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INTRODUCTION

This handbook is designed to help faculty, staff students of Lock Haven University obtain external
funding for research, equipment, faculty projeptegram development, conferences, and other psojédie
policies and procedures provide general guidanoatapplying for and managing grant funds. Thedbaok is a
work in progress and may change as rules and tegwavhich govern grant funds change. Comments an
suggestions to improve its content and clarityadwneays welcome.

The Grant Acquisition Coordinator is available tsaer questions and help anyone interested inrsgeki
external funding; for help with any aspect of gramtding, contact: Don Woodhouse

570-484-2547
dwoodhol@lhup.edu
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WHAT IS A SPONSORED PROGRAM?

“Sponsored Programs” are projects or programs atiedby faculty, staff or students that are supgubimn
whole or in part by externally restricted funds edeal to the University through a contract, a grang
cooperative agreement (see Glossa§ponsored programs may support research, itistnyor service. By the
very nature of sponsored programs, Lock Haven hhagations to the funding agency, typically speltad in the
program announcement, the grant proposal or bafpathe award letter. While awards are usuallgenan the
basis of a proposal prepared by an individual aan of faculty members, the University, as then@rgrant
recipient, has ultimate programmatic and fiscgboesibility and accountability for the project. rRbis reason,
internal review and approval are essential befoopgsals are submitted to outside agenci@sly the President
or his designated representative has authority toign a grant proposal or a contract bid on behalf ol_ock
Haven University.

All grants and sponsored programs are processedghrthe Grant Acquisitions Coordinator and then@ra
Accountant. The Contracts Officer, the Grant Asgions Coordinator, and the Grants Accountant pelpcipal
investigators and project directors monitor andkrgrant-related expenditures and comply with repgr
requirements. The project director is respondiaiénsuring that the project is carried out in @ctance with
university, PASSHE, and funding agency guidelinégtiver they are federal, state, or private funds.

RELATED POLICIES

The following Lock Haven University policies mayfexdt the conduct of sponsored activities.
Misconduct in Research (currently pending)
Protection of Human Subjedi8B Policy Webpage

Conflict of Interest http://www.lhup.edu/HR/policies/conduct.htm

Intellectual Property Policy (Currently in develogmnt)

GRANT ACQUISITIONS

A Grant Acquisitions Coordinator who reports te Wice President for Academic Affairs is availatde
assist faculty with researching opportunities fod @reparing grants. Tlh@rants websit@rovides links to federal,
state, and private funding opportunities and infation about how to search and apply for grantanGr
Acquisition services available include:

v" Monitoring and disseminating information about fingdopportunities.
v' Locating potential funding sources upon requeshffaculty or staff.

v" Providing resources on proposal writing.
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Presenting workshops on proposal writing and rdl&tgics.

Working with the Business Office and other Univr&intities to finalize grant award contracts,
agreements, and memorandums of understanding.

Contacting funding agencies about proposed projects

Working with Project Directors/Principal Investigas to develop proposals.

Helping complete federal and state forms.

Providing information about University policiesppgedures, and agreements with federal agencies.
Assisting with the preparation of, and reviewingftiproposals and budgets.

Verifying all matching or cost-sharing agreements.

Coordinating the internal review and endorsemeotgss.

Providing supporting documentation (e.g. finanstatements, proof of non-profit status, list of Siaes,
and the like), ensuring that all required forms aridrmation are present, and mailing proposalsitaing
agencies.

Assisting with proposal revisions and budget negians, if necessary.

Requesting reviewers comments and reasons forumahidg.

Assisting with the preparation and submission wdlfreports.

Facilitating access to FastLane, grants.gov aner@lectronic grant application portals

GRANT DEVELOPMENT, PREPARATION, AND SUBMISSION

Anyone with concepts or ideas that may have piatifior external funding is encouraged to conthet Grant

Coordinator to discuss their projects. ldeas foppsed projects should also be discussed with gepartment

chair and Dean to verify that the planned actisitell:

v

v
v
v

Be consistent with Lock Haven’s mission, values #dredstrategic plan.
Support the University goals of excellent teachmeggearch, and public service.
Contribute to scholarship and knowledge.
Comply with all University, federal, state, locagrnment, and granting agency regulations, paj@ed
directives that pertain to, among other things:
¢ Affirmative action and equal opportunity
¢ Civil rights compliance
¢ Protection of human subjects
¢ Protection of animal welfare
0

Copyrights, patents, royalties
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¢ Property rights
¢ Use of hazardous materials

¢ Matching funds or cost-sharing

Initial Contact with Funding Agencies

Faculty and staff are encouraged to make prelinginantact with potential grantors in order to webngruence
with the funders’ granting priorities, to obtairagt guidelines or to discuss possible projectsnt& can be made
by telephone, e-mail, office visit, letter of inquior preliminary proposal. Make sure to senadtinfational copies
of any query letters or preliminary proposals t® @rant Acquisition CoordinatoiPlease note, however, that you
may not commit or bind the University in any way, or enter into any formal agreement, without the express
authorization of the President or his designated representative. The University President, the Vice President for
Academic Affairs and the Vice President for Finance, Administration & Technology are the only individuals

authorized to sign grants or proposals on behalf of, i.e. to obligate, the University.

PROPOSAL FORMAT

The format of your proposal is usually specifiedhia sponsor’s guidelines. Investigators shoulgiest a
copy of the application kit or grant guidelines @he most recent annual report from the spongtielf are not
available on-line. If no guidelines or applicatimnms are provided by the funding agency, theeesanumber of
common formats available. Many grant proposalseastuated according to a rating system that asggmts to
specified review criteria, and applications mustrea certain number of points to be eligible @oremended for
funding. Guidelines provided by the funding agegewerally correspond with the review criteria, #mel specific
instructions provided by the funder should be foladexactly. If the guidelines specify the font size or margi
size required by the funder, make sure your prdatzeres to the requirements. Some funding ageneant
proposals bound; others will reject any proposat #irives with binding The Grant Coordinator can help you be
sure that you've got the details right.

Accurate and timely data to describe the instituaad to document the need for the proposed rdsearc
project or program are essential elements of cathmeproposals; University resources that can lyelp obtain
these data include the Grant Coordinator and thecRir of Institutional Research. Factual inforimatand data
that describe the organization, mission and charatits of Lock Haven University and its studests available
from the Grant Coordinator, as are copies of gtiheposals.

Allow ample time to complete your proposal andubrsit it to the Grant Coordinator for internal rewi
(said another way: DON'T WAIT UNTIL THE LAST MINUE!). If at all possible, please submit proposals i
both written and electronic forat least 10 business days prior to the deadlirte allow enough time for internal
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review and to obtain the required signatures. ddréier your proposal is submitted, the better.

Government agencies and private foundations areasmgly using electronic applications, and wat n
accept paper applications. The National Sciencaéation requireall letters of intent and applications be
submitted electronically, as do a growing numbeotber federal agencies. Given the proclivity omputers
(despite the diligent efforts of the Computing @ehto fail at the worst possible time, it is imatve not to wait
until the last possible minute to submit grantseAaail or electronic portals such as the Nati@aénce
Foundation’'sastlane system oGrants.Gov. Note, too, thaFastlane, Grants.Gov and other electronic portals
require advance registration. The Grant Acquisittmordinator serves as the institutional admiatstrfor
Fastlane and will register prospective applicants, assigssgvords, enter them in the NSF PI database, dpd he
with electronic access to grant announcements pplications, and describe the electronic submisarmh
signature process.

All proposals, whether on old-fashioned paper or irdigital form, must be submitted through the

Grant Acquisition Coordinator.

BUDGET DEVELOPMENT

The Grant Coordinator will assist with the creatadrihe budget. Research and program budgetsatjypioclude
two categories of expenses; thesedarect costs (such as personnel, equipment, travel, and sig)pieeded to
carry out the project, anddirect costs which reflect very real but less visible overheadts (such as building
maintenance, utilities, computer services, admigiste support and accounting) to the Universitgubporting
research and grant sponsored programs. Somefgraiig agencies do not award indirect costs, it lihe
amount of indirect costs. Except in cases wheat&ant costs are not awarded by the funding ageadtfynding
requests should include both direct and indirestoProposals which do not request indirect cogdien
available, require a Waiver of Indirect Costs, appd by the Vice President for Finance, Administragind
Technology. A copy of the request for Waiver adihect Costs is available on-line as part of @rant
Authorization Formand isincluded in this handbook.

DIRECT COSTS

Direct costs generally include the following categs:

Salaries and Wages List all the people who will work on this projestarting with the project director/principal
investigator, then faculty, staff, students, and-pme workers respectively. In all cases, esterteow much time
will be needed to carry out the project succesgftid how much time each person will actually cotrimihe
project. Contact the Grant Acquisition Coordindtmrassistancéo make sure you capture all personnel costs.
Specific people should be identified on the LHU Harization Form whenever possible for internal osgs;
however, unless a grant requires it, no specifieviduals should be named on the grant proposabandget.
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Positions and/or titles should be used to allowilfidity should a person become unavailable to genfthe tasks
of the grant. If the proposed project is for mibran one year, likely salary increases shoulceleated in the
budget.

Please remember to include fringe benefit cosy®ur budget proposal.

Human Resources can help determine the actuaysaldrfringe benefit costs for people now on Loaweh’s
payroll.

The cost of wages for graduate assistantbeatained from the Grant Acquisition Coordinatbrclude only
the cost of the stipends, not the tuition waivershis category. Student wages may be calculated¢ordance
with whatever the project director deems approeriat the required skills and activities of theigosa. All
personnel must be identified in detail on the “Bargel Request Form” section of TBeant Authorization Form

Once the Dean and Provost have approved Hemgorary grant-funded employees, it must be doateld
through the HR Office; contact Deana Hill at 484t2@rdhill@lhp.edufor more information.

Fringe Benefits
Fringe Benefits vary from individual to individualo calculate or estimate your fringe benefitsagroposal,
contact the Grant Acquisition Coordinator or thentdun Resources office.
Employee Stipends
Stipends may be paid to employees if work to béopered would not fall in the same type of work penied for
the university and when there are no specified $ioupercentage of time required by the grantaotaplete the
tasks by the individual. Stipends are subjeclltpayroll taxes, retirement, etc., and funding tleese items must
be clear within the proposal.
Consultants A consultant is an expert whorist an employeeof the University and is hired at an hourly (or pe
diem) rate, without benefits, to provide some saxvelated to the grant project. When hiring ascdtant, there
must be a written agreement specifying the speeifick to be performed with all pertinent informatjand the
expected date(s) or term of the contract. Card britaken to ensure that no employee/employetioakhip is
created.

All contracts, letters of agreement, or memorandafounderstanding with consultants or other outside

vendors must be developed with the University Congcts Officer in the Comptrollers Office.

Supplies Supplies include any items with an individuastof less than $5,000 that are needed to comitiete

project. Individual grants may specify a differeollar cut-off for the designation of supplies sies equipment.
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Equipment: Many funding agencies will not pay for capitalggment. Some funders that do not permit the
purchase of equipmenill permit the lease of equipment. Be sure to readuhding guidelines carefully. Final
ownership of any capital equipment purchased meistdbermined and disclosed prior to submissiohef t
proposal. By policy, the University will not purese capital equipment from federal funds due tovémg stringent
guidelines for said equipment. The University wititain competitive quotations where expenditucgiests
exceed $1,500 to obtain the best price for prodartsservices that are within stated specificafiankess there is
an existing contracted price for the item. ThecRasing Office is the only department authorizeidsoe an

invitation for bids or quotes.

Travel: ldentify travel for University personnel onlyndicate the destination, duration, and purposheftrip.
Include transportation, registration fees (if aggrate), lodging, meals, car rental, parking, atitkoexpenses. If a
personal automobile or a university owned vehisl®ibe used for travel, indicate the number oésiihat will be
traveled and calculate the anticipated cost usiagtirrent University mileage reimbursement raise of a
university owned vehicle will cost the grant theneeamount as a personal auto because the univehsitges back
to the grant based on the mileage recorded inghe&be log. Call the Grant Coordinator or the Biasis Office

Travel Clerk for the current rate.

Subcontracts If any of the grant work is to be completed Ipther institution or company, identify the
organization by name and indicate the total araigig cost. The subcontractor must provide a leftartent
indicating the willingness of the organization tde¥ into a subcontract with the University. Huel costs are to
be paid for a contractor, this needs to be spekcdrethe contract as such. Travel for contracasconsultants is

not to be paid via travel forms, but rather in teatract costs.

Other: This category covers any other expenses negefsgsahe completion of the project, such as tuntfor
graduate assistants, telephone charges, copyimgeshaonthly lease payments, postage, publication castmal
care costs, or equipment maintenance. These gbhmgd be included as direct costs for the grant.

INDIRECT COSTS

Indirect Costs are expenses incurred in conducting or supporgsgarch or other externally funded activities that
are not directly attributable to a specific projé€general categories of indirect costs include g@raministration
(accounting, payroll, purchasing, etc.), spons@megect administration, facility operation and ntammance, library
expenses, departmental administration expenseseaation or use allowance for buildings and eqwpmand
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utilities.

Indirect costs are calculated at the Lock Haveivérsity-approved rate (federally negotiated) esslrestricted
by the funding agency guideline€Some grant funders will not award indirect costdjmit them to a specified
percentage of direct costdndirect costs may_notbe waived without the express approval of the Vice
President for Finance, Administration &Technology. Lock Haven University’s federally negotiated iretit
cost ratesffective 7/1/07 through 6/30/10 is 44.6% On Sitd 2i.4% Off site of Salaries and Fringe only. Ehes
rates are subject to change as of 7/1/10. Tardate the amount of indirect costs to be budgetadtiply the
total projected cost of all salaries, wages ancfiesnfor Lock Haven University personnel (inclugistudent

employees) by the appropriate percentage.

COST SHARING/MATCHING FUNDS - Some agencies and foundations require the Usiilydo demonstrate
its commitment to a project by sharing in the tatst of the projectMatching funds and in-kind contributions
must be dedicated to the project. You must comete the “Matching Funds” form that is a part of the
“Grant Authorization Form” for all of these costs. This form must be signed by the person who is fundg

these costs.Two kinds of matching funds exist:

Cash matching fund&lso known as hard match) is any actual caslapfrtbm sources other than the grantor
used to purchase merchandise, university servacgsay personnel costs directly attributable togtent.

Soft Match(also known as in-kind contributipnefers to services, use of departmental supplss of office or
classroom space, computers services, personnslioastrvice areas, equipment usage, and thehgentll be

furnished by the University to specifically to sappthe grant project.

INTERNAL REVIEW

There are very few funders that award grants tviddals. Although grants are awarded on the bafspoposals
written by individual faculty members, staff or dants, Lock Haven University is the formal recipiehall grants,
and has programmatic and fiscal accountabilityafbprojects. Only the President, the Vice President for
Academic Affairs, or the Vice President for Finance Administration & Technology, therefore, are

authorized to sign a grant proposal on behalf of th University. For this reason, internal review and approval
are required before any proposal is submitted. “Grant Authorization Form” serves both as a checklist to help
you consider key elements of a proposal, and asamsifor documenting the approval of key Lock Haven
personnel (typically the Department Chair, Deargr® Accountant, VP for Academic Affairs, VP fon&nce,
Administration & Technology, and Presidenijhe President will not sign proposals that have ndirst been
reviewed first by these people.To expedite this process, keep your DepartmentrGimai the Grant Acquisition

Coordinator apprised of the status of your proptsaiughout the its development.
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FISCAL MANAGEMENT OF BUDGET AWARDS

It is important for Project Directors/Principal kstigators (PD/PI) to thoroughly understand theafiserms
and conditions of their grants, as well as the m@pgprequirements. The Business Office can ha¢pRD/PI
understand the fiscal terms and conditions of taaticontract award and the procedures for proegssi
expenditures and requests for payment. When stdwbélscal reports are required by the funding agethey
must be validated by and submitted through theri&ass Office.

Once a proposal has been funded and you receivafarotification of the award and the conditiongre
award, a Grants “Hand-Off” Meeting will be schedluley the Grant Accountant with the PD/PI all persgras
deemed necessary for a specific grant. This nge&tiastablished to review the terms and conditajrte award;
to review reporting requirements and proceduiegpyrovide for documenting time and effort allochte the
project; and to facilitate spending the grant funttsaddition, the following steps are necessary.

v' Each funded grant/contract will be assigned a MBS (spending account) by the Grant Account to

track the expenditures.

v' Expenditure requests are coordinated by PD/PI thiighGrant Accountant. The Expenditures of budget |
items must conform to the original intent of thamycontract award. PD/PI must maintain docuniemta
for auditing purposes.

v" All expenditures must occur during the project datpproved by the funding agency according to the
approved budget line items and the schedule ofiies outlined in the proposal narrative.

v All expenditures must be in accordance with Uniirgrstate, and federal guidelines in effect duriing
granting/contracting period and with any speciahteand conditions imposed by the funding agency.

v" Any change to the distribution of awarded funds haaesiform to the policies of the funding agency &mal
University. Budget revisions that require priopegval by the funding agency must be processeditfiro
the Grants Accountant and approved by the fundgemey.

v' Equipment purchases, rentals, and maintenanceragnége under grants/contracts must be coordinated
through the Business Office. (Equipment is idésdifas any asset costing $5,000 or greater, rinthade
consumables.) Ample time must be allowed for adyéquirements. It must be clearly written in the
contract or grant proposal as to whether eqyipment purchased through a grant/contracth® tieetained
by the University or returned to the grantor/coctiva at the end of the funding period. Arrangeradot

maintenance agreements should also be considepattas the budget when grant funds are to be teed
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v

equipment purchases or rentals.

Under certain conditions, funding agencies allogr@ect extension beyond the approved project defio
no additional funds are required. Most fundingrages require a request for extension 45 days furithe
termination date of the grant. Unless an extensi@uthorized, the grant will be closed on theedat
specified in the grant contract and the Grants Aotant will refund any balances of unobligated fital
the funding agency. If an extension is requestetica awarded, the Grant accountant must be seopya

of documentation.

ROLE OF THE GRANTS ACCOUNTANT/BUSINESS OFFICE
In accordance with the requirements of the fun@iggncy, the Grants Accountant:

v

v
v
v

SRR NEEN

v

Is the initial University Contact Person upon theed of a grant.

Provides grant specific expense account number (MitB&ll transactions.

Facilitates Payroll charges to appropriate grantSAV/B

Maintains Time and Effort Tracking sheets and aststernal auditor for personnel requirementsiwith
the grant.

Makes authorized budget revisions on SAP as pet gantract and PD/PI

Provides SAP reports.

Monitors expenditures for compliance.

Prepares required financial reports.

Invoices the funding agency.

Coordinates the close out process; @uhrdinates any financial audits required by theding agency.

WHO SHOULD | CALL...

If I need help finding grant sources and prepapraposal

Don Woodhouse, Grant Acquisition Coordinator
484-2547 dwoodhol@Ihup.edu

If I need the University’s DUNS, Federal Employdeitification Number, or other identifiers or iféed to be
registered to use Fastlane or added to the NSEtBbdse:

Don Woodhouse, Grant Acquisition Coordinator
484-2547 dwoodhol@Ilhup.edu

Glenda Feidler, Grant Accountant

484-2009 gfeidler@lhup.edu

If I plan to includehuman subjectsin my research:

Dr. Christine Offutt, Chair
LHUP Institutional Review Board
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484-2400 coffutt@lhup.edu

If I plan to useanimals in my research:
Dr. Christine Offutt, Chair
LHUP Institutional Review Board
484-2400 coffutt@lhup.edu

If my grant includes a temporagyant-funded employee
Deana Hill
Director of Human Resources
484-2036

If I need the current reimbursement rates for agis lodging, meals, or othieavel related expenses
Lorie Smith Purchasing Agent
484-2701 Ismith@Ihup.edu

If I need information about the management ofgrgnt budget
Glenda Feidler, Grants Accountant

484-2009 gfeidler@Ilhup.edu

If I need to purchase supplies or equipment forgttaat project:
Becky Proctor Purchasing Agent
484-2010 bproctor@Ihup.edu

If I have questions abouabntractual issues
Todd Webber, Contracts Officer

484-2019 twebber@lhup.edu
Kelly Hibbler, Purchasing Agent
484-2015 khibbler@Ihup.edu

If I need information about orderirepmputersor related technology:
Don Patterson, Director of Computing and Institogl Technology
484-2255 dpatters@lhup.edu

If I need to know the likelihood that LHU admin@tion will approve matching funds:
Discuss this with your college dean

GLOSSARY

The following list of terms and their meanings isydded as a quick reference guide. While manyhegé terms
are not used in this Handbook, they are used by spuonsors, or are used in federal grant applicgidakets.

Audit: A formal examination of an organization’s or mdiual’s accounts or financial situation. An audidy also

include examination of compliance with applicaldens, laws, and regulations.

Broad Agency Announcement (BAA) An announcement of a federal agency’s generabref interests that

invites proposals and specifies the general temdscanditions under which an award may be made.

Budget Period The interval of time—usually twelve months—intdiah the project period is divided for
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budgetary and funding purposes. (Also see Proecoe.)

Continuation Project (Non-Competing) A project approved for multiple-year funding,hadtigh funds are
typically committed only one year at a time. At #ad of the initial budget period, progress ongtaect is
assessed. If satisfactory, an award is made fanekebudget period, subject to the availabilityfiuofds.
Continuation projects do not compete with new proproposals and are not subjected to peer reveswrid the
initial project approval.

Contract: The procurement of a product or service. Typycdlie sponsor specifies a research topic and the
methods for conducting the research in detail caigfin some sponsors award contracts in responsetdicited
proposals.

Cooperative Agreement An award to an organization in the name of addpa Investigator to conduct research
in cooperation with the sponsor’s personnel (uguafiederal agency). Sponsor staff is actively ined in both
proposal preparation and research activities dme@ward has been made.

Cost-Reimbursement Type Contract/Grant A contract/grant for which one party pays theeotparty for the full
costs incurred in the conduct of the work.

Cost-Sharing A general term—used as a noun or adjective—thatdescribe virtually any type of arrangement in
which more than one party supports research, eqgnpacquisition, demonstration projects, progransitutions.
Example: A university receives a grant for a progstimated to have a total cost of $100,000. Pomsor agrees
to pay 75% ($75,000) and the university agreesto35% ($25,000). The $25,000 is the cost-shammgponent.

Direct Costs Clearly identifiable costs related to a speqtiioject. General categories of direct costs incluate
are not limited to salaries and wages, fringe benefupplies, contractual services, travel androamication,
equipment, and computer use.

Donation: Transfer of equipment, money, goods, serviced paaperty with or without specifications as toute.
Sometimes donation is used to designate contribsitioat are made with more specific intent tharsigally the
case with a gift, but the two terms are often usegfchangeably.

Endowment A fund usually in the form of an income-genergtinvestment, established to provide long-term
support for faculty/research positions (endowedrgha

Equipment: The University considers equipment any non-consuleniédm having a useful life greater than a year
and cost of $5,000 or greater. Federal regulatiecsgnize the same criteria. State and privaetgrs may have

a lower value as their threshold.

Expiration Date: The date signifies the end of the performancepeas indicated on the Notice of Grant Award.
Extension An additional period of time given by the spongoan organization for the completion of work on a
approved grant or contract. An extension allowwipssly allocated funds to be spent after the aagexpiration
date.

Fiscal Year (FY): Any twelve-month period for which annual accousts kept, at Lock Haven University, July 1
through June 31.

Fixed-Price Contract/Grant: A contract/grant for which one party pays theeotharty a predetermined price,

Last Revised 10/18/2007



Lock Haven University Grants & Contracts Handbook agP14
regardless of actual costs, for services rendered.

Funding Cycle: Range of time during which proposals are revitaed fundsare awarded. If a sponsor has
standing proposal review committees (or boardd)rieet at specified times during the year, appbcadleadlines
are set to correspond with those meetings. For smpoesors, if proposals are received too late twolbsidered in
the current funding cycle, they may be held ovetlie next review meeting (i.e., National Scienoertation’s
Target Dates).

Gift: Gifts and bequests are awards given with fewoocanditions specified. Gifts may be provided tabksh an
endowment or to provide direct support for exisgmmggrams. Frequently, gifts are used to supporéldping
programs for which other funding is not availafdlae unique flexibility, or lack of restrictions, kes gifts
attractive sources of support. (Also see Donation.)

Grant: A financial assistance award to an organizatiothe name of a Principal Investigator or Projeice€or to
assist the organization in the conduct of researdther activities as specified in an approvegpsal. A grant—
as opposed to a cooperative agreement—is used wdrethe awarding office anticipates no substantial
programmatic involvement with the recipient durthg performance of the activities.

In-Kind : Consisting of other than money. Equipment usegeras, or services of recognized values that are
offered in lieu of cash, and dedicated to the paldir project that is described in the proposal.

Indirect Cost Rate: The rate, expressed as a percentage of a basmaestablished by negotiation with the
cognizant federal agency on the basis of the ugiit’'s projected costs for the year and distridwe prescribed in
OMB Circular A-21. The indirect cost rate is chatgm a set of direct costs known as an indiredt lcase. (Also
see Modified Total Direct Costs.) Lock Haven Umsig/’s negotiated indirect cost rate is 44.6% e 8nd

21.4% Off-site of Salaries and Fringe only. OfteSs"all activities performed in facilities not owned by the ingtitution and to
which rent is directly allocated to the project, the off-campus rate will apply. 1f more than 50% of a project is performed off-campus, the
off-campus rate will apply to the entire project.

Fringe includes-FICA, Unemployment, WC, Retirement, Hosp, Life, Dental, Prescription Ins, and tuition Remissions. Vacation, holiday
and sick leave pay and other paid absences are included in salaries and wages and are claimed on grants as part of the normal cost for
salaries and wages. Separate claims are not made for the costs of these paid absences. These rates are effective 7/1/07 through 6/30/10

and subject to change 7/1/10." (quoted from Indirect Cost agreement from US Department of Health and Human Services
[HHS])

Indirect Costs: Costs related to expenses incurred in conductirsgpporting research or other externally funded
activities but not directly attributable to a sgecproject. General categories of indirect coatdude general
administration services (accounting, payroll, pasihg, etc.), sponsored project administratiomtpd@eration

and maintenance, library expenses, departmentah&iration expenses, depreciation or use allowdnce
buildings and equipment, and student administradiwh services. Also referred to as overhead olitfasiand
administration cost.

Investigator-Initiated Proposal: A proposal submitted to a sponsor that is noegponse to an RFP, RFA, or a
specific program announcement.

Matching Grant: A grant that requires a specified portion of tlest of a supported item of equipment or project
be obtained from other sources. The required natmhbe more or less than the amount of the grameS
matching grants require that the additional funel®btained from sources outside the recipient azgdon. Many
matching grants are paid in installments, the pataseoinciding with the attainment of pre-specifiedels of
additional funding. (Also see Challenge Grant.) dlh@tg grants are very common in the sciences, esdjefor
equipment. They are standard practice in some gowent agencies.
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Mission: A sponsor’s stated purpose, which is designetitress a specified set of problems. Almost akifeld
research agencies are designated as mission agencie

New and Competing ProposalsProposals that are submitted for the first timem@unded proposals that are
resubmitted; either must compete for research fuBdgoing projects must compete again if the terthe
original award has expired.

Notice of Grant Award: The legally binding document that serves as dication to the recipient and others that
a grant or cooperative agreement has been madin®or references all terms of the award; andich@nts the
obligation of funds.

Pre-Proposal A brief description—usually 2-10 pages—of resbgrtans and estimated budget that is sometimes
submitted to determine the interest of a particsfgmsor prior to submission of a formal propo&&o termed
Preliminary Proposal.

Principal Investigator/Project Director: The individual responsible for the conduct ofe@sh or other activity
described in a proposal for an award. (PI/PD)

Program/Project Officer: A grantor or sponsor’s designated individual @&ily responsible for the technical,
scientific, or programmatic aspects of a particglant, cooperative agreement, or contract.

Project Period: The total time for which support of a projecshmeen programmatically approved. A project
period may consist of one or more budget perioflso(see Budget Period.)

Proposal A complete proposal that contains all informatimtessary to describe project plans, staff capabil
and funds requested. Formal proposals are offycagproved and submitted by an organization imtérae of a
Principal Investigator.

RFA: Abbreviation for Request for Applications. RFA® announcements which indicate the availabilitjuoids
for a topic of specific interest to a sponsor. Psgls submitted in response to RFAs generally trestihe award
of a grant. Specific grant announcements may béghdal in the Federal Register and/or specific spon
publications. (Also see Broad Agency Announcemgnts.

RFP: Abbreviation for Request for Proposal. RFPs amoancements that specify a topic of research, aastto
be used, product to be delivered, and approprigiécants sought. Proposals submitted in respansd-Ps
generally result in the award of a contract. Natiokfederal RFPs are published in the CommercénBss Daily.

Stipend: A payment made to an individual under a felloyashii training grant in accordance with pre-estéields
levels to provide for the individual’s living expses during the period of training.

Subcontract, Subgrant, or SubagreementA document written under the authority of, andsistent with the
terms and conditions of a prime award (a grantifrachor cooperative agreement), that transfersragm of the
research or substantive effort of the prime awaranother institution or organization. Lock Haveay receive a
grant and subcontract with outside entities togrenfpart of the work, or another grantee may sutraohwith
Lock Haven to perform services specified in thengral he Subawardee is bound to the same ruleseguthtions
as the University and is responsible for providatignformation required by grantor to the Univeysi

Terms of Award: All legal requirements imposed on an agreemerthbysponsor, whether by statute,
regulation(s), or terms in the award document. fEnes of an agreement may include both standardpecial
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provisions that are considered necessary to prtteponsor’s interests.

Total Project costs The total allowable direct and indirect costsuimed by the institution to carry out an
approved project or activity.

Unrestricted funds: Funds having no requirements or restriction®asse or disposition. Grants, contracts, and
cooperative agreements are considered to be testfiends.

Unsolicited Proposal Proposals submitted to a sponsor that are nasiponse to an RFP, RFA, or program
announcement. (See also Investigator-Initiated é3alp)

501(c)(3) not for profit organization: IRS designation of a not-for-profit organizatiohacitable contributions to
such organizations are deductible by the donorcckliéaven University is a public institution of higtheducation.
IRS certification of Lock Haven’s not-for-profitagtus (often required by grant funders) is availabline Grants
Office.

CURRENT RATES

The following are some of the rates that are iraffor the academic year:

Federally negotiated rate fordirect is 44.6 On Site and 21.4 Off site of Salaries and Fringe only.

+ Reimbursemenper mile rates for automobiles (either personal or univg®vned), subsistence, lodging,
etc., and a full set of travel regulations can fbah
http://www.gsa.gov/Portal/gsa/ep/channelView.do®dapeld=8203&channelld=-13224

« Current tuition and fees rates for all campusesdistdnce education can be found on the LHUP web si

http://www.lhup.edu/financial-services/bursar/

PROPOSAL ACCEPTANCE AND IMPLEMENTATION

The Negotiation Process:

The University may be notified that your grant bagn recommended for funding, but be asked to radgair
defend your budget and possibly other aspects wf pian before your award is finalized. A budgettthas
unnecessarily broad categories without sufficiemidet detail will invite further scrutiny and clcation. Keep in
mind that it may be necessary to prioritize or faiérnatives for the items in your budget in ddsefull amount of
requested funding is not approved. Questions magibed about your objectives, proposed activitiegline, or
evaluation plan. At this stage the funding agenants to be assured that your grant has realistitsgmd
objectives and a sound budget before an award Istigsued. You will need to work closely with Gta

Accountant and Grant Coordinator during this predesensure a successful result.

The Award Letter — PI's responsibilities:
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1.

Read your award letter carefully. Make sure thewamds correct, the dates are correct, and thddes not
contain any unanticipated obligations. (Example:diwvard letter states that you must attend twotgean
meetings and that funds to pay for your travel waline out of your travel budget.) Does it state tivbieor not
you will be able to carry forward funds from oneayéo the next? Is there any fine print? Doesiitain
special provisions that might affect your project?

Deliver the original award letter to the Grants dgotant and send a copy to the Grant Coordinator.

The sponsor and the University assume that thegrdjrector/principal investigator, operating witboth the

policies of the University and sponsor, is respiolesior the programmatic and financial integritytioé project.

. You must document all expenditures (with bills,oroes, receipts, etc.) and have a clear audit tfgibu have

to show a match or in-kind contribution as a caodiof your grant, you must also have documentatomack
it up.

All expenditures must be within the limits of yaypproved budget categories plus any grant approved
variance.

Federal funds must be separated from other soofdeading, so that expenditures and costs carldzely
tracked. It is the university’s policy to requesinnbursement of expended federal funds rather ribguest
money upfront. Financial Status Reports must lsedh@n actual expenditures at the end of the riegort
period and cannot be based on estimates or othteodweof projection. All financial reports arelte
generated via the Grant Accounting office.

You must keep time and effort records for anyorid path grant funds; if an employee's salary istipdly paid
from the grant, and the employee divides his ortinee between the grant and other duties, therrdsareed
to clearly show that distribution of time. A “Tinaand Effort” form must be completed by every empleypaid
in part or completely with grant funds or considkas match. They must be submitted to the Granb#éat

biweekly, the Monday following each pay date.

How to get started spending The Grant Acquisition Coordinator and Busine$sc® staff will meet with the

principal investigator/project director upon thading of a project to review award terms and cood#. Such

items as time and effort reporting, project repdstedget limitations and University policy will lokscussed. A

unique account (WBS) will be established for eaajget and funding period. The appropriate WBSnhe used

on all paperwork processed that is to be chargégetgrant. These forms include:

1. All Human Resources documents related to a gratthnazaid employee

2. Purchasing document8gency Purchase Request, Service Purchase Reduaat! Authorization Form

and subsequent travel form

3. Other Miscellaneous forms:
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a. Food Service requests from the dining services$raotor

b. Storeroom Supplies forms

c. ALL outgoing mail or shipping requests, return jage-paid envelopes
d. Return main envelopes provided to grant particgant
e

Duplicating Request form

Program and Budget Modifications

Sponsoring agencies have varying restrictions wswmations from approved tasks and budgets. However
reasonable requests for change may be considetbd aponsor is just as concerned with a succesgtabme as
you are. The Grants Office and Grant Accountantikhbe consulted prior to any requests for a chaoglee
sponsor and should be provided with copies of@allespondence. The dean should also be consultekieg

abreast of any significant changes.

Reporting

The project director/principal investigator is parity responsible for complying with all reportingquirements.
Failure to do so can jeopardize future awardsédthiversity. All financial reports must be comntpleé and
approved by the Grant Accountaritio report containing expenditure data is to bewdmitted without this

approval and verification with the accounting information provided on SAP.

RESOURCES, FORMS & LINKS

A. Grant Acquisition Resourcéstp://www.lhup.edu/grants/home.htm
B. National Network of Grant makers (NNG)
http://templates.edinboro.edu/resources/Extern&lpi@URL=http://www.nng.org&LINK=www.nng.org&
AUTHOR=Z867466H@edinboro.edu
C. Grant Authorization Formittp://www.lhup.edu/finance-admin-tech/grant%20king%20form.doc
a. Personnel Request Form
b. Matching Funds
c. Request for Waiver of Indirect Costs
D. Time and Effort tracking Form (provided by GrantcAantant)
E. Protection of Human Subjectdnrstitutional Review Board for the Protection ofrdan Subjects (IRB-
PHS)
F. Travel Regulations & Cost Guidelines
http://www.gsa.gov/Portal/gsa/ep/channelView.do2dapeld=8203&channelld=-13224
. Conflict of Interest Policyttp://www.lhup.edu/HR/policies/conduct.htm
Tuition & Fee Rates

o
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