. One course release for two semesters (one full academic year) would equate to 33% of AY salary for release from one 4-credit course and 25% of AY salary for release from one 3-credit course per semester. Full salary support for proposed course release(s) should always be requested. Exceptions due to funder guidelines or any other circumstances require written approval from the proposer’s department chair and dean.
Example: Professor Jane Smith receives an AY salary of $50,000 for teaching four 3-credit courses each semester. Professor Smith is requesting 1 course release per semester, requiring salary support for 25% of her effort to be devoted to the grant-funded project. 25% of her $50,000 AY salary = $12,500 of total salary support required.  
Important to Note: It is not appropriate to request funding to cover the cost of an adjunct to teach your course(s) proposed for release. Grant funds requested to cover a course release support a portion of your time and effort, and this is entirely separate and independent of what your department or college decides to do about the course(s) you are no longer teaching. Most sponsors/funders (especially federal agencies) expect to provide resources to support your time and effort on the proposed work of the project, not the time and effort of someone else to teach your course(s) or backfill any other responsibilities, unrelated to the project, from which you are released.


	1D. How do I balance my overall summer obligations? 
Faculty receiving summer grant-funded salary should carefully consider other summer commitments, both professional and personal. You must disclose to OSP any commitments you have made to teach courses or perform professional services, for Shepherd or any other entity, that overlap with any time period you are requesting full-time salary support. It is also prudent to disclose to OSP if you are planning significant personal travel within those time periods as well. 




	2.  SALARY SUPPORT - OTHER PERSONNEL  See Section 4 for fringe benefit rates

	2A. How do I budget for undergraduate student employees and/or researchers? 
Determine the number of weeks, number of hours per week and number of students you propose for the project. Use hourly pay rates for students that are reasonable and that align with established campus practice, and work with OSP early in your proposal development process to obtain HR approval of proposed position(s) and pay rate(s).   When grant funding has been confirmed, work with OSP in advance of any action relative to hiring to ensure HR and any key administrative staff in your department are adequately notified. If you are proposing a scholarship or fellowship instead of an hourly paid position, use the “Scholarship or Employment?” worksheet to determine if your scenario qualifies.
Important to Note:  Proposed rates of pay and or scope(s) of work that exceed or do not align with institutional norms, regardless of whether they are approved by the funder/sponsor, will not be approved by human resources (HR). Hiring students requires approval by the HR’s student employment office and must conform with procedures and practices mandated by the State of West Virginia and the campus. Contact HR when funding has been confirmed and in advance of any action relative to hiring.


	2B. How do I budget for part-time staff? 
Part-time staff work 25 or fewer hours per week. Define the core duties and skills required for any part-time staff positions, and use hourly rates that are reasonable for the proposed work and consistent with established institutional rates for similar work. Work with OSP early in your proposal development process to obtain HR approval of proposed position(s) and salary rates.  When grant funding has been confirmed, work with OSP in advance of any action relative to hiring to ensure HR and key administrative staff in your department are adequately notified.
Important to Note:  Grant-funded rates of pay that exceed institutional norms, regardless of whether they are approved by the funder/sponsor, will not be approved by human resources (HR). Hiring grant-funded staff requires approval by human resources and must conform with procedures and practices mandated by the State of West Virginia and the campus. 

	2C. How do I budget for full-time staff? 
Full-time staff work 25 + hours per week or more, with no fewer than 1,040 hours during a 12-month period. Salary depends on responsibilities and expertise needed and will require the development of a job description; consult with HR well in advance of proposal submission. When allowed by the funder/sponsor, include 3.0% increase per year for multi-year projects. 
Scope(s) of work and rate(s) of pay that do not align with institutional norms, regardless of whether they are approved by the funder/sponsor, will not be approved by human resources (HR). Hiring staff requires approval by human resources and must conform with procedures and practices mandated by the State of West Virginia and the campus. Contact HR when funding has been confirmed and in advance of any action relative to hiring.


	2D. Stipend Support, Additional Compensation 
Requests for stipend support or additional compensation for any employee, to be paid in addition to institutional salary, must be carefully considered. Federal guidelines restrict and typically discourage the use of grant funds to provide additional compensation on top of institutional base salary (IBS). Requesting additional compensation for a full-time exempt employee to perform duties that are already within his or her existing position description should be avoided, as it is generally prohibited by most funders/sponsors, especially federal agencies. 
If explicitly permitted by the funder/sponsor, any proposal for additional compensation must be supported by specific description of work to be performed, timeline of work performance and deliverables. Rate of additional compensation must be calculated based on IBS. Proposed compensation rates/amounts must be reasonable, allowable and in alignment with institutional norms and practices, and additional restrictions apply if the proposed recipient is a non-exempt (overtime-eligible) employee. Proposals for additional compensation require the review and approval of the proposed recipient’s respective department chair and dean or supervisor and vice president, and require final review and approval from HR. In exceptional circumstances, review and approval from the provost and/or general counsel may be required as well.    
Important to Note: Requests for additional compensation are asserting to a funder/sponsor that the proposed effort of the project can and will be carried out in addition to other duties, without any reduction, shift or re-assignment of existing responsibilities. Thus, a full-time employee, for example, would be committing to perform duties excess of 100% effort.  In determining what would be considered reasonable to propose, the additional percentage of effort proposed should be considered as the primary factor. Avoid proposing or requesting compensation for effort that exceeds what an employee could be reasonably expected to perform.  



	3. EFFORT COMMITTED TO AN EXTERNALLY FUNDED PROJECT

	3A. How do I report effort on a project? 
Effort reporting is required for all personnel on all projects receiving federal funds, whether federal support is received directly, via state pass-through or via subcontract. Faculty and exempt professional staff must certify the effort made on a grant via electronic form on an annual basis at minimum (forms will be distributed to PIs/PDs by OSP). Hourly employees, non-exempt employees and students may be required to maintain timesheets documenting hours worked on the project in certain circumstances where time and effort are split between grant project activity and other obligations (timesheet templates are available on shepherd.edu/osp, and will be provided to PIs/PDs by OSP when a grant is awarded).  Final time and effort records for all grants must be certified by PIs/PDs at project period closeout (typically annually).
Important to note: Shepherd University is required to certify that grant-funded personnel are not over-extended or over-committed. Documentation and certification of effort fulfills part of this requirement for the institution.




	4. FRINGE BENEFITS

	4A. What rate do I use? 
Use 25% for full-time employees and 7.65% for student and part-time employees. Apply the fringe rate to the total salary support requested.


	4B. When do I need to include fringe benefits? 
Fringe benefits are REQUIRED for any salary/wage disbursement to Shepherd University employees on a grant and are not part of the indirect (facilities and administration, or overhead) cost pool. 




	5. EQUIPMENT

	5A. What’s the definition of equipment for Federal and Non-Federal awards?
Equipment is defined by the federal government as any item at ≥$5000 per unit acquisition cost, and a useful life of more than one year. West Virginia State Procurement Code sets the per-unit cost threshold at >$1000. Federal grant proposal budgets should place any items below the federal threshold for equipment under “materials and supplies.” Upon receipt of an award, any item purchase at or above the West Virginia State procurement code threshold must follow State guidelines and requirements. Any purchase meeting or exceeding the State threshold of $1,000 require review and approval prior to purchase  from the Executive Director of Procurement.


	5B. Do I need to get quotes?
YES. Proposed equipment purchases at or above the WV State threshold, whether federally-funded or not, require at least 2 quotes at the time of proposal submission. Sole-sourced items require a written well-articulated justification for the exemption of this two-quote rule. Quotes and sole-source justifications require review and approval from the procurement office and, once approved, must be provided to Jessica Kump well in advance of proposal submission. 

	5C. Can I use any vendor?
NO. You must to ensure that the vendor you choose if not under “debarment” or “suspension”. Vendor purchases of ≥$1000 should be reviewed to ensure that the vendor is not debarred by the State of WV or the Federal government. (To check this, use the system award management [federal], and WV department of general services [WV]


	5D. What are the requirements for planned technology purchases? 
For any proposed technology purchases (hardware and/or software), a consultation with campus IT services in advance of developing a proposal budget is advised. Advance review from IT services helps ensure campus network compatibility and availability of adequate support. 


	5E. What else should I think about?
Additional needs. If proposed equipment requires ongoing maintenance, space allocations, infrastructure modifications or has additional/enhanced power needs, please consult with your academic department at least 1 month in advance of submitting the proposal. Proposed equipment purchases that require institutional accommodation may require the review and approval of Facilities Management to confirm compliance with building fire/life safety code(s), the feasibility of timelines and/or required resources and/or financial support from the institution.



	6. TRAVEL

	6A. What should I include under travel costs?
Include in proposed travel the costs of transportation, as well as food and lodging during a trip. Food expenses and per mile reimbursement rates for using personal vehicles should be budgeted at the current WV State rates, which can be found on the Procurement Office website. To estimate lodging costs in proposal budgets, consult the US General Services Administration rate calculator by locale: http://www.gsa.gov/portal/content/104877 (a rationale for costs beyond GSA rates may be needed, e.g. because of a conference hotel with costs higher than the GSA rates). 
Important to note: All grant-funded travel costs, both for Shepherd and non-Shepherd employees, are required to follow all campus guidelines and adhere to campus limits for expenses and reimbursement.

	6B. What other travel costs should I include?
As Allowable, consider budgeting not only for conference or research/data collection trips, but also, especially if the project is collaborative, budgeting for annual or semi-annual meetings with Co-PI’s.


	6C. Are alcohol costs reimbursable for grant funded projects? 
No. While Federal funders explicitly prohibit reimbursement for alcohol purchases, it is also SU’s policy that NO GRANT should absorb alcohol costs. If alcohol is consumed during a travel-related meal, make sure that separate receipts for alcoholic drinks are requested at the time of purchase. Otherwise, when you submit your receipts for reimbursement, you may be required to split out costs of the alcoholic beverages as well as related taxes and tips pertaining to the purchase. 


	6D. Do I have to use a US Air Carrier for my flight? 
If you are federally funded, yes. Per the Fly America Act, federally-funded air travelers MUST use US air carriers. See: http://www.gsa.gov/portal/content/103191 



	7. MATERIALS AND SUPPLIES

	7A. What’s the definition of materials and supplies?
For all federal awards, materials and supplies are defined as less than $5000 per unit cost (including most research dedicated laptop or desktop computers). Costs for research supplies (e.g. purchase of lab supplies, etc.) are generally included in this category.

	7B. What if non-federal awards use a different definition for materials/supplies vs. equipment than SU’s current definition? 
For proposals not utilizing the federal/SU equipment threshold (See section 5A above), use the funder definition of materials and supplies for the purposes of the grant budget.

	7. C. Can I use any vendor?
No. individual vendor purchases with and aggregate total of $5000 or more should be reviewed to ensure that the vendor is not debarred/suspended by the state or federal government. (To check, use the system for award management (federal), and WV Department of general services; consult Jessica Kump.



	8. FACILITIES

	8. A. How do I arrange space for my proposed staff person?
Space is limited. Regardless of any existing space you may have available, if an investigator proposes hiring a full or part-time staff member, before proposal submission, the Provost’s Office must complete a space analysis. This analysis will not only address questions of where the person will work, but also what he/she will need to do the job effectively and what other resources may be needed. 


	8. B. What about space for proposed equipment purchases?
If an equipment purchase is part of your proposal, in advance of proposal submission, a space analysis by the Provost’s office is required. 




	9. PARTICIPANT SUPPORT COSTS

	9. A. When do I use participant support costs? 
Hardly ever. We rarely use this category unless you are supporting participants or trainees (but not employees) in connection with conferences or training projects. 



	9. B. is the participant support cost category used for students?
Almost never. The participant support cost category is rarely used. As above, exceptions may include conference or specific training program grant proposals. 


	9. C. What do I have to remember about participant support costs? 
Unless required by the sponsor, consider carefully if you want to include participant support costs on a federal award. It is very difficult to move costs out of this budget line; reallocation of participant support costs require written prior approval by the cognizant program officer. 
 



	10. CONTRACT AND FEES FOR SERVICE

	10. A. Who may sign?
Faculty members ARE NOT AUTHORIZED TO SIGN ANY CONTRACTS OR AGREEMENTS (see 10. B. below). Grant related contracts and/or fees-for-service should be prepared by the vendor or the PI. These must be reviewed and approved by the Associate Vice President for Finance, Pamela Stevens, or her designee; please be aware that this process takes at least one week and plan accordingly. 
Important to note: Contract services above certain dollar amount thresholds are required by WV State law to follow certain procurement guidelines, such as bid processes, etc. 


	10. B. How do I get approval/an authorized signature for contracts?
Faculty members may not sign or execute contracts on behalf of the institution. 
-Faculty needing contracts related to grant-funded projects should contact Tracy Bateman first, who will coordinate the signature process with Associate Vice President for Finance, Pamela Stevens and/or the Executive Director of Procurement, Debra Langford-Hiergeist.



	11. MISCELLANEOUS DIRECT COSTS

	11. A. What else should I include?
[bookmark: _GoBack]Consider budgeting funds to support implementation of data management plans, publication costs, proposed “broader impact” activities, any required or proposed evaluation or assessment activities, and computers or technology needed for other staff and dissemination. 

	11. B. What if I need to include costs for external project evaluation? 
To engage in program and grant evaluation, if needed, we suggest you get a written quote so that appropriate costs can be included in the project budget. 
Important to note: Contract services above certain dollar amount thresholds are required by WV State law to follow certain procurement guidelines, such as bid processes, etc.  If a competitive bid process will be required to issue a contract for evaluation services, use caution to ensure preferential treatment is not given to a particular vendor in the proposal development process.




	12. SUBAWARDS

	12. A. If I am planning a subaward to another institution on my grant, when do I involve OSP? 
As early as possible so you don’t limit your options. Please do not enter into a verbal or written agreement limiting a subaward budget amount until you have vetted the proposed budget through the Office of Sponsored Programs to ensure that all the costs have been considered and included. 
Important to note: A subaward is a contract that must be reviewed and approved by the Finance Office, Procurement and in some cases General Counsel. 

	12. B. If I will be a subawardee (SU as recipient of a subaward), what is needed? 
When SU is the recipient of a subaward, typically we must provide to the prime awardee the following:
a) A scope of work for the SU investigator(s);
b) CV(s) or biographical sketch(es) for the investigators;
c) An institutionally-approved budget and budget justification for work conducted by SU investigator(s);
d) Certification(s) by SU that we will conduct the proposed work in accordance with all applicable regulations;
e) A copy of SU’s federal indirect rate agreement, if a federal award and;
f) Some form of an “intent to collaborate” signature page. 
-Depending on the funder we may be required to provide other documentation.
-Additionally, we require the contact information for the prime institution’s sponsored programs office. 


	12. C. If my grant will include a subaward to another institution (included within the SU grant proposal), What is needed? 
When SU includes costs for another institution within grant for work that is integral to the research or project aims of the proposal, the subaward mechanism is appropriate.
Institutional Oversight of Subawards. SU is obligated to assess the risk of, manage, and monitor subaward funding to other institutions. To assist in this process, we require the following of subawardee PIs and institutions in advance of submission:
a. A scope of work for the investigators at the subawardee institution;
b. A CV or biographical sketch for these investigators;
c. An institutionally-approved budget and budget justification;
d. Certification(s) that the institution will enter into a subaward agreement upon funding and that the institution will comply with all applicable regulations of the funder;
e. The institution’s federally-approved rate agreement documenting fringe benefits and indirect cost rates;
f. Documentation of base salary used in the subaward budget;
g. The institution’s single audit or equivalent, and;
h. The contact information for the subawardee institution’s sponsored programs office. 
-Depending on the funder, and on the results of SU’s risk assessment of the subawardee institution, per 2 CFR §200 for Federal awards, other documentation as well as oversight of the subawardee may be required. 




	13. INDIRECT COSTS
(AKA FACILITIES AND ADMINISTRATION, OVERHEAD, OR ADMINISTRATIVE COSTS)

	13. A. What is SU’s indirect cost rate for federal awards?
SU’s federally negotiated indirect cost rate (IDC) is 44% for on-campus, and 20% for off-campus. We have a total directs costs base, meaning our federal indirect cost rate is applied to total direct costs excluding capital expenditures (building, individual items of equipment, alterations and renovations).



	13. B. What if some of my federally-funded work is conducted off campus? 
In most cases, even when field work is done away from the University, use of federal on campus rate is appropriate.


	13. C. When is the federal off campus indirect cost rate used?
The federal off campus rate is applicable ONLY when the following conditions hold: “for activities performed in facilities not owned by the institution and to which rent is directly allocated to the project(s), the off campus rate will apply. Actual costs will be apportioned between on campus and off campus components. Each portion will bear the appropriate rate.”


	13. D. What is SU’s direct cost rate for non-federal awards? 
Use the maximum allowed rate set by the funder. Generally, use the total direct project costs as the base against which to calculate the funder allowed indirect cost rate, if applicable, and unless otherwise directed. If no rate is set by the funder, we recommend verifying that indirect costs are allowed and charging the federally-approved rate against the total direct costs. It is SU’s institutional practice to collect whatever indirect costs are allowed. 


	13. E. My colleagues need information about our federal indirect cost rate, what do I do?
If collaborating partners require additional details about or documentation of our federal rate agreement, contact Tracy Bateman.


	13. F. Why are indirect costs charged to my award, and how does SU use the indirect cost recovery?
Indirect costs are real costs incurred by the institution in its effort to support externally funded projects (e.g. covering insurance, support for labs and research space, salary for support personnel, etc.). SU’s policy is that recovered indirect costs revert to the University to cover this overhead;




	14. FISCAL YEAR AND THE GRANT FUNDED PROJECT YEAR

	14. A. What is the SU fiscal year? 
SU’s fiscal year (FY) runs from July 1 to June 30.


	14. B. When does my project year begin?
The grant-funded year is the project start date per the grant award letter or notice of award. (This may differ from what was proposed at submission.)


	14. C. What if my project year does not align with SU’s fiscal year?
If the grant funded project year does not match SU’s fiscal year, consult with Tracy Bateman at the time of budget preparation, especially if full-time staff or PI summer salary is planned.




	15. MATCHING OR COST-SHARE REQUIREMENTS

	15. A. Should I offer a match or offer to share costs with the funder? 
No. Unless the funder requires matching or cost share, SU does not to offer matching costs.


	15. B. What if a funder requires a match? What should I use as a match?
First, all matching funds or cost share amounts must be identified and approved in advance of submission of the grant proposal worksheet. This also applies to subawards. 

If a funder requires match or cost sharing, the first and best way to offer cost-share or match resources is by offering a portion of a faculty member’s or other non-administrative employee’s time with department chair and dean approval.  If larger amounts of matching funds or cost sharing are required, contact Jessica Kump well in advance of the submission deadline for suggestions and guidance.

	15. C. If I do include matching funds, what else is required of me? 
Any committed cost share or matching resources must be administratively tracked and reported to the funder as part of the financial reporting. It is the responsibility of the PI/PD to specify  and verify the type of match and document when and how the match has been fulfilled. 



	16. BUDGET REVISIONS OR REALLOCATIONS (AT/AFTER AWARD)

	16. A. What if I need to rebudget because my award is less than what I proposed?
If the proposed (submitted) budget is different than the budget amount listed in the award letter, a budget reallocation is necessary at the time of award set-up to ensure that the institutionally-approved project budget reflects the awarded amount. Contact Tracy Bateman to facilitate this process. 


	16. B. Am I allowed to make changes in my plan for expenditures? 
It depends. If PIs/PDs must modify budgets to accomplish the approved research/project aims, it may be appropriate (depending on the funder) to do so (if allowed). Such modifications may be restricted by funder regulations about change of scope, so the PI/PD should check with the appropriate funder-assigned grant management person and subsequently coordinate funder-approved changes with Tracy Bateman. Any major budget reallocation must be approved by OSP. 


	16. C. What if I need a no-cost extension? 
If within 3-6 months of the award termination date, the proposed grant objectives are somehow delayed or incomplete, and expenditures are not on track for completely spending down an award, a no-cost extension may be in order. This REQUIRES a budget reallocation and research-/project-related justification to the funder (if the funder allows such extensions), as well as standard approval by OSP. Contact OSP as early as possible if you anticipate needing a no-cost extension.
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