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INTRODUCTION

This manual is the primary reference resource for managing grant awardsd
writing grant applications at NWFSC. It provides guidanaen beinga responsible
and effective granteemeeting all federal guidelines.

In December 2014, the new Federal Uniform Grant Guidance (UGG) went into effect.
NWFSC applies these guidelines to all grants, whether federal, state, foundation, or
other independent organizations. This guidance is 2 CFR part 200. Some pertinent
inform ation from the new UGG is below. Other information is cited throughout this
grant manual.

1 The new UGG is adopted by every federal agency
o0 Applicable to new federal grants after Decembe26, 2014
0 Applicable to state administered programs on July 1, 2015
0 Applicable to procurement rules (§200.110) July 1, 2017
yT OEA 5'' 1 AT COACA OOET O1 A6 EO A OAATI 1 AT A
requirement.
1 Agencies must take prompt actions when instances of necompliance are
identified. They must evaluate and monitor compliance.
1 Agencies must take reasonable measures to safeguard personally
identifiable information and other sensitive information.
9 There is no statute of limitationsof documentation on grants.Agencies
could be audited 10 years after a grant closes. Some grants, such as Carl D.
Perkins, do have established dates for statute of limitations.
1 Evenif anitem is in your approved grant budget, it may still not be
allowable. It is important that you make sure the item is allowable.
9 4EA 5 AITOAET O TAx OO1I AO OACAOAET ¢ O&AI EI
allowed to charge costs related to identifying but not providing dependent
AAOA OAOI OOAAOS %l DI T UAAO 1T AU Al 01T OANOAOC
beyod A6 OACOI AO AAPAT AAT O AAOAsS
1 Documentation in Word should be saved in PDF format. (§8 200.335)

=

When an applicant finds grant funding for a project, he or she completes a proposal,
also called an application. If the proposal is funded, the applicant must cpig with
grant requirements and submit reports to the funding agency. All grant application
instructions will outline these requirements. Grant writers should be sure they

know whether or not they have been awarded a grant or a contract, as the two have
different stipulations.

At NWFSC, grant writers apply under the auspices of the College or the Foundation,
depending upon the specific opportunity. If the grant is awarded, the College is
responsible for grant management, administration, and reporting. Usulgl, a grant
coordinator leads the grant and works with he Mllege Finance and Grants Offices.
This manual will help grant coordinators discharge these responsibilities.
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TYPES OF GRANTS

Local/Other Grants Local and national foundations offer fundingopportunities, as
do cities and counties. These opportunities are typically narrowly focused on a
specific need. Awards are usually smaller than those available from the state or
federal government.

State-Administered Grants State agencies announce, awd, and supervise all
aspects of grantfunded projects.

Direct Federal GrantsFederal agencies announce, award, and supervise all
aspects of grantfunded projects. Federal opportunities are typically the largest
awards available.

Formula Grants Legislaion authorizes the awarding of formula grants based on a
formula. Eligibility to apply is therefore based on criteria, such as population
characteristics. These are generally not competitive opportunities but are rather
awarded to entities meeting the stéed criteria. However, application forms are
usually still required.

Other. Other external funding, such as autracts or gifts to the Collegevary in
nature and requirements. In all cases, the Grants Office and Foundation Office
should be aware of the fads and will guide the recipient in appropriate procedures.
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GRANT DEVELOPMENT
Grants Office Staff

NWFSC has a Grants Office whose staff will be able to assist you during the grant
writing and grant implementation processes. Please contact the Grartfice if you
have questions.

Bldg ./Office Name/Position Phone Email
Bldg. 320 Dr. Anne Southard 729-6040 | southarda@nwfsc.edu
Room # 204 Dean, General Education and
Grants
Bldg.320 Ms. Penny Cox 729-5322 | coxp@nwfsc.edu

Room #205A | Coordinator, Educational
Assessment and Grants

Bldg. 320 Ms. Cindy Kuhn 729-5248 | kuhncl@nwfsc.edu
Room. 207 Office Specialist, Academic
Affairs

NWFSC staff and facultinterested in writing a grant should contact the Grants
Office with ideas and possible funding sources. @&Hlowchart below will show the
initial steps to writing a grant at NWFSC.

Prior to your submitting a grant, complete the Grant Proposal Form, which the
Grants Office and the President will sign, demonstrating that the grant fits within
OEA #1 11 duadldha thé Eolle@erhas the infrastructure in place manage
the grant (see Appendix A
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Grants Development Flowaart

Grant opportunity/Request for Proposal (RFP) is
Project idea initiated by faculty or staff. identified by Grants Department staff, faculty, or
staff member.

¢

NWEFSC Grants Proposal Form completed by grant writer and turned into Grants
Office for signature.

-

President signs Grants Proposal form giving permission to pursue writing grant.

"

r[ Faculty or staff member is notified to begin writing grant. ]

N (N ()

Proposal and budget Edits in proposal and
are submitted to budget are returned
Grant writer writes Grants Office and to grant writer from
draft of grant and grants accountant Grants Office and
budget. for review at least 1 grants accountant
week prior to grant for completion.
submission due date.

e
E =

[ Edited proposal and budget are submitted by grant writer to Grants Office for final ]

approval.

. 2

Final signatures are obtained by
Grants Office on the Grant Proposal.

. 2

Grant writer completes submission of RFP in required format (hard copy or on-line).

Grants Office completes submission if College Administrator submittal is required via
Grants.gov or Fastlane.
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The following grants development checklist will assist staff in determining the need
for and feasibility of writing a grant andwill provide guidance on steps to
accomplish the task.

Grants Office PréAward Responsibilities:

1 Be familiar with the Request for Proposal (RFP) guidelines and compliance
issues.

T / AOAET OOAOEAAT 060 OECI AOOGOA 11 ' OAT OO 00T ¢
write the grant.

9 Assist with grant budget development, as needed.

9 Proof all grants and secure final approval and signatures before they are
submitted.

91 Proof and obtain approvals for subcontracts, if necessary.

9 Facilitate meetings and discussion on propos&ontent within the program

guidelines.
9 Assist with research, demographicsand other needed data for grants.

DNJ y i 2 NAwarg RagonsibilNiEs:
1 Identify the problem that your idea addresses. Be sure you can clearly and
convincingly explain the reed for your project.
Contact Grants Office to discuss your idea and funding sources.
Identify funding source.
Identify the College Visions that your identified opportunity will fit.
Identify College resources needed. (Space for staff, equipment, other
College resources)

1 Submit Grant Approval Form to the Grants Office, which will obtain the
necessary signatures.

=A =4 =4 =9

Successful grant seeking begins with an idea for a project that the writer is
committed to and that aligns withthe College mission. These quesins will help you
generate and think through your idea.

1 What s the goal for this project? What will be the end results of the project
idea?

1 Who will benefit from the proposed project? What @lege population will
you serve?

1 What are the anticipated outcanes for the idea? (Outcoras are measureable
objectivesthat together lead to your accomplishing the project goall[s].)

1 How does this project fit the missions of the College, and if applicable, the
program? Why should this project be a priority?

1 What makes his project special or different from other efforts targeting the
problem?

1 How does this project build on previous efforts with demonstrated
successes?

1 What are the costs associated with the activities and resources involved in
this project?
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1 Whatis the imeline of proposed activities (i.e., 1 year project, 5 year
project)?

Which of College resources, facilities, or services will the project require?
Who are the partners needed to implement this project? What would be
their roles and contributions? Arethey within the College or external?
How will the effectiveness of the project be evaluated?

= =4

= =4

commitment and affirmation of support?

What will be the lasting results of this project?

What recuring costs will need to be covered by another funding source (and

what source)?

1 Does your plan for grant funds include strategies to continue the project
after funding ceases?

= =4

Identifying Funding Sources and Eligibility

Once an idea has been developedtiviclear goals and objectives, the grant writer,

with guidance from the Grants Office, should research potential funding

I DDl OOOT EOGEAOG O #ZET A OEA OECEO Oi AGAEs A& O OE
the grant writer, with the assistance of the Gants Office if needed, should review the

grant documentation to ensure that his or her idea closely aligns with the funding

ACAT AUs O Ci Al.O AT A TAEAAOGEOAO
Solicitation

Different funding agencies use different terms to announce their grant
opportunities, such as the following:

1 Request for Application (RFA)

1 Request for Information Proposal (RFIP)
1 Request for Proposal (RFP)

1 Request for Quotation (RFQ)

91 Solicitation for Grant Application (SGA)

No matter what term is used, the announcement will include the structions for an
application along with any requirements by the funding agency. Those requirements
may include:

91 Deadline for the application
1 Amount of funds for which the grant writer may apply
1 The proposed start and ending date
T 4EA COAT 080 &I ADO
1 Application format, possibly including font, margin, pacing, and other
requirements
91 Any restrictions on the geographic area that is eligible for funding
T ! OOAOAI AT O OACAOAET ¢ EECEAO AAOQOAAOQETT ET OC

cases, 501(c)3 entities areligible, in which case the College Foundation is
usually the vehicle used to apply
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In addition, the new Federal Uniform Grant Guidance contains provisions that
require federal agencies to conduct a review of the merits, financial risks, and
performance gals and assessments of all applications before making an award.

Grant writers should be aware of new regulations in the Uniform Grants Guidance,
including the following:

1 Section§200.205 of the UGG requires that federal awarding agencies
conduct afinancial risk assessment of recipients before making an award.

I The UGG also has new required data elements for each rfederal entity
(grantee or subgrantee). These are listed in sectidg200.210 of the UGG.
(see attached link for new federal guidelinesvhich went into effect
December 2015: UGG Federal Guidelines December 2014

DEVELOPING TBRANT PROPOSAL

After Preside ntial approval to begin writing, grant writers should complete
the following:

Grant Narrative

The grant writer will develop a grant narrative based on the requirements of the
RFP. Typical sections of a narrative proposal are an introduction; statement of
need; and project goals, objectives, and activities. A Project work plan is typically
submitted with the proposal. Some grants will require a plan for sustaining the
grant when grant funds are no longer available. If collaborators are required, letters
of commitment are often included in the grant requirements. Description and
examples are found below.

Proposal Sections

Introduction. Typically the introduction describes the organization, its mission, its

demographics, programs, and services. Census andrkforce development data is

usually included.The Grants Office has several sampleéll this information

provides the basis for the rationale for the proposal x EU E 08 O EIi bi OOAT Oh xEA
problem it will solve, who will it help, and why the funder should are. Some

opportunities require an abstract outlining the project. The abstract should include

an overview of the project, including its goals, timeline, and cost. Writers should

Aopl AET EI x OEA POT EAAO ZEEOO xEOEET OEA ET O0EO
Need Grant proposals must demonstrate a compelling need for the project. In

order to do so, a writer must have a grasp of knowledge and literature in the field.

References to other programs and studies addressing the same or similar problems

will demonstrate thA x OEOA 06 O A@DPAOOEOA AT A AAEI EOU OF EI
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http://www.ecfr.gov/cgi-bin/text-idx?SID=6214841a79953f26c5c230d72d6b70a1&tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl

been learned. Both quantitative and qualitative data should be used when
establishing need.

Goals, Objectives, and Activitieg\ll projects must have goals, objectives, and
activities that align with each other and the ovearching purpose of the project.

Goals Goals must align with the goals of the funding opportunity and will provide
the overall purpose and clarify the mission of the project. Goals are broad
statements that are not necessaly measurable; instead, they show a direction and
the overall outcome expected.

Objectives Obijectives are narrower than goals and canand will? be measured.
3DAAEZLZEA AT A Ai1AOAOGAR OEAU A@gbl AET EIT x
assessed. If th objectives measure a process, such as an implementation, they

should be the events involved in the implementation; if they measure outcomes,

such as student learning outcomes, they will measure successes or levels of
performance.

Activities. Activities are tied to objectives and goals and to budgets; activities
provide the action plan for implementing the project. They may include timelines,
project management details, and strategies. Activities are necessary to the success of
the project and should bdully described in the proposal. The description of
activities should focus on what methods will help the project meet its goals and
it out.

9 Activities should correspond to the goals, objectives and budget

9 Activities are the methodology or plan of action for the project

9 Activities typically include strategies, timelines, management plan and

responsibilities
9 Be careful about overcommitting in this section

The following examplesinclude a project goal, objective and associated activities.
Example 1:

Goal:
Teachers in the state will have a broader understanding of the Florida
Standards modules in CPalms.

Objective:

1. Preservice teachers will demonstrate 90% or highecompetence in the
use of CPalms (outcome objective)

2. Teachers in Okaloosa and Walton Counties will be trained by NWFSC
staff or trained district administrators in the six Florida Standards
modules on CPalms. (process objtee)

Activity:

At least 25 teahers will attend a 2 day professional development training on
site or via webconferencing and will achieve 8% or better on a post test o
the Florida Standards modules in CPalms.
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Example 2:

Goal:
Students will demonstrate improvements in studentlearning outcomes
through innovative, modularized instructional delivery.

Objective

Sudents will successfully complete, with a grade of C or higher, a
modularized program in mathematics that includes a customized learning
environment based on backgroundskill level, learning preference and
academic/professional goals.

Activity:
At least 60 students will utilizeD2L shells integrated with modules, MyLab
software, Tegrity videos, and Live Scribe pencasts

Work plan for proposal Draft a timeline for the work on a proposal; be sure to
include time for submitting it to Grants Office staff, grants accountant, etc. Note that
the proposal and budget must be submittea@t leastone week prior to submission
date for proofing and budget validation.

Logic models or work plans_ogic models, or work plans, show the alignment
among various elements of the proposal, as illustrated in the Health Resources and
Services Administration(HRSA)sample below:
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DEPARTMENT OF HEALTH AND HUMARM SERVICES
Health Resources and Services Administration

SAMPLE PROJECT WORK PLAM

FOR HRSA USE OMLY

Application Tracking Mumber

Section A - Comprehensive Meeds Assessment

Goal Al: ldentifying major health issues for the populations to be served, unmet need, barriers to care, etc.

A = Data Evaluation and Person [ Area Comment{s)
Objective(s) Key Action Step(s) Expected Outcomes| Measurement{s) Responsible(s) [Maximurn 500 characters)
A11 Develop protocol and 1. Identify appropriate tools 1. Participate in the 1. The number of planning 1. Flamning Gramnt committee
measures for implementing to use for the neads comprehensive nesds mestings. 2.CEO
needs assessment within assessment. assessment elements 2. Determination made 3. Board of Directors
two months of grant award. 2. Establish Subcommittee of | mesting with area regarding approach. 4. Consultant
A.1.2 Establish a team of the plenning staff to oversee | staksholders. 3. The number of mestings
knowdedgeable planning nesds assessment. 2. Create tangible targeted asttended.
staff to owersee undertaking 3. Define rales of planning assessment protocols and 4. Murnber of persons at
of needs azsessment within staff and for the project. tools for identified each mesting.
one month of grant award. populztions in collaboration 5. Progress sgainst
AL3 Complete nesds with other health centers. astahlizhed timeline for
assessment for targeted 3. Conduct at least one completion of as5eszment.
service area within 4 months coordinating meeting every
of award. month.

A2.3 Secure consultant to 4. Completed needs
assist with needs SITEITMENT.
ESIESIMENT.
Goal A2 : Applying for MUA/MUA Designation
Data Evaluation and Person [ Area Commentis|
Objective(s) Key Action Step(s) Expected Outcomes| Measuremeantis) Fbespnniible[s' [Mauimu:'n LI]J characters)

A2.1 Obtain MUA/MUP
dezignation for censws tracts
within target service area
without a designation by
(DATE).

A2.2 ldentify aress with
current MUA/MUFP
dezignations in targeted
service area by (DATE)
A2 3 Secure consultant to
assist with designations.

1. Identify tracts that qualify
for MUAMUP in targeted
service area.

2. Apply for MUA/MUP
dezignation 2nd secure list of
census tracts that already
hawe MUA/MUF designation
intargeted service area.

1. Implement process for
MILA/MUP designation for
undesignated censzus tracts
in service area.

2. Census tracts within
targeted service area have
MUA/MUP designations.

1. Mumber of successfully
|dentified census tracts with
or without MUA/MUF
designation for targeted
service area.

2. Number of census tracts
that successfully received
MUA/MUP designation.

1. Meeds Assessment
subcommittes of Flanning
Grant Staff.

2.CED

3. Consultant
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4+ Section B — Service Delivery

Goal Bl: Developing and appropriate service delivery model based on the comprehensive needs assessment

nesds assessment by 1DAiI'EJ.
B.1.2 Identify medical staffing
needs by (DATE).

collzbaorations.

2. Based upon nesds
Essessment, working
projections, current
inventory of providers and
experience, identify optimal
clinical =nd support staff,

target population.
2. Identified essential clinical
and support staff.

specific recruitment and retention
activities for the satellit=.

4. Consultant

Comment(s)

Objective|s) Key Action Step(s) Expected Outcomea(s) Data Evaluation and Measurement|s) ZETT !_NEE [Maximum S00
Respansible(s)

characters)
B1l.1 Develop a service 1. Assess current capacity 1. Written documentation of 1. Finalized document describing 1. CEC
delivery model that is and willingness of local current community model, evaluation of service delivery models 2. CMO
sppropriate relative to the heazlth care providers to capacity, and resources submitted to the Board of Directors. 3. Hurmnan Resource
results of the comprehensive provide services and possible potentizlly availzble to the 2. A model and guide for developing Staff

Goal B2: If special populations [e.g., migrant/seasonal agricultural workers, residents of public housing, homeless persons, low-income school children) are included in the target population,
specifying activities related to the identification of the unigue access problems and health care needs of these populations.

populstion by (DATE).

the optimal lacation, facility
configuration and related
square footage, exam rooms,
et

concentrations, etc.).

Comment{s)
Objective(s) Key Action Stepls) Expected Outcomels) Data Evaluation and Measurement(s) SEEm !,MEE [Maximum 500
Responsible(s)
characters)
B2.1. Recruit staff that 1. Identify specific focus areas 1. Recruitment of staff with 1. Recruitment of staff persons with 1. CEC
specizlize in providing health | for recruiting staff to work expertize in serving the MEFW | expertize in serving the MEFW 2. CMO
services for M3FW with M3FW population. population. population. 3. CFO
populztions by {DATE).
Goal B3: Facility planning and location selection.
Comment{s)
_— . : Person [ Area -
Objective(s) Key Action Stepls) Expected Qutcome|s) Data Evaluation and Measurement(s) ) [Maximum 500
Respaonsible(s)
characters)
B3.1 Identify potential sites 1. Based upon the nesds 1. Identify ideal locations 1. Mumber of locations identified for 1. CEO
that will meet the health sssezzment and the current [bzzed upon travel pattems possible location of health center. 2. CMIO
care needs of the target imeentory of providers identify | and population 3. CFO
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Budget Dollar amounts will be allotted to all staff and activities in the proposal.

9 Check all salary and benefits with Human Resources to make sure accurate
figures are in the budget.

1 Check equipment purchases with IT or other departments and include all
necessary costs to get equipment up and running if grant is awarded.

9 Contact vendors to get quotes for proposed equipment and supplies. IT will
get quotes for computer equipment, pritters, IPads, etc. so that accurate
figures will be included in the budget.

1 Determine in-kind or match, if required, and what College resources will be
used.

1 Figure indirect costs into the budget if allowed in the grant. (NWFSC Federal
Indirect rates are 3950% for on-campus grants and 17.10% for oftampus.
Contact the Grants Office with questions about indirect costs).

1 Complete and submit a budget narrative to Financial Services with the
budget.

Grant expensesnay not supplant (replace) fundsfor activiti es or staff already
ongoing or in place at the institution. Furthermoreto meet Federal UGG
requirements, grant costs must be allowableand clearly necessary to implement the
project.

When developing a grant budget unless otherwise specified round to tmearest
dollar.

Grant budgets typically include:

Personnel slaries andbenefits

Travel

Equipment

Materials andsupplies
Contractualservices

Marketing and printing

Telephone

Participant support costs,scholarships, andtuition
Indirect costs, ifpermitted in the grant.
Costsharing and mdching funds
Subrecipients

Budget rarrative

S R I I e

Personnel Salaries and Benefithis section of the budget includes salaries

and benefit costs for all staff working on the project. Remember that duties

currently performed may not be covered by grant funds; this practice is called

000DDPI AT OET ¢co6 AT A EO OOOEAOI U POi EEAEOAAS
administrators, may have portions of their existing salary covered by the grant if

oversight of the project represents a additional duty. Faculty are often

compensated at the overload rate for courses. However, some funding agencies,

such as the National Science Foundation, may require that faculty (principal
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investigator) time devoted to the project is in the faculty memB 06 O AAOEA 11 AA8
OEEO AAOAh OEA COAT O xOEOAO OET O1 A OAA OEA
Depending on the length of the project, projected salary increases and increases

in costs of benefits may need to be included. Human Resources will assist you

with these costs.
Example

Project AdministratorzThis person will be someone with the teaching
background and the communication, leadership and organizational skills
needed for this project.

July 1, 2014June 30, 2015 $61,000

Fringe BenefitgTo include Social Satrity, Medicare, Florida Retirement,
Health and Life

July 1, 2014-June 30, 2015 $16,470

StipendgzSome grants allow include stipends for certain kinds of
participation, including student participation, visiting speakers, etc.
Some allow funds to be used to purchase student materials.

ExamplegzDistrict teachers who attend Saturday professional
development training will receive a stipend of $150 per day. 25 teachers
x $150 x 4 Saturdays = $15,000

Travel Travel costs for various purposes, for example travel to conferences and
project meetings, is often an allowable cost.

Example:

In District Travel for project staff and district staff for meetings and
training

4000 miles @ .445 per mile = $,780

Out of District Travel for project administrator and staff to travel to
planning/preparation meetings

5 days: 116 miles @ .445 per mile+ $471.70

5 nights @ $D0 plus per diem and miscellaneous expenses (tolls,
parking) $1028.30

Out of State Trave

For Program Administrator to attend federalgrant training in
Washington DC

5 days @ $200 per night plus per diem and nigllaneous expenses.
$2,500
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Equipment For federal grant programs (and many noffederal programs),
equipment is defined as an item of nonexpendable, tangible property that has a
useful life of more than one year and an acquisition cost that is equal to or
greater than $5,000. All equipment coshg $5,000 or more should be itemized in
the budget (§8200.33)

Example: Videoconferencing Software for 2 classrooms$10,000 x 2 =
$20,000

NOTE:The college has a policy for its bidding process requirement#ny A

equipment over $65,000 per unitisOOAEAA O O1 OE brockdsl | ACAG O AE,
Materials and Suppliest EAAE O1 OAA Ei x OEA &£01 AAO AAEET /
00DDI EAOBG 500A11UR OEEO AAOACI OU xEIT ETOIIT
OO0DPPI EAOhS OOOAET ET C lidA& Aupdfied bnd materiadsOA8 " A 00O
necessary for each activity, includinghe evaluation of the project.

Educational Materials and Supplies textbooks, training materials for

project = $3,000

Office Materials and Suppliesto include office supplies for poject
management- binders, flash drives, office supplies, workshop materials,
cables etc=$5,000

ContractualServices|f grant funds will be used to pay a third party (individual
or organization), these costs should be included in the Consultants/Caactual
category. NWFSC uses a Professional Services contract for external evaluators.
It may be that these services are put out for bid. Contact Human Resources for
further guidance.

Marketing and Printing This is the category for funds for mailing, pinting,
copying, advertising, etc. Marketing and Graphics Services can provide quotes,
or the Grants Office can provide typical expenses for the average project of equal
scope.

Example:Printing, coping, marketing materials for the project=$3,000

Teleohone Consult the IT department for help with possible telephone costs.

3ETAA OEA #111ACA80O OAI APEITA OUOOAI EO 61 EA
this area.

Participant Support Costs, Scholarships, and Tuiome grants allow

tuition for students enrolling in relevant programs. Some funders may require a

percentage of the awarded funds be used for this purpose; others may prohibit
this use of funds.
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Indirect CostsNWFSC has an established Federal Indire€bst rate of 39.5%

for on campus grants and 17.1% for off campus grant€ollege policy requires

that grant proposals charge the indirect costs of facilities and administrative

expenses. "Facilities" may include depreciation, rental of space, and equipment
DOOAEAOGAO8 ¢! Ai ET EOOOAOETT 6 AT OAOO OEA CcAT AO.
project. These indirect costs must be calculated for all grants at the federally

negotiated rate for NWFSC. If the funder does not allow that rate, the Grants

Office will assist the grant writer in charging an appropriate indirect cost.

Cost Sharing and Matching Fundme grant opportunities require that the
College share in project costs and thus demonstrate its commitment to the
program. Some grants will require contributions fom other grant partners.

In some cases, a cash match is required. More often, cost sharing is the

requirement, and at NWFSC this most frequently includes staff support (a

OAAOT T AAT A ATTO1T O T &£ OITT ATTA8O0 OEIi A ET AAAEOD
rental of space. For proposalsubmitted to federal agencies, thes€ollege

contributions must be verifiable (this includes time and effort logs for staff time)

and must NOT be funded by any other federal program or grant. Grant writers

must be sure to get approval from Gllege supervisors for the use of staff time

and other College resources.

Subrecipients (8200.330 and §200.33150me grant progcts involve
businesses, other Glleges, or organizations in the application, with NWFSC
serving as the lead or fiscal agent. However, nall collaborators are the same.
Subrecipients are partners who may apply for funds with the lead agency, but
may only provide specific services or activities for the grant. They are not
responsible for all parts of the grant but work as contractors foa needed.
ServiceWAAE COAT O 1 BBl O0OOT EQUS6O AT AOI AT OABGET T xE
difference between a partner and subrecipientAgreements with subrecipients
will be formalized during the grant writing process in letters of collaboration or
memorandums of understanding, as required by the funder. It is important to
remember that for federal opportunities, the same budget, perfenance, and
reporting expectations apply to subrecipients as to College grant recipients.
Grant administrators and writers must make these expectations clear to
potential subrecipients in the writing and setup phases of any grant project.

3 O A OA A Eriakghrhett$ mMust be clear in the proposed grant budget, and
their indirect cost rate must be applied as part of their budget proposals. State
proposals maydiffer; the guidelines for eachopportunity will provide guidance,
and grant writers should consultwith the Grants Office in all situations
involving potential subrecipients.

New UGG requirements for sub recipients are in sectid@®00.331. They
include:

1 A formal agreement with all subrecipients
A pre-award risk assessment must be conducted on the stécipient. o
This should includleOEA OOAOAAEDEAT 060 POET O A@PAOEAI
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similar awards, results of previousaudits, financial stability of the
institution, whether the subrecipient has new personnel or new or
substantially changed systems, anthe extent and results of federal
awarding agency monitoring.

Specific subaward conditions

Activities monitoring of subrecipients to ensure compliance

Useof monitoring tools to protect federal funds

Verification subrecipient compliance with the Single Adit Act
Evaluaton of records

Remedes for noncompliance

(Management Concepts. 2014. Federal Grants Update 2014 Student
Guide. p. 527 through 5-28)

=A =4 =8 =8 -4 A

Budget Narrative Grant application packages must include a budget narrative
or budgetjustification. Funding agencies will ask for a written description of the
budget, called a budget justification. This narrative explains any potential
confusion regarding budget expenses, establishes that costs are reasonable, and
explains how costs were stablished. The three elements common to all budget
narratives are as follows:

1 The budget item (personnel, travel, equipment, etc.)
1 The written calculations and any justification
1 The line item amount

Evaluation Plan While private foundations may notrequire rigorous evaluations,
all state and federal funding agencies mandate that grant administrators establish
and report how well the project worked so that funders know if the project should
be replicated elsewhere. The expectations for the rigor anduglity of evaluation
plans are increasing among federal agencies.

Evaluation plans should include:

1

=a =4

)l
)l

1
)l

What types of data (quantitative? qualitative? selfeported?) will be
collected?

When will various types of data will be collected? If you are collecting
formative data throughout the project, will the project activities or timeline
change based on that information?

What methods and instruments will be used for data collection?

'OA Uil 6 AAGAT T PET C UT OO 1T x1 EITOOOO0I AT 60O
assessmentools?

How will the data will be analyzed and who will work on the analysis?

If the data includes protected information, how will you ensure its security
and privacy?

When will reports of results and outcomes be available?

How will you disseminate the infaomation to the research community?

Consider using an external evaluator; some funding agencies will require this
practice. Somdimes an RFP will require that anexternal evaluatorbe named in the
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grant proposal along with his or her qualifications.Contact the Grants Office if you
need assistance rgarding external evaluation ofyour project.

Project Timelines Timelines are typically a list of activities and deliverables and
will usually include the person responsible for the task. Depending on the grant
instructions, timelines may include benchmarks and milestones. All timelines
should provide the budget numbes for each deliverable(see sanple project
timelines in AppendixB).

Project Sustainability If required by the grant, determine how the project will be
sustained after grant funds end. Articulate this strategy in the grant narrative.

Letters of Intent Some agencies regjre that a letter of intent outlining your
project be submitted and reviewedand an invitation to submit a proposabe issued
by the funderbefore you can write the grant. The project announcement will tell
you if a letter of intent isrequired.

Letters of Support or CommitmentEnsure that any needed letters of
commitment can be obtained in the available timeframe.

Letters of support from the organizations are partnering in the project are often

required by funding agencies3 1T | AOEI AO 1 AOOAOO &O01T i OEA 1T AAA A
administration are also included. These letters generally include a statement of

support for the project and its aims and a brief outline of what contributions the

institution or organization will make to the project. The letters should not be exactly

OEA OAI A AOO OEI OI A OA&EI AAO AAAE DPAOOT AOBO Ci A
roles in the project. Sample Letters dupport are found in Appendix C

Final signature obtained on Grants Approval Forignatures from the Grants

Office Financial Services and Human Resources must be obtained before a grant can

AA OOAI EOOAAS 4EA ' OAT1 OO0 | EEEAAoreEI 1T 1T AOAEIT
any grant can be submitted.

SUBMISSION AND NOOATION

Submission process

Proposal application packages may beubmitted by the grant writer depending on

the grant mechanism However, no NWFSC grant can be submitted until the Grant

Proposal Form has final signatures from the Grants OfficEinancial Servicesand

(O0i AT 2A01 OOAAOS )y O EO OEA COAT O xOEOAOBO OAOC
and make sure that all signatures are completed before the grant is submittethe

submission method will be specified in the guidelines for the grant opportunity.

If you are writing a Federal grant that requires submission vi&rants.govthere are
some specific things that you will need to do:

1 Go to the Grants.gosite anddownload the entire REP This will allow you
access to the requird 424 forms and required budget forms
1 Caumtact the Grants Office for needed College or Foundation DUNS numbers
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1 Contact the Grants Office for assistance in completing all necessary forms

1 Complete all required forms and upload all required documents. The gject
narrative will be uploaded as an attachment

1 Contactthe Grants Office. The Dean in that office is the College
Administrator for Grans.gov and willsubmit the application after all
reviews have been completedAll grants that are submitted via Grats.gov
must be submitted by the Dean in the Grants Office.

Review Process

Typically federal and state applications are scored using a matrix or rubric, with
points assigned to each section of the proposal. The points division can be found
within the grant application instructions.

Grant readers are selected based on their exdence and/or credentials. Panels of

readers review applications in a panel The resulting scores are public and may be

requested. Usually, comments on these reviews are helpful in formulating future

ideas and submitting other grants. Frequently, a proj may not be funded upon its

ET EOEAl OOAI EOOETITh AOO OO0lénbsedoh O UAAOOE OAOE
reviewer commentsmay be successful.

Applications to private foundations are reviewed more informally, and these

foundations are not obliged to releae their scoring or selection process.

Whenever possible, obtain reviewer comments; these will help in future proposals.

Award Notification

Notification from funders about the success or failure of grant applications may be
sent to the writer and/or the College President. Some funders use electronic
OOAI EOOEIT OUOOAI 6 OEAO Al O DOI OEAA 11 OEEEAAOD
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GRANT IMPLEBMNTATION
AWARD NOTIFICATIONB ORIENTATION

When you accept a grant award you accept the responsibilities for the management
and administration of programmatic, financial, and reporting aspects of the grant
project. These responsibilities may include the ining of personnel, purchasing
supplies, utilizing services, procuring equipment, and planning authorized travel
and/or training. Not beginning a funded project in a timely manner may increase
the risk of failing to complete the grant objectives. This maglso result in unused
grant funds. More importantly, the intended beneficiaries of the grant program,
services, or activities may not receive all or some of the intended benefits of the
program. For these reasons, the Grants Office will assist you to redudelays,
improve start-up time, and complete project tasks before the end of the project
period.

The critical information provided by an award notification includes:

I Start and end dates
1 Amount of award
9 Terms and conditions of services.

No funds can be epended on a project until an award letter has been received.

Tips for Successful Grants Management

Read this section of the manual carefully. It will be a useful resource for helping
you manage your grant.

1 Make sure to give the Grants Office a copy ¢fet grant and award letter.

1 Review all key documents of the grant. This includes the proposal, program
guidelines, RFP (Request for Proposal), award notification, budget,
authorizing legislation, and any related information.

1 Contact Grants Office personndor initial orientation as soon as you receive
a grant award notification. The orientation will acquaint you with College
procedures for invoicing for payment and for project performance reporting.

1 Review and understand the goals, objectives, activigeand any deliverables
that are required for your grant. It is important that you know the funding
ACAT Aus O AGPbAAOAOGETI T O AT A AT OOOA OEA

1 Hold an initial meeting with your immediate supervisor and the project staff
forthe COAT 08 2A0EAx UI OO OiI1T A AO POT EAAO AE
OfT1T A ET OEA COAT O POl EAAOS $AEET A OEA bDOI
building for achievement of project goals.

1 Attend all Grants Committee meetings held by the Gran@ffice. These
meetings will provide you with interaction with all grant managers and will
ensure that you have the most current information on NWFSC grant
policies/procedures and Federal and state requirements.

9 #1711 OAAO . 7&3#60 ' OAT @6Gm/nheAvith do® &fth® AT A DOT OF
grant award letter and approved budget. The accountant will then set up a
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project fund and index number and will input the budget into the proper
account codes. Your immediate supervisor should complete a Systems
Access Regest form to get your initial Banner access to finance and any
other system you need.

Contact the Grants Office about requirement for entering your grant data

ET O OEA #7111 ACA8O COAT O OOAAEET ¢ Ol £#O0xAOAc¢
Contact Financial Services to request Banner Finanagining as well as

Travel and Expense training after your access has been approved. All
finance manuals and quick references guides are posted in the
portal/RaiderNet 2.0 on the Finance page (lower right hand corner under
Guides/Documents). See image bela

Begin making grant purchases as soon as possible after the budget has been
approved. Spending should not be done at the end of a grant, but should be
done to implement the grant. The Grants Accountant will provide you with a
grant fund and index numbé. You can access your detailed budget in
Banner Finance.

Contact Human Resources regarding hiring of personnel. If new jobs are
created, use the job roles and descriptions described in the grant. Before
you submit your grant understand which positionswill need to be built into

the College budget after the project ends and discuss with your supervisor to
get approval for this plan. Your supervisor/primary administrator must
approve all hires.

Keep documentation of all project activities, including gxenses charged to

the grant (P-Card and purchase orders), time and effort, travel, equipment
location, and inkind or match. Funders will want project details at the end

of the grant and/or during implementation.

Place key report dates and project deadlies on your calendar. It is the grant

i ATACAOBO OAODPI T OEAEI EOU OiF AT OOOA OEAO Al
Send copies of any reports to the Grants Office for filing
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College Offices

The Q@llege has manydesignated personnelwho may be involvedin the process
throughout the life of a grant. Listed below are key players in this process:

Grants Office Staff

Bldg ./Office Name/Position Phone Emalil
Building 320 Dr. Anne Southard 729-6040 southarda@nwfsc.edu
Room # 204 Dean, General Education

and Grants
Building 320 Ms. Penny Cox 729-5322 coxp@nwfsc.edu
Room 205A Coordinator,

Educational Assessment

and Grants
Building 320 Ms. Cindy Kuhn 729-5248 kuhncl@nwfsc.edu
Room # 207 Office Specialist,

Academic Affairs

Financial Services

Bldg ./Office Name/Position Phone Emalil

Building 320 Ms. Pam Kaby 729-6026 | kabyp@nwfsc.edu
Room # 116 Controller

Building 320 Ms. Tammy Adams 729-5308 | adamst@nwfsc.edu
Room # 114 Grants Accountant

Purchasing Department

Bldg /Office Name/Position Phone Email

Building 320 Ms. Dedria Lunderman 729-6031 | lundermd@nwfsc.edu
Room # 137 Purchasing Coordinator

Building 320 Ms. Beth Dunn 729-5361 dunnb@nwfsc.edu
Room # 136 Purchasing Support Specialist

Grants Office PosAward Responsibilities

1 Chair the GrantsCommittee and schedule meetings.

1 Conduct orientation meeting with new grant personnel to discuss specific
requirements for managing the grant

T 3AO0OA AO OEA #7111 ACAGO0 AAI ET EOOOAOT O A1 0 '
online grant submission sites.

9 Houseall copies of financial and programmatic reporting for each grant at
the College.

9 Provide assistance to grant managers as needed.

Grants AccountanfFinancial ServiceResponsibilities

1 Setup Grant Fund and Index Codes and Indexes and enter approved budge
per award notification. The Grants Accountant must receive a copy of the
award letter, grant proposal, and approved budget before this can be done.
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Provide Banner FINANCE training to new grant personnel upon request.
Provide final review of grant expemitures to verify account coding is
correct.
1 Review all requisitions, travel authorizations, and expense reports and
approve once they are determined to be allocable, allowable and reasonable.
1 Review and approve Professional Services Contracts and Servi€endered
forms.
T / AOGAET AAOOEAZEAAOQOEIT OEGCI AOOOA mOT i OEA #11
expenditure reports and payment requests are sent to the granting agency.
1 Compile and submit required Financial Reports.
Banner" ATT A0 EO OEA #7111 ACA8O AT OAOPOEOA OAOT O
Oollege-wide administrative and instructional support. The sections used
frequently are finance, purchasing, personnel, and payroll. These sections give
online accesgo the grant budget, allowing you see grant encumbranceand
expenditures. Staff can enter and track purchase requisitions in Banner. Grant
managers should become familiar with Banner Finance and check grant budget
information often. New grant personnel should request &iner training from
Financial Services.

= =4

Banner is also used fostudent information. Course schedules, registration,
transcripts and all student information is available in Bannerlf your grant
needs access totadent information, contact Dr. Aimee Wats, Dean of Students
at 729-5232 or wattsa@nwfsc.edu
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Review and approve
requisitions, travel, grant
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INITIATING A GRANRBJECT

A Project Director must be the expert on the project and must know the policies of
the College, asvell as learn the regulations of the funding source. Knowing this
information is essential to the success of a grant. The administration of a grant
requires a collaborative effort in order to implement activities and effectively
manage the project. Tiis collaborative approach ensures that we have successful
outcomes and achieve the goals of the grant. This Grants Management Manual is a
written resource on grants-related issues. It can be used as a guide; however,
please contact the Grants Office grtime you have grant related questions or need
assistance.

Your grant has rules and guidelines. Activities of your grant must follow all

applicable laws, regulations, contracts, policies, and procedures. The presence of

grant funds does not preclude yowr your staff from following College regulations.

4EAOA AOA OEI A0 xEAT A &£O1 AAOBO 001 AOG AOA
Remember that the most restrictive rule applies.

Communicating with the funding agency. At various points, you will need to ostact
the funding source regarding questions about your grant. Make sure that you know
the agency contact person for your particular grant and that you are clear and
concise in questions to them.

Orientation for New Grantees

Contact the Grants Officea set up an initial grant orientation meeting with the
project staff and administrators. At this meeting you will review the proposal,
project timeline, objectives, deliverables, and the budget. This orientation also
provides an opportunity for grant staff to review the Grants Implementation Manual
and ask questions related to grant implementation and administrative procedures.

Agenda for Initial Grant Orientation
Review of Grant Implementation Manual
Award Review
Total anount awarded
Budget/Project period
Objectives and eliverables
Timeline (program as well asreports and progress meetings)
Staffing roles and esponsibilities
Time & dfort reporting
Partners, collaborators and galuators (if applicable)
Budget set up
Advertising positions
Program amendments (if needed)
Relevantupcoming dates andreports
Budget
Expenditures
Budgetmonitoring recommendations
Invoicing
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Budgetamendments (if needed)
Maintaining records and files (papertrail)
Questions andanswers

BUDGET AND FINANCE

Financial Services has provided the following budget and financ®lease contact the
Financial Services fofurther guidance onbudget and financeprocedures.

Bldg /Office Name/Position Phone Email

Building 320 Ms. Pam Kaby 729-6026 | kabyp@nwfsc.edu
Room # 116 Controller

Building 320 Ms. Tammy Adams 729-5308 adamst@nwfsc.edu
Room # 114 Grants Accountant

As soon as the award natification or final signed contract is received you will submit
the following to the Grants Office and the grants accousnt

9 Official award notification or original contract
1 Copy of the proposal

1 Project Budget

1 Any other pertinent documents to the project

The project budget cannot be set up in Banner until an award letter or confirmation
of funding has been received by thgrants accountant.

Things to know as you begin a project:

1 Become familiar with human resources, purchasing, and finance
requirements for spending project budget.

1 For equipment purchases, please confirm whether or not the funding agency
requires prior approval for equipment purchases.

1 Supply purchases are typically encumbered as needed throughout the

project period.

00T EAAO8O A£O1T AO OET OI A AA OPAT O EI

All expenses should be encumbered at least 60 days prior to the end of the

project/budget period.

91 Enter the Bannerbudgetfund/org/prog on all transactions.

1 Retain documentation for all expenditures.

=a =

Setting upan Index

Upon award notification, Financial Services will establish a grant code and an Index,
associated with a Fund, Organization and Program, for each award. The grant code
and Index will be tied tofunding source and function.

Access to Budget

Grant personrel with current Banner finance profiles will be given access to budgets
in order to complete their job duties on request. Supervisors must fill out system

Page [30

A OEI Al U



access forms for employees needing access to budgets if they do not already have
Banner Finance acces

New grant employees may need system access into Banner. Most will not need

AAAAOGO O 0345%$%. 46 AOO 1T AU 1T AAA AAAAOGO O 0&)
budget transfers and manage the grant budget. The Systems Access Form is

available on the Forns tab in Banner(See AppendixD). Complete the form, indicate

the appropriate access, sign and forward to the appropriate department for

signatures. After all signatures are obtained, IT will receive the form and give the

employee access.

% NORTHWEST FLORIDA STATE COLLEGE

Facilities / Physical Plant

== B MENTRESOUTCES) — Informetion i echnology;

{ Leave Request } [ Employee Benefits } { AV Services Request (LRC) ] Off-Campus
i 1t Use

It will be ry to download and print out the Human Resources
ompletion. Please fill out the form Morthwest Florida State College

complstely bef mitting to Human Rescurces Niceville Campus

If you have ai ons about a form or do not 100 College Boulevard
see a form that you need, please contact us Niceville, FL 32573
PDF FORMS PDF FORMS

Adjusted Work Schedule Section 403(b) Systems Access Request Request for Removal from
Salary Reduction
¥
t

()

[ Change in W

Allowable Coss

The OMB Circular A21(i), statesthat in order for costs to be allowable, they must
be:

1 Reasonable and necessary (for example, sound business practices were
followed, and purchases wereomparable to market prices)

1 Allocable to the federal award (meaning that the federal grant program
derived a benefit in proportion to the funds charged to prograng for
AgAi PI A EE£ vnkp T £ A POT ZAOOT OO0 OAI AOU EO
professor must spend at least 50% of his or her time on the grant program)

1 Are properly documented (and accounted for on a consistent basis with

generally accepted accounting principles (GAAP

Consistent with the provisions of the grant program

Not used forcostsharing or matciing any other grant agreementaind

Legal under state and local law (i.e., the expenditure is not prohibited under

state or local laws or regulations).

= =4 =9

Rules and Regulations

College policies and procedures regarding budgets apply toagit-funded projects
(http://www.nwfsc.edu/AboutNWF/BoardOfTrustees/policymanual.cfin
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Become familiar with the project award document and any supplementary
guidelines provided by the funding source. For federal programs, these may be:

i Office of Management and Budget (OMB) circulars
(http://www.whitehouse.gov/omb/circulars )

1 Education Department General Administrative Regulatns (EDGAR), Title
34m, Code of Federal Regulations (CFR) from the federal Department of
Education (ttp://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html )

For state programs, rules andegulations may be found in:

1 The Green Book of Regulations from the Florida Department of Education
(http://www.fldoe.or g/finance/contracts -grants-procurement/grants -
management/project-application-amendmentprocedur.stml)

9 Florida Statutes fttp://www.leg.state.fl.us/statutes/)

Note: Federal regulations supersede other gulations unless the funding source or
College regulations are more restrictive; the most restrictive regulations apply.
When in doubt, check with the Grants Management Office.

Contingency Budgets

There may be times that anticipated grant award notificatin is not received before
the new grant year begins. The project staff and Grant Management staff will need
to identify the expenses, usually personnel, which will need to be covered in this
interim to prevent a lapse in service. The College Presidentivapprove the
expenses the College will cover.

Travel

In order to travel and expend travel funds in your awarded grant, travel must be an
approved line item. Most grants will designate if the travel is idistrict, out-of-
district, or out-of-state. If your awarded grant includes travel to required meetings
or conferences, these meetings must be attended by grant personnel, usually the
COAT O 1 AT AcAO8 !'11 OOAOGAI 1000 A 111 x OEA #I11I
1 Use appropriate grant Index on all forms and documentatio
9 Travelers are expected to utilize the most cost effective mode of
transportation and lodging based on the circumstances related to the travel.
I Submit and obtain appropriate approval on a Travel Authorization (TA)
through the Travel and Expense Managemémodule (TEM) prior to travel.
Estimate all expenses on the TA, indicating an anticipated method of
payment for each expense type.
1 NWEFSC is exempt from Florida sales tax. Travelers may obtain a copy of the
tax exempt form from the Purchasing office. Ifaxes are assessed, they
become the obligation of the traveler except for tax on airline tickets as
required by law and situations where service providers will not honor the
#1 11 ACAGO0 4A0 %oAi POETT #AOOEEAEAAOAN ET OAIl ¢
companies.
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1 Enter requisitions for prepaid registration fees, etc., when not usingdllege
PCard.

1 Upon return from travel, submit a Travel Expense Report (TR) though the
Travel and Expense Management module (TEM) upon completion of travel.
TR should be submitted within 7 days of travel or 7 days after the end of the
month for routine travel. Contact tre Travel Administrator for assistance in
completing expense reports. Meal receipts are not required; all other
documentation must be uploaded to TEM. Travelers are required to keep
original documentation according to applicable record retention policies.

1 Note: some funding sources may require approval for out of district/out of
state travel even if it is a line item in the budget. Refer to grant
documentation for specifics.

9 In-District Travel: within Okaloosa and Walton counties

o0 Complete a Travel requesin Banner using your grant budget
number on the form and when a registration fee is involved,
attach the agenda.

o0 Input a Travel Reimbursement Request into Banner for any pfpaid
registration fees

0 Send both forms through Banner for approvals.

In-District Mileage

Complete anin-District Travel Reimbursement Requefstrm to be reimbursed for

mileage accrued as projectelated travel between and among campuses or local

agencies throughout Okaloosa and Walton Counties. Mileage can be determined by
odometerreeAET CO 1T O OEA #1711 ACA60 1 EI AACA AEAOOS
employee and supervising administrator, to the campus business office -thistrict

travel should be submitted monthly.

9 Out-of-District: within the state of Florida but outside of Okaloga and
Walton counties

1 Outof-State Travel: outside the state of Florida

9 Airline Tickets: Common Carrier ttkets may be purchased using aollege
PCard. Contact the Purchasing office for assistance if no PCard has been
issued to the Grant Manager.

NOTE: The funding agency may require prior approval for travel even though they

AOA ET OEA DPOI EAAO AOAGCAOS 2AEAO O1T OEA DPOI

1 Automobile usage: If an automobile is the mode of transportain, the
traveler may reserve a Gllege-owned vehicle, subject to availability. Use of
personal automobile will be reimbursed at the approved rate.

1 Lodging: Actual lodging expenses require original receipt itemizing all
charges.

1 Meals: Reimbursement will be made based on approved rates; eligibjlis
based on departure and return timesMeal receipts are not required.
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Unallowable Costs

An unallowable cost is any cost that cannot be charged to the grant regardless of
whether the cost is treated as direct or indirect cost. It is important to not¢hat

while a cost may be allowable under an OMB Circular, it may not be allowable under
the terms and conditions of a grant program. Remember, each grant award has
specific programmatic goals and requirements.

1 Purchase of alcoholic beverages and decoratierare prohibited.

9 Food purchases are prohibited unless specifically included in the grant
budget approved by the funding source.

1 Only line items identified in the awarded budget may be used. Budget
changes that affect the scope or criteria addressed the requirements of
the program require an amendment.

1 Some grantfunded programs cite specific restrictions on expenses. Refer to
the award document for information as to whether a cost is allowable.

9 General Provisions for Selected Items of Cost are preged in section
200.420 of the CFR. The list is not exhaustive. Failure to mention a particular
item of cost is not intended to imply that it is either allowable or
unallowable; rather, determination as to allowability in each case should be
based on the teatment provided for similar or related items of cost, and
based on the principles described in §§200.402

1 When regulations are in conflict, the most restrictive role will apply.

Cash Match

For grants/contracts requiring cash match, Grant managers must codinate with
the Grants Management Office to ensure that matching funds are allocable and
available. Funds cannot be used as match on multiple grants/contracts. Federal
funds cannot be matched with federal funds. All cash and-kind matches required
in the grant project must be documentedsee Appendix Eor Time and Effort and
In-Kind form).

Indirect Costs

An indirect cost rate allows the College to cover indirect expenses such as utilities,
facilities, and other administrative costs that represent the expnses of doing
business that are not readily identified. In theory, costs like heat, light, accounting
and personnel might be charged directly if little meters could record minutes in a
cross-cutting manner. Practical difficulties preclude such an approaciTherefore,
cost allocation plans or indirect cost rates are used to distribute those costs to
benefiting revenue sources.

The Grants Management Office can provide project staff with the current Federal
Indirect Cost rate. Generally, most federal, statend private funding agencies cap in
direct cost rates anywhere from 5 to 10 percent. The specifics for each grant will be
identified in the Grant Awarddocumentation.

Project staffonly need to be aware of the amount of indirect costs in the budget.
Thesefunds are not available for expenditure or budget transfer to other budget
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lines. Financial Services will calculate and deduct the indirect cost from your
budget.

FINANCIAL REPORTS

Budget Reporting

Grants and contracts must have funds budgeted in detait required by the funding
source. The College is required to follow the conditions of the grant that include but
may not be limited to: spending funds in accordance with the approved budget of
the grant; returning unused balance of grant funds; establishg property records of
grant-acquired property, if so indicated; and providing program and fiscal reports at
given intervals as required.

The College, auditors, and field monitors must be able to compare actual
expenditures to budgeted expenditures. It ismportant to obligate and expend funds
in accordance with the approved budget. An obligation is when the College formally
designates funds for a specific expense. Obligations must occur by the end date of
the grant. Expenditures, which are charges to a gnaor program, must be made in
sufficient time to allow preparing and submitting the final expenditure report by the
due date. Refer to award notification for obligation and liquidation dates. Project
staff should retain appropriate documentation of expeditures according to records
retention polices.

Budgets will be maintained in the Banner Finance module. The grant accountant will
enter budgets and amendments upon official notification. Grant managers can
request budget transfers within account types amording to applicable regulations.
Changes in function or object (account) codes that do not affect the scope of the
grant or the criteria addressed in the requirements of the Program, do not require
an amendment. (Green Book, Section B Project Amendmer@s4).

Project staff use Self Service Banner to review budgets, check encumbrances, and
approve documents. Contact the grant accountant in Financial Services for training
on the use of the Banner Finance module(s).

Time and Effort Reports

Time and effortreports and timesheets for parttime staff are required by federal
regulations to confirm the amount of time they devote to fulfilling their job
responsibilities. That time includes the Fund | (College budget) time as well as the
hours or percentages ofime as stated by the grant application allocated to each
activity representing a reasonable estimate of work performed. The time and effort
OAPT OO OET OI A AA AAOGAA 11 pnmkp T &£ OEA PAOOITBEO
29 % hours a week, 29 % hours repesents 100% effort. Time and effort reporting
varies by grant and the job responsibilities of the individual charged to the grant.
4EAO OAEEI 006 1 AU ETAI OAA pq O0O0PPI OO PAEA AU A
in support of a grant but not paid bythe grant (in-kind or match). For example:

1 A person may be paid by a grant, or more than one grant, with funds

dedicated in the budget.
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1 A grant may state that a Fund | person will dedicate a certain percentage of
hours each week to support the grant. In tis case, dedicated funds might
not be included in the grant budget, but the effort must be tracked to
support the grant proposal. For example, if you are listed in a grant for an-in
kind value of 10% of your time, 33.75 hours of your week would list your
normal job responsibilities and 3.75 hours (10% of a 37.5 hour work week)
would reflect grant activities (See Appendixfor Record of Time and Effort
form and samplg.

Page |36



HUMAN RESOURCES

Human Resources has provided the following Human Resource guidanédease
contact Human Resources for further guidance on human resource procedures.

Grant-funded projects must follow standard College policies and procedures
regarding personnel but must also follow any specific requirement in the grant
award. See the following link to the College Board of Trustees Policy Manual for
Human Resource polies:

http://www.nwfsc.edu/AboutNWF/BoardOfTrustees/policymanual.cfm

Project Personnel

Many grant projects include funding for new personnel to assist with

implementation. When determining new positions, titles and positions must match

those already established by the College. Grafunded personnel must also be

EEOAA OOEI EUET ¢ OEA #111ACA80 bPI i1 EAEAO AT A DOI
Collece hiring procedures below. All @llege employees must be fingerprinted and

submit to a criminal background check (Board Policy HR 1.00 Employment

Provisions) SeeFingerprinting policy.

Hiring Grant Personnel

9 Once the position is approved to be filled, the appropriate Dean/Vice
President and the Director of Human Resources, ppint a search committee
and committee chair if appropriate.

1 The College will advertise internally for one week to determine if any ful
time qualified applicants can be selected. If no selection is made, the
position will be advertised externally for 10 days. Selected positions may be
advertised internally and externally simultaneously, upon administratve
approval.

9 The chair calls an initial meeting of the committee members, along with the
Human Resources Director/Equity Coordinator. This is a meeting during
which the chair issues a charge to the committee, provides guidance, and
answers questions. Thdduman Resources Director/Equity Coordinator can
then conduct a short training session and answer any questions the
committee members may have about the process. When arranging the initial
meeting, the chair should asknembers to bring their calendars to awid
scheduling delays.

1 Human Resources shall review all applications and forward only those
applications that meet minimum advertised qualifications to the designated
hiring supervisor.

9 The hiring supervisor will:

o Develop a screening tool to review applations and determine which
applicants are to be interviewed.
o Develop questions for interviewing and send to Human Resources.

1 The applications will be reviewed and the committee will select candidates
who best qualify with preferable job skills and/or experience for interviews:
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0 The hiring supervisor submits a timetable/schedule with dates and
times to Human Resources to help schedule the interviews.

0 The committee conducts interviews.

0 References are checked by the committee and/or Human Resources
prior to job offer.

0 With the approval of Human Resources, recommendations for hiring
shall be forwarded to the appropriate Dean/Vice President and the
President for

o Once approved, the hiring supervisor/chair calls the finalist and
makes an offer. Once the fint accepts, the hiring supervisor
and/or chair personally calls the interviewees to inform them that
they were not selected. This adds a personal touch to the selection
process. Human Resources notifies all other applicants in writing
that the position has been filled. All recommendations for
employment are approved by the Board of Trustees.

Interviews

The objective of the interview process is to find the person who best fits the job.
After all of the interviews are complete, each search committee merabshould
review all of the final candidates and provide advice to the committee chair
regarding his/her opinion of the strengths and weaknesses of each candidate.

NOTE:! O 11 OEI A OET OI A AT u AAT AEAAOA AA AAOEOAA
AAT AEAAOASG 1T O OEAO OEAU AOA OAARAET ¢ OAATI 1 AT AAA
Interviewing:The following is asuggested procedure for conducting an
interview.
1 The committee chairperson should introdice him/herself and the

1

committee and thank the person for coming.

Ask the candidate if they care for something to drink, but be prepared if

they say yes

i xAOAOT Ol £#60 AOET EO AOA pOiI OEAAA ET OEA 0O
The chair should summarize what will take face in the interview,

including a reference to the job opening and provide an overview of the

job.

If you intend to take notes during the interview, state that you will be

doing so and invite the individual to do the same.

Ask both general and speciicgd OOET T © AAT 60 OEA AAT AEAAOGA
gualifications, skills, abilities and previous job experience. These

guestions should be operended to allow more discussion and self

disclosure. The most important questions will be those relating directly

to the responsiblities and competencies of the job opening. You should

prepare a list of questions to be asked prior to conducting the interview.

)y 060 AAAAPOAAI A O CEOA OEA AAT AEAAOGA A A
interview.

, EOOAT AAOAAEDI 1 U ks aiddnonstiaie hapoA OAG O OAODI
have listened.
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1 Give the committee the opportunity to ask any other questions or follow
up questions.

1 Invite any additional questions from the candidate about the job
OANOEOAI AT OO 1T O OEA 1 OCAT EHIAOET 1 8
Ask if there is anything else the candidate would like to add.
Explain the next step in the process (further interviews, when the
candidate can expect to hear from you), buido not indicate acceptance
or rejection at this time.

1 Thank the candidate forcooperating, and end the interview with a

handshake.

(See Appendix Gfof T OAOOEA X ET C ,Appeddix HibdThsod i 1 8 OO
Interviewing Applicants with Disabilities, and Appendix lfor Sample Interview
Questions)

= =4

Part-Time Employees

Parttime hourlyal A AAEOT AO DPAOOITTAI ET OO0 AOA
Procedures, Procedure HRL.2004. Part-time hourly and Adjunct Personnel hours
Part-time hourly personnel may work 29 hours per week.

FulFTime Employees

Full-time employees work 37.5 hours per week as stated in BOT Policy #R.4.00.
They are hired on a probationaryperiod for the first 6 months. Board Policy Fult
time employee hours See Human Resources Procedures 4.70@%obationary
Period

FulFTime Faculty
Full-time faculty contracts are described in the Board of Trustees Police # AA 12.0
Refer to this section if you will employ fulttime faculty with grant funds.

Full-time Faculty Contracts

Personnel Evaluations
Procedures for evaluating Employees is addressed in HR Procedure 4.7001.

SeeEmployee Evaluations

Leave

12-month personnel earn one day of sick leave each month. Faculty earn one day of
sick leave during the months of August April. (All employees must work 51% of

the month to earn a day that month)Annual leave for grant personnel will accrue

and be carried forward into a future year, but no payment for accrued leave will be
made. Terminal leave is granted basedhaetirement and/or resignation. College
leave policies are described in the Board of Trustees Manual, Human Resources
Sections 19.00 and 20.00.

Sick Leave 8 hours per month

Annual Leave 8 hours per month year-b
10 hours per month year 510
12 hours per month yearl0 +
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See theBoard of Trustees Manualisted below for further information about the
#1 11 ACAG O :1LANOKIiciBAnt Fch IFedvOPolicies

Benefits

NWFSC provides a benefit package for all ftime employees. These benefits
include retirement, health insurance, life insurance, tuition reimbursement, and
voluntary dental and vision insurance. See the NWFSC HR web kgted below for
a description of those benefitsBenefits summary

Worker<X ompensation
11 AT DI TUAAO AOA skdmpAOAA O1T AAO x1 OEAOSG
Conflict of Interestand Code of Ethics

The following Conflict of Interest Procedures have been developddr NWFSC grant
personnel:

1 All grant affiliated personnel will comply with BOT Policy HR 2.00: NWFSC
Employees Code of Ethics and the UGG FeaddRegulations §75.524,
§75.525. A copy of the BOT Policy will be sent to employees in Human
Resources annual distribution.

1 Grant Office Responsibilities:

0 Send out Grants Conflict of Interest Statement Annliato all Grant
Managers (see Appendix J)

o0 Reeive list of all grant employees from Grant Managers

0 Receive all signed Grant Conflict of IntereStatements from Grant
Managersand verify that all are included on the list of grant
employees

o Forward all signed Grants Conflict of Interest Statements tduman
Resources for filing in employee personnel files.

1 Grant Manager Responsibilities:

0 Submit an annual list of grant employees for his/her grants to the
Grants Office at the beginning of the fiscal year or upon receipt of
award letter.

o Distribute Grants Conflict of Interest Statement annually to all grant
affiliated personnel. This includes employees working directly on a
grant and any employee whose time is used for match or-kind.

o0 Submit all signed Grants Conflict of Interest Statements for his/her
grant personnel to the Grants Office at the beginning of each fiscal
year or upon receipt of grant award letter.

0 Include the Grants Conflict of Interest statement as part of the intake
paperwork for all new hires during the grant year and submit signed
forms for new employees to the Grants Office as soon as new
employees are employed.

1 Grant Personnel Responsibilities:
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(0]

Sign and submit a Grants Conflict of Interest Statement to his/her
manager at the beginning of grant employment and annually
thereafter.

1 Grant Indirect Pool Employee Responsibilities:

(0]

(@)

O o0 oo

NWFSC employees, identified below, who are in the indirect cost
pool, will complete the annual Grants Conflict of Interest Statement.
Signed forms will be sent to the Grants Office at the beginning of the
fiscal year. This includes:
Grants Office Personnel
Finance Personnel

A Controller

A Accountants
Purchasing Personnel
Human Resources Personnel
Payroll Personnel
Any other personnelidentified by the President,Vice President of
Administration and CFOYice President of Academic Affairs, oDean
of General Education and Grants.
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PURCHASING

4EA #7111 ACA80O 0OOAEAOET ¢ $APAOOI AT O EAO DPOI OEA
guidance. Please contact the Purchasing Department for further guidance on

purchasingprocedures.

AEA #7111 ACAGO0 0OOAEAOEI C $APAOOI AT O Z£AT1 O O1 AA
and Chief Financial Officer. All grant purchases must follow the College¢hasing
procedures and follow @llege policy for purchasing.Purchasing Goods and

Services policies are found in the Board of Trustee®icy Manual, FinancialAffairs
number 22.00.

PurchasingOffice Staff

The following staff will be able to assisyou with purchasing questions and issues.

Bldg/Office | Name/Position Phone Email

Bldg. 320 Ms. Dedria Lunderman 729-6031 | lundermd@nwfsc.edu
Rm 137 Purchasing Coordinator

Bldg. 320 Ms. Beth Dunn 729-5361 | dunnb@nwfsc.edu
Rm. 136 Purchasing Support Specialist

The Purchasingr@cess at NWFSC

T NWFSC departments determine their requirements for goods and services.

1 Departments communicate those requirements to the purchasing
department via the requisition system.

1 The Purchasing Department obtaingompetitive pricing, maintain vendor
contacts, and select sources of commodities and services.

1 TheVice President ofAdministrative Services/CFO or Gllege attorney
reviews all contracts

1 The Purchasing Bpartment issues purchase orders.

1 Central Receiving eceives and inspects materials.

9 Accounts Payable processes payment to the vendor.

Each grant will have an approval path for requisitions. After a requisition is entered

into Banner, it is sent forward for approvals. Typically the approvers are the

progpAl  AEOAAQOI 060 OOPAOOEOTI Oh OEA COAT OO AAAT OT (
Academic Affairs. If computer equipment is ordered, IT will also be included as an

approver. Each approver must approve the requisition before it gets to Purchasing

and is converta into a Purchase Order. The approval path for each grant will be

established when the grant budget is entered into Banner.

Sole Source
Sole source items must meet both of the following criteria:

9 Itis the only item that will produce the desired results (or fulfill the specific
need), and there are no alternates, and
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1 The item is available from only one source of supply.

Warranty requirements and compatibility to existing equipment shall be an
aceeptable justification for waiver of bidding requirements, provided the item is
only available from one source of supply.

Purchases of supplies, equipment and contractual services from a sole source are
exempt from competitive requirements in accordance wit State Board of Education
Administrative Rule 6A-14.0734(2) (e).

Sole source determination/approval shall be made only by th¥ice President of
Administrative Services/CFO.

Procurement Cards (€ard)

With prior approval, grant personnel can use afardto purchase items. Any
personnel who need PCards will complete a request that is then approved by the
following:

i Dean/Director/Chair
M Vice PresidentAdministration and Chief Financial Officer
91 President

After approvals are obtained the grant personnel wi receive a RCard.

See the following link for the PCard Manual www.nwfsc.edu/purchasing/

The RCard manual contains the following and will give you all the information you
need for using PCards:

1 Overview
1 Request for PCard Issuances
1 PCARD Limits/Restrictions
1 Roles and Responsibilities
o Cardholder
0 Supervisor/Authorized Approver
0 Purchasing Coordinator
o Financial Services
Receipt Requirements
Transaction Processing Procedures
Reconciliation Report
Outstanding Transactions
Returns, Disputed Charges and Credits
0 Returns
o Disputes
o Cedits
Special Transactions
Sales Tax
PCARD Changes
Cancellation Report

=A =4 =8 =4 A
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Expired Cards

Lost or Stolen PCARDS

Fraud, Abuse or Misuse of PCards

Definitions

Frequently AskedQuestions

Exhibits -Forms and Miscellaneous Information
o Cardholder Application

Cardholder Agreement

Certificate of Exemption

List of Unallowable Charges (Blocked MCC)

Lost Receipt Verification Form

Disputed Items Form

Credit Voucher/Shipping Document

= =4 =8 =4 -4 9

O O0O0OO0OO0Oo

Bid Pocess
ITU DOOAEAOGA OEAO EO 1 OAO Aguhnnm |
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CONCLUSION

We hope that the information provided in this Grants Guide will be of assistance to
you as you pursue federal, state, local and pate grants. Te Grants Gfice is

happy to assist you as you pursue funding. As mentioned earlier in this document,
the College has a Grants Committee. This committee consists of Grants Office staff,
Financial Services staff, and Qlege grant managers. You will find this grop helpful

as you write and implement grants. Many of the members of the committee are
seasoned grant managers and will be a valuable resource for you. Please feel free to
contact the Grants Office if you have any questions.

Compliance issues are very ifportant in the administration of any grant, but most
especially in Federal grants. The new Uniform Grant Guidance that was
implemented December 2014 brought many changes. The Grants Office has several
manuals with helpful information about managing the ew Federal Guidelines.

Please contact that office if you need further clarification on UGG requirements.

The Grants Office has also purchased @Gita Management software This software
will assist us in compliance with the new Uniform Grants Guidance geirements.
You will be asked to complete a spreadsheet of information abbyour grant so that
we can add your grant to our management software. The Grants Office will contact
you regarding completion of that information.
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