University of North Alabama

Guidelines for the Acceptance and Use of Externally Funded Grants and Contracts

Role of the Office of Academic Services

The University of North Alabama through the Office Academic Services supports the acquisition of external support in the form of grants and contracts to help University faculty and staff fully participate in research and creative activities.  See Appendix A/Resources.  Among other things, this office provides assistance to faculty and staff with associated grant and contract pre-award activities such as locating funding sources, reviewing proposals, legal review processing, obtaining appropriate endorsements, and other related efforts.  See Appendix B/Forms.  The Office of Academic Services also oversees the post-award administration of grants and contracts as well as maintaining and administering such institutional polices as the Intellectual Property Policy, the Institutional Review for the Human Subject Policy (Appendix C), and the Animal Use Policy (Appendix D).  These policies are required by federal and state agencies and provide the ethical framework within which externally funded research and the results of such activities are managed at the University of North Alabama.  In addition, this office provides guidance on meeting sponsor requirements for fiscal compliance, record keeping, reporting and evaluation.


The Office of Academic Services maintains a list of all current grants and pending proposals.  This information is included in the President’s Annual Report to the Board of Trustees for the University of North Alabama at its annual meeting in June and becomes a part of the permanent record for the University.  To maintain an accurate description of the funds which the University of North Alabama is receiving from outside sponsors and associated commitments which are made by the University, it is absolutely necessary that all grant and contract proposals for externally funded research and demonstration projects be processed through the Office of Academic Services.

Relationship with the University of North Alabama’s Foundation


All efforts to seek external funding through private foundations and corporations are coordinated with the UNA Foundation staff and must be approved by either the Vice President for Advancement and Administration or the Executive Director of the UNA Foundation upon consultation with the Vice President for Academic Affairs and Provost or the Assistant Vice President for Academic Services.  This approval process is required to optimize benefits to the faculty, the University, and the Foundation.

Faculty/Staff Research/Consulting Activities Policy – Faculty Handbook Appendix 4.A
A.
Definitions

1.
Research shall mean an activity which consists of designing a series of related investigations, conducting these investigations by the collection of data or information, and analyzing and reporting the results.  The design of the investigation consists of recognizing and defining a problem, ascertaining the validity of the technique, and determining that the data to be collected are related to the solution of the problem.  The purpose of research is to provide information for improving techniques, increasing understanding and knowledge, and evaluating the results of preliminary studies.

2.
Consulting shall mean any use of professional expertise in activity external to the University, exclusive of research, in which a faculty or staff member engages for remuneration.

B.
Assignment Policies

1.
If a faculty or staff member engages in externally funded research or consulting activities on his or her own time in addition to performing all university-assigned duties, and if no university support or facilities are required by or given to such research or consulting activities, the faculty or staff member is obligated to report such research or consulting activities to his or her immediate supervisor or department chair only if possible conflict of interest exists.

2.
If a faculty or staff member proposes to engage in externally funded research or consulting activities in addition to performing all university-assigned duties, and if university support or facilities are required for such research or consulting activities, the faculty or staff member shall report such proposed research or consulting to his or her immediate supervisor or department chair.  If the approval is given by the supervisor or department chair, the faculty or staff member and the supervisor or department chair shall complete a proposed statement of agreement (including a budget for proposed university support and facilities) to be approved by the President to ensure that the University is reimbursed for the direct and indirect costs.  The proposed statement of agreement shall be presented to the Assistant Vice President for Academic Services for further processing.

3.
If a faculty or staff member is performing all university-assigned duties and participates in research or consulting activities as part of a contract into which the University has entered with an external agency and no released time is involved, the faculty or staff member and his or her supervisor or department chair shall complete the necessary forms (if not otherwise included in the proposal) as to the compensation and total workload commitment for the faculty or staff member for participation in such contract activity in accordance with the following.  The compensation to be paid and workload commitment must be approved by the President.  Compensation paid for the time spent on contract research or sponsored activities (e.g., consulting, instructional) for which the University serves as the fiscal agent will be reimbursed to the University out of the contract funds, and the faculty or staff member will normally be paid no more than the amount of his/her established salary during the academic year, unless otherwise agreed to by the funding agency.  (All federally sponsored activities will conform to the provisions of OMB Circular A-21.  See items “a”, “b”, “c”, and “d” for limitations and record keeping requirements.)  In those cases where no released time is provided for research or consulting work, and such work is more appropriately done on an overload basis, extra compensation may be authorized by the faculty or staff member’s department chair, college dean where applicable, the appropriate vice president, and the President, subject to the following conditions (in addition, all federally sponsored activities will conform to the provisions of OMB Circular A-21).

a.
The compensation must come from grant or contract funds, and the contract budget must include a line item specifying the salary to be paid.

b.
For faculty or staff on 12-month contracts and during the contract term for faculty or staff on nine-month contracts, the total annual time authorized for compensation shall not exceed 20% of the faulty or staff member’s annual time computed on a 12-month basis.  Compensation will be at the normal salary rate unless otherwise agreed to (and provided for) by the funding agency.

c.
If not on contract during the summer, a faculty or staff member may normally earn up to 33% of his/her academic year salary for three complete months of such work unless otherwise agreed to by the funding agency provided such agreement does not violate any rules, regulations of the University, or statutes imposed on the University.  This amount may be prorated to a lower amount if the number of complete months of such work is lower (e.g., 22% for two complete months of such work).

d.
Faculty/staff are responsible for such program and managerial record keeping as is required by the contract sponsor and necessary audit purposes with such records approved by the department chair or administrative cost center head.  It is the responsibility of the Fiscal Affairs and Academic Services Office personnel to ensure that appropriate accounting and fiscal procedures established are acceptable to the contract sponsor.

4.

a.
If a faculty or staff member is granted release time from performing regular university-assigned duties and agrees to participate in research or consulting activities as part of a contract into which the University has entered with an external agency, it shall be understood that there shall be no additional compensation given to the faculty or staff member above and beyond the normal salary for participation in such activities unless conditions under section 3 are met and approved by the appropriate university officials.

b.
If a faculty or staff member is granted released time, time spent on the contracted research or sponsored activity equivalent to the time released from normal university duties will be reimbursed to the University out of the grant, contract, or consulting funds for which activity the released time was granted.  The amount to be reimbursed to the University will be no more than the salary for replacement or temporary faculty on an overload basis.

c.
If the research or consulting activities last longer than the period of such release time or require additional work for completion of the project, it shall be understood that the faculty or staff member, upon approval of the project officer, may continue participation in such activities under section 3 until the completion of the project.

C.
Operational Policies

1.
Research and consulting activities shall conform and support the institution’s purpose, role, and goals as a comprehensive regional university.

2.
Research and consulting activities shall be in balance with faculty responsibilities.

3.
Research and consulting services, which require university support or supervision, shall be administered through the Office of Academic Services with the approval and consent of the dean-level supervisor.

4.
Research and consulting services shall be conducted without undue interference from the University and other external agencies.

5.
Research and consulting activities shall be viewed only as a part of the total responsibility of faculty.

6.
Research and consulting activities shall be an integral part of the university’s responsibility as a comprehensive regional university.  The University will maintain constant efforts to obtain external funding for research.

D.
Adjudication of Disputes

1.
Should questions or disputes from faculty concerning the interpretation or the implementation of these policies arise, such questions shall be referred to the Vice President for Academic Affairs and Provost for a decision in accordance with all applicable university policies and state and federal laws and regulations.  The Vice President for Academic Affairs and Provost will consult with the Vice President for Fiscal Affairs to ensure consistent application of policies.

2.
Should questions or disputes from staff concerning interpretation or implementation of these polices arise, such questions shall be referred to the Vice President for Fiscal Affairs for a decision in accordance with all applicable university policies and the state and federal laws and regulations.  The Vice President for Fiscal Affairs will consult with the Vice President for Academic Affairs and Provost to ensure consistent application of policies.

Principal Investigator Guide


When the University of North Alabama submits proposals to external sponsors and accepts awards for sponsored projects, the University assumes significant financial and legal obligations.  Sponsors fund projects based on the professional expertise of the principal investigators submitting proposals; however, the formal award is made in the name of the University of North Alabama.  Under the general oversight and authority of the University of North Alabama, the principal investigator of a sponsored project is the individual who bears primary responsibility for technical compliance, completion of programmatic work, fiscal stewardship of sponsor funds, and compliance with administrative requirements of the project.  Thus the University must ensure that individuals serving in the capacity of principal investigator have the technical competence and administrative capabilities to carry out a sponsored project.  The following guidelines outline who may serve as principal investigator on an externally sponsored project at the University of North Alabama.


Any individual who holds one of the following positions may be identified as a principal investigator for sponsored activities:

· Tenure track faculty (full, associate, and assistant professors)

· Director of a formal University department or center

· Librarians holding faculty status equivalent to or greater than Assistant Professor


Any individual who holds one of the following positions may be identified as a principal investigator for sponsored activities IF one of the individuals listed above is also named as a co-principal investigator on the project:

· Instructors

· Adjunct/Affiliate faculty

· Emeritus faculty


On a case-by-case basis, the department head and dean of the performing unit can recommend an individual who holds one of the following positions as a principal investigator.  Approval of the Vice President for Academic Affairs and Provost is required.

Please note that matters of National Security, Export Control or Immigration status may affect approval of such requests.

· Visiting faculty

· Visiting scholars


In some cases, a sponsoring agency may have restrictions for who may serve as a principal investigator on a particular project or program that are more stringent than University of North Alabama policy.  In these cases, the sponsor’s requirements will take precedence over institutional policy for that particular project.  In the case where a sponsor may require, allow, or expect an individual to serve as a principal investigator who, under normal University of North Alabama policy would otherwise not be eligible, the individual will have a tenure tract faculty member serve as co-principal investigator for internal purposes and assume responsibility for compliance with sponsor and institutional requirements.  Fellowships or other training awards are examples where sponsor and institutional requirements may conflict.


Of the department head and dean are confident in the abilities of an individual (who would otherwise be ineligible) to serve as a principal investigator, the department head or dean may request, in writing to the Vice President for Academic Affairs and Provost, a deviation from policy.  Such request will also contain a statement by the department head and dean that he or she will assume full responsibility for the actions of that individual in their capacity as principal investigator.


Individuals allowed to serve as principal investigators on sponsored activities are expected to comply with the University of North Alabama statement on Faculty/Staff Research and Consulting Activities Policy.  Responsibilities of individuals engaged in sponsored activities.  Nothing in this statement is intended to conflict with anything in the other.  Questions of possible conflicting statements will be addressed to the Vice President of Academic Affairs and Provost for clarification.

Proposal Procedures – (principal investigator’s responsibilities and steps to follow in the proposal development/See Appendix E)


After development of the pre-proposal or full proposal, whichever is required by the funding agency, a proposal transmittal sheet (Appendix B.1) should be completed and started through the sign-off procedures.  It is a courtesy to allow a minimum of five (5) working days for the total sign-off/approval process.  In the event of a very short deadline, informing the Department of Chair, Dean, and Assistant Vice President for Academic Services will help in moving the proposal through the sign-off/approval process.  The sign-off/approval process starts with Department Chair, then the Dean of the College must review and approve the proposal (based on the activity and the requirements of the funding agency others at the institution may be asked to review and sign-off as well (example: matching cash funds must be approved by someone who has the money, if specific equipment such as computers, etc., the Dean of Technology must review and sign-off).  The Vice President for Academic Affairs and Provost is next to review and approves the proposal, and then it is forwarded to the Office of Academic Services for proposal signatures (University Counsel must review the proposal and then the President or Vice President of Fiscal Affairs signs the official document).  It is the responsibility of the principal investigator to know the deadlines for submission of the proposal and to allow adequate time for the institutional review process, copying, and mailing.

Research Using Animals


If the proposal activity involves use of animals, it must be reviewed and approved by the University’s Institutional Animal Care and Use Committee.  The University of North Alabama must comply with all applicable provisions of the Animal Welfare Act and other federal statutes and regulations relating to the care and use of laboratory animals (PHS Policy on Human Care and Use of Laboratory Animals (10/00), 1996 Guide for the Care and Use of Laboratory Animals, Report the AVMA Panel on Euthanasia, 1993, and Public Law 98-158, Section 495, “Animals is Research”.)

Research Using Human Subjects


If the proposal activity involves human subjects, it must be reviewed and approved by the University’s Human Subjects Committee (also known as the Institutional Review Board or IRB).  The Human Subjects Committee is required by the Code of Federal Regulations, 45 CFR 46.


Faculty or staff members contemplating sponsored research, or projects, involving human subjects should complete the Human Subjects Application Form (Appendix C.3) and submit to the Chairperson of the Human Subjects Committee as soon as possible.  This application should be submitted early enough to provide time for the Committee to examine the research protocol(s) and to make recommendations regarding methodology or project structure.  Strict compliance with the Code of Federal Regulations 45 CFR 46, which governs the protections of human subjects, is an absolute necessity for any research project conducted at the University of North Alabama.  Compliance with 45 CFR 46 and the requirements of the IRB is the responsibility of the Project Director.  The University’s Human Subjects Policy and application review forms may be accessed online via the Office of Academic Services Web page.

Fiscal Responsibilities of Principal Investigator – (budget, direct and indirect costs [cost sharing and matching funds], salaries and fringe benefits, supplies, equipment, facilities, workload, and proposal negotiations)


The budget of a grant proposal is second in importance only to the description of the principal ideas of the project.  While budget preparation requires special consideration to comply with the various policies of the University and the funding agency, the budget statement is a straightforward discussion of the plan for spending grant funds.  If the funding agency provides a specific budget form, it must be used.  In most cases, special forms will be included by the agency as part of the application package.  It is always useful to prepare a detailed budget breakdown for your proposal even though the special budget page is all that is required for your application to the agency.  This breakdown or line item budget is also invaluable in determining the actual extent of any University commitment (matching or cost sharing on cash or in-kind basis) included in the proposal.  See Appendix B/Forms for cost sharing, whether cash or in-kind.  Also review how the funding agency requires in-kind documentation.


If there are pre-award budget negotiations, the project director/principal investigator must keep all applicable parties informed.  Normally, budget negotiations require simple verification of salary, fringe benefits, indirect costs, reductions/changes in some line items, or clarification of the University’s cost sharing or matching fund commitments.


Whenever a budget change occurs in the pre-award negotiations, the project director/principal investigator must prepare a new budget reflecting all changes and reroute the revised budget for local review.  Once approved by the University, the revised budget will be submitted, in writing, to the funding agency.  No University account will be set up without full and formal notification of the award.

Post-Award Procedures


Post-award administration is the term used for all grant management activities after an award is received.  This includes the initial authority to spend the grant money through the fiscal closeout and final reports at the end of the grant period.  The post-award includes such activities as establishing an account, expending funds, and management and documentation of expenditures.  The project director/principal investigator must be aware of the specific regulations for all federal and non-federal agencies and their various program requirements.  Guidelines for OMB (office of Management and Budget) Circular A-21 and EDGAR (Education Department General Administrative Regulations) can be found via web links on the Office of Academic Services Web Page.  The project director/principal investigator is responsible for strict adherence to the regulations governing any externally funded programs.  For this reason, it is imperative that every project director/principal investigator make an effort to gain as complete knowledge of federal and University regulations concerning expenditures of grant money as possible.  Any questions should be routed through the Office of Academic Services.  Throughout the entire implementation of the project, the project director/principal investigator must take care to document all activities to ensure proper reporting of all activities and expenditures as required by the sponsor.

Direct Costs, Indirect Costs, and Cost Sharing


Budgets are composed of two primary categories: direct costs and indirect costs (facilities and administrative).  Direct costs include all items that can be categorically identified and charged directly to the specific project.  Guidelines of sponsors will list allowed direct costs and types of indirect costs that can be included in the budget.  The indirect cost rate for the institution is 15% but in some cases is set by the agency.  When a grant is completed, a report must be filed with a request for distribution of the indirect costs.  The Business Office will verify that all monies have been received and all expenditures have been cleared.  If a grant is overspent, then the repayment comes first from the indirect costs share.  After all other financial obligations are finalized, 1/3 of the indirect cost share goes to the respective vice president for distribution to the appropriate department (see Appendix B.4).  Principal investigators with multi-year, rolling grants with indirect costs can request some interim (yearly) recovery of indirect costs.  In a year where the indirect costs are distributed, the funds are to be spent before the end of the fiscal year.

Federal research grants generally serve the objective of both the institution and the federal government.  Therefore, cost sharing is frequently required in many sponsored programs and may be accomplished through: a) limitation of the proportion of indirect cost payable by the sponsoring agency; b) continued payment by the University of part or all of the salary of the faculty members or professional personnel participating in the sponsored program; c) payment by the institution of a portion of selected direct costs, such as equipment.  Many agencies require matching funds as a form of cost sharing.  To the greatest extent possible, the requirement for matching funds will be met by a statement of in-kind services.  The amount of the University’s cost share is subject to federal audit and records of such cost sharing will be maintained by the Business Office with information flowing from the project director or principal investigator.  See Appendix B for indirect cost approval form.

Appendices

A. Resources

1. Office of Academic Services Web Page

B. Forms (Available on Our Web Page)

1. Transmittal Sheet for Contract/Grant Proposal and Instructions

2. Consultant Agreement

3. Private Contractor Services Agreement

4. Indirect Cost Distribution Request

5. Contract for Support Services Stipend

C. Human Subjects Research

1.
IRB Policy and Procedures

2.
Forms

a.
Human Subjects Application Form

b.
Human Subjects Committee Decision Form

D.
Research Using Animal

1.
Policy and Procedures

2.
Forms

a.
Institutional Endorsement and PHS Approval Form

b.
Animal Care and Use Facilities Inspection Form

E.
Institutional Data for Grants
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