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INTRODUCTION

This HANDBOOK represents a compendium of policies and procedures emanating
from the broader Southern University System Grants and Contracts Manual and other
governing policies It has been prepared as a conveni
and faallty regarding selected policies and procedures that most affect grant administration at
SUNO. Specifically, this HANDBOOK is intended as an easy to use reference guide for
SUNO personnel that will:

Provide an overview of the relevant polgi@nd procedures that affect
administration of sponsored programs at SUNO.

Acquaint SUNO personnel with the apdons of the office of Grants and
SponsoredPrograms

Describe the processes for identifying funding opportunities, preparing and
submittingproposals, and

Provide guidance in postward administration, from receipt of award to
closeourt.

Supplementary or additional clarifying information may be obtained from the
Southern University System Employment Guidelines Manual, the S.U. System Iihgchas
Manual and S.U. System Grants and Contracts Manual. The Southern University System
manuals supercede information contained in this HANDBOOK. When in doubt about a
policy pertaining to external funding, contact the Directohef®ffice of Grants and

Sponsored Progranas the Budget Manager/Post Award Administrator.

Dr. William Belisle,Director for Grants and Sponsored Programs
Whitney BarconeyBudget ManagéPost Award Administrator
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GRANTS, SPONSORED RESEARCH AND CONTRACTS

In general, he Director for Grants and Sponsored Programss responsible for
assisting faculty, staff and administraternsh pre-awardservices; such aqreparing and
submitting proposals, developing and conducting workshops and seminars and providing
regulatory oversight. Swe specific serviceare:

1) Providinginformation regarding grant opportunities;

2) Assistingn obtaining informabn and forms related to proposal preparation and
submission;

3) Assistingn the development of budgets for grant and contract proposals;

4) Assistingwith the internal proposal routing and approval process;

5) Providingthe Principal InvestigatorProject Director with the applicable regulations,

policies and procedures pertaining to the administration of sponsored projects.

Postawardservices are provided by tBeidget Manager / Post Award
Administrator . Some specific functions performeatiude:
1) In conjunction with the Vice Chancellor fBinhance anddministration engage fiscal
and business negotiations with awarding agencies;
2) Facilitates the internal and external contract approval process;
3) Set up new awards within theiversity and Southern University System;
4) Provides contract administrative support, monitors contractual compliance;

5) Oversee the closeout process for all sponsored projects.
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LOCATING FUNDING OPPORTUNITIES

There are as many sources of information about funding opportunities as there are
funding opportunities, literally thousands from federal, state and local governments, from

foundations and individual corporations. This Handbook will not attempt to list all the

possible sources of funding opportunitiéllowing are some examples of funding

opportunities with their electronic addees:

FEDERAL SOURCES:

Catalog of Federal Domestic Assistance

http://www.cfda..cfd.gov

Federal Register

http://www.access.gpo.gov/su_docs/aces/aces140.html

Commerce Business Daily

http://cbdnet.access.gpo.gov

Department of Education

http://www.gcs.ed.gov

National Science Foundation

http://www.nsf.gov

National Institutes of Health

http://www.nih.gov

National Endowment for the Humanities

http://www.neh.fed.us

Department of Transportation

http://www.dot.gov

Housing and Urban Development

http://www.hud.gov

Dept.of Health & Human Services

http://www.0s.dhhs.gov:80/progorg/grantsnet

STATE:

Louisiana Board of Regents

http://www.regentstate.la.us/

FOUNDATIONS:

Foundation Center

http://fdncenter.org/grantmaker/index.htmi

GrantsNet

http://www.grantsnet.org

GrantSelect

http://www.grantselect.com

The Ford Foundation

http://www.fordfound.org

W. K. Kellogg Foundation

http://www.wkkf.org
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SUBMITTING A PROPOSAL

NO PROPOSAL MAY BE SUBMITTED ON BEHALF OF THE
UNIVERSITY WITHOUT PROPER NOT ICE TO THE OFFICE OF
GRANTS AND SPONSORED PROGRAMSAND THE CONSENT AND
APPROVAL OF THE CHANCELLOR .

PROPOSAL REVIEW/ROUTING FORM FOR SPONSORED PROJECTS :

The Principle Investigator/Project Director (PI/PD) is responsible for processing the
PROPOSAL REVIEW/ROUTING FORM throughthe proposal proces$he PROPOSAL
REVIEW/ ROUTING FORM providesthe necessary information to assist in the orderly

internal routingof the proposal. It is an internal document and is not submitted to the
prospective funding agency.

This form should be completed and routed for approvals according to the attached
flow chart. It should be completed in accordance with the instructmialsmust contain the
appropriate signatures and indicate any special requirements such as human and animal
subjects, matching funds and space allocatibomassure proper review, the Ofice of
Grants and Sponsored Programshould receive the completedorm along with the
proposal at least ten (1pworking days before the deadline date.

The PI/PD is required to submit the full, final draft of the proposal and the required
number of copies of the proposal and a transmittal Istt@marizing our requesi the
prospective funding agency. There is no standard format for proposals. Once the proposal
has been reviewed and approved by the appropriate SUNO officialBirélator of the Office
for Grants and Sponsored Programil$ notify the PI/PD that it$ ready to be picked up. At

thattime, the R/PD will be given one completely signedpy of the Proposal Routing Form.




FLOW CHART FOR OBTAINING APPROVAL FOR SUBMISSION OF EXTERNAL SPONSORS

PRINCIPAL INVESTIGATOR/
PROJECT

DEPARTMENT CHAIRPERSON

DEAN/DIRECTOR

VICE CHANCELLOR FOR
ACADEMIC AFFAIRS

DIRECTOR INFORMATION
TECHNOLOGY

. Certifies that information included in proposal is correct.
. Assures that project complements University's goals and

AWN PR

. Forwards to Department Chairperson

. Acknowledges and approves sponsored project.

. Assures adherence to University and regulatory
. Forwards to Dean/Director

AWNBE

. Acknowledges and approves contents of proposal.
. Concurs with substance and merit of

ArWN PR

. Forwards to Vice Chancellor Academic Affairs.

1. Attests to merit of proposal.
2. Confirms concurrence with submission of

. Certifies that he/she agrees to commitments outlined in proposal.

. Attests to academic purposes and appropriateness of proposed

. Confirms that proposal is consistent with role, scope and mission of

3. Ensures that curriculum, programmatic, personnel and other factors that may impact

University are evaluated.
4. Forwards to Director Technology Center

1. Reviews proposal to assure that any proposed technological requests are proper,

beneficial and feasible within university's infrastructure.

2. Forwards to Director Grants, Sponsored Research and Contracts

Director for Grants
and Sponsored

Budget Manager /
Post Award

> Administrator

Programs

O

1. Assures that proposal has been reviewed by appropriate
persons

2. Reviews budgets for appropriate financial requirements.
3. Assures that proposal meets requirements of potential
sponsor.

4. Transmits to Vice Chancellor for Finance & Administration

V.C. FOR FINANCE and
ADMINISTRATION

CHANCELLOR

1. Ensures that all budgets are accurate and have been developed in the best interest of
University; and that all other fiscal requirements of the proposal are appropriate and comply

with University and other regulatory guidelines.

informsPI/PD proposal readyo submit to funding agency.

Returnsproposal to the Director for Grants and Sponsored Programs who
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THE PROPOSAL BUDGET

Your Budget is an Estimate!

The budget that you present with your proposal is an estimate of your proposed
projectds cost s. Y dudges ambbe dsdpedcifia asedssiblel The p | a
degree to which you have adequately planned your budget reduces the number of changes the
may be required, and establishes a degree of credibility should a modification be required.

Generally, costs charged t@ponsored agreement mustdbewable, allocableand
reasonable.You should carefully review the Agenc
are specific instructions regarding budget preparations. (e.g., restrictions regarding indirect
cost, etc.)

Factors that should be considered when preparing your budget are:

U If salaries are included in budget, we must also provide for fringe benefits at the
applicable rate.The current rate is 27.9% for full time faculty; 31.29%for full
time staff and support personnel and 7.74% for part -time or special hires.

a Unless specifically prohibited by the funding agency, the budget must include funds
for indirect costs incurred by the University. Indirect costs may be defined as those
costs that cannot be specificaitientified to the project. (e.qg., utilities, telephones,
etc.) The current rate is 35.86 and is based on salaries and wages.

a If we include matching funds or cost sharing in the budget, we must be able to certify
and document the cost.

The budget is onef the most important components in preparing your proposal. You
may contact th&udget Manager / Post Award Administratoreceive aditional assistance
or visit the Grantsveb site to view amteractivebudget format.

—
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SAMPLE

BUDGET

SOUTHERN UNIVERSITY AT NEW ORLEANS

BUDGET SUMMARY

PROJECT TITLE:
PU/PD:
PROJECT PERIOD:
BUDGET ITEM AMOUNT IN-KIND
SALARIES $0 $0
FRINGE BENEFITS (based on salaries) @ 0.00¢ $0 30
TRAVEL 30 $0
OPERATING SERVICES $0 $0
SUPPLIES $0 $0
PROFESSIONAL SERVICES $0 $0
OTHER CHARGES $0 $0
CAPITAL OUTLAYS (EQUIPMENT) $0 $0
STUDENT AID and SCHOLARSHIPS $0 $0
SUBAGREEMENT COST $0 $0
PARTICIPANT TRAINING $0 %0
TOTAL DIRECT COST $0 $0
INDIRECT COST (based on direct cost) @ | 0% $0 $0
TOTAL BUDGET REQUEST $0 $0
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BUDGET SUMMARY DETAIL

1. Personnel Services - Proposed salaries of personnel who will be employed through the University to complete project.

Title of Position

Name Brief Description Duties and % Amount In-Kind
i Requested
Responsibilities Time queste

0%

0%

0%

0%

0%

0%

Total $0 $0

2. Travel - anticipated travel required to complete project:

Location

Purpose

Food Lodging Trans. Other Regﬂégg La In-Kind

PEI?{DI.\S

$0

$0

$0

$0

$0

$0

Total $0 $0
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BUDGET SUMMARY DETAIL

1. Personnel Services - Proposed salaries of personnel who will be employed through the University to complete project.

Title of Position Name Brief Description Dufies and % R:mloun;
Responsibilities Time queste

In-Kind

0%

0%

0%

0%

0%

0%

Total $0

2. Travel - anticipated travel required to complete project:

$0

Location Purpose Pe r’énus Food Lodging | Trans. Other Regﬂslza od

In-Kind

$0

$0

$0

$0

$0

$0

Total $0

12
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BUDGET SUMMARY DETAIL

1. Personnel Services - Proposed salaries of personnel who will be employed through the University to complete project.

Title of Position

Name Brief Description Dutiesand | % Amount In-Kind
i Requested
Responsibilities Time queste

0%

0%

0%

0%

0%

0%

Total %0 $0

2. Travel - anticipated travel required to complete project:

Location

Purpose

Food Lodging Trans. Other Regl?ﬁlzgg d In-Kind

Per?guns

$0

$0

$0

$0

$0

$0

Total $0 $0




Description

Amount Requested

In-Kind

Total

$0

$0

10. Participants Training

Description

Amount Requested

In-Kind

Participants - Scholarships/Stipends

Participants - Training

Participants - Training - Travel

Total

NARRATIVE

$0

$0
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AWARD NOTIFICATION
and ESTABLISHMENT OF
SUNO ACCOUNT
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AWARD NOTIFICATION
The awarding agency will furnish a written notification of award or acceptance of an

offer toeither the Chancellor or the Budget Manager/Post Award Administraitoe award
notificationwill set forth all terms and conditions of the grant or contract, which should
include the following:

Agency project identification number

Award period

Award amount

Principal Investigator(s)

Terms of acceptance

Other applicable information

Authorized signtures

ESTABLISHMENT OF SUNO ACCOUNT

To access the funds provided by the award/contract, an acoashbe established
within the SUNO FinancieRecords System (FRS). The Budget Manager / Post Award
Administratorwill request an account number from the Vice ChancelloFifieance and
Administration. To facilitate the process, the following documents must be provided:
E A copy of the fully executed contract with applicable terms and conditions
E A copy of all reportig and billing forms
E A copy of the final negotiated and approved budg@tymarizedy FRS objectode

classification

Upon review and approval of the documents, the V.CEiftance anddministration
will obtain a FRS account number fincdhe SUNO Comptradr. The Budget Manager / Post
Award Administratomwill notify the Project Director/Principal Investigator of the account

number assigned and that they may commence expending the awarded funds.

16




GRANT, CONTRACT
and
BUDGET MODIFICATIONS

Programmatic Changes

Budget Revisions
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PROGRAMMATIC CHANGES

Programmatic changes represent departures from approved project plans. The

following programmatic changes require prior approval of the granting agency:

¢
¢
¢

Changestpr oj ect 6s scope or objectives;
Changes in key personnel;

Changes that transfer financial assistance or substantive programmatic work to a third

party.

BUDGET CHANGES
The following budget changes require prior approval of the granting agency:
Revisions regiring additional funding;
Unless waived by the awarding agency, cumulative transfer among direct cost
categories or among separately budgeted programs exceeding 10% of current total
approved budget;
Transfer of amounts previously budgeted for student@tiée.g., tuition waivers,
stipends, etc.)
Unless waived by the awarding agency, transfer of amounts budgeted for indirect costs
to absorb increases in direct costs;
Unless waived by the awarding agency, creating new budget line items not approved
in thegrant agreement.

Transfer of funds from one object classification to another is allowable and

permissible if required to accomplish overall program objectives and if we follow all

restrictions and/or guidelines of funding agencies and appropriate appeneailsed. A

Budget Modification and Revision Form must be executed to effect transfers. The form may

be obtained from thBudget Manager / Post Award Administratorat its web site. The

Budget Manager / Post Award Administratail also assist in & preparation. The Office of

the Vice Chancellor foFinance anddministration is responsible for processing all requests

for budget revisions.
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EXPENDITURES and
PROCUREMENT POLICIES

Personnel

Travel

Purchasing

Professional, Pesonal,
Consulting and Social Services

Contracts

Subcontracts/Sukawards

Extra Compensation Policy
(Reserved)
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PERSONNEL

Persons working on sponsored projects or programs are subject to the same personnel
policies andprocedures that are in effect for employees hired through state funding sources. It
is the responsibility of the Principal InvestigaBl) / Project Director (PD) to monitor
personnel expenditures within the limits of the budgeafiproved sponsorgatojects. To
employ personnel pursuant to the approved award, the PI/PD must prepare the appropriate

documents. No one will be permitted to start work before final approval of the

Personnel Action Forms by the System Presidentinless the funding ageneyd the

Chancellor have given written authorizatiddersons employed on or through grants or other
sponsored programs, whether ftithe or paritime, are temporary employees whose
employment ends automatically once the grant expgitesane should be lalwed to continue

working beyond the termination date.

Hiring of Personnel
Before any announcements, interviews, etc., the department requesting that a vacancy
be filled must complete a APosition Vaca
identifiesthed e par t ment requesting the position,
of the position, the proposed salary and the budgetary account number assigned to the

project.

The APosition Vacancy Authorizationo for
excet students and graduate assistants. Requests to fill existing positions must only
be processed through the Chancell orés 1| e

approval of the System President.

Il After appropriate appyodathofitzhei BROST 0O
reqguestor must prepare and submit to the
Vacancy Announcemento form (not required

announcement must be done at least sixty (60) days beforectirecyas to be filled.

20
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Announcements are sent to state universities and employment agencies, posted to
SUNOGs web siHigherEjpbd.comi st ed on

Interviewing and selection will béone according to Civil Service requirements and/or
SUNO guidelines. Direction and assistance regarding the employment process may be

received from the Human Resources Department.

The applicant should sign an 0 Amentmestr i z at
complete he ASupervisor Criminal Background
Services has verified previous empl oymen
ASupervisor Criminal Background Checko t

further processing.

Once a candidate has been selected, the
Clearanceo for m. The purpose of this fo
SUNO. (Clearance includes verification by financial aid the individual is not

receiving work study payments.)

Human Resources may ask the prospective employee to provide the following
documents:

Picture ID

Social Security Card

Birth Certificate

Resident Alien Card

Visa

Passport

U.S. Department of Justice Fon-9
(Employment Eligibility Verification)

AinPersonnel OAc(tPiAoFn) FHmoursmm be completed and

21
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appovals along with a copy of th@eviouslycompletedorm, e.g.
AApproved Position &Wacancy Authori
APosi ti ow@wnndacenaentc y
fAuthorization to Releas®
ASuper vi sor yChBeacckkbgr ound
AProposed Employment Cl earance App

No one should be all owed to begin work b

and the PAF has been properly approvebh situations where it is imperative to begin

work and an award letter or contract has not been finalized, an exception may be made
provided we receive an official written notice from the funding agency requesting that
work begin. In such cases, a resfjumay be made to the Chancellor requesting
temporary funding pending receipt of a finalized award document. Temporary funding
may not exceed sixty (60) days. For more information, please rgiefto ut her n
University System, Grants, Contracts, and Spormed Projects, Policies and

Procedures, Il nterim Funding for Personne

22
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CHECKLIST FOR HIRING PERSONNEL

Use these checklists to insure all necessary steps have been taken to fill
positions.

NEW HIRE CHECKLIST

The following items must be completed when hiring a new employee

Position Vacancy Authorization O
(Must have President’s signature if it is a new position)

Position Vacancy Announcement O
(Completed by Human Resources for Civil Service Positions)

O

Authorization to Release
Supervisory Criminal/Background Check Form
Proposed Clearance Form

Proposed Employee Appointment (2 pages)

g B O&

Personnel Action Form

CONTINUATION/TEMPORARY/ACTING/PART-TIME
CHECKLIST

Position Vacancy Authorization O

Personnel Action Form g

TRANSFERRING/PROMOTING A CURRENT EMPLOYEE
(In a competitive position)

Position Vacancy Authorization
Position Vacancy Announcement

Proposed Employee Appointment

B B B @

Check Out Form

Personnel Action Form O

23



TRAVEL
SUNO employees must arrange travel through the designated travel agents for the State

of Louisiana. This includes air travel, airfare information, and automobile rental information, if

applicable. Employees are permitted to make their own arrangements for in state lodging.

The Travel Request Form should be completed and submitted to tlo@rgier unit head

for approval who should assure that the correct Financial Records System (FRS) account number

has been indicated. Detailed processing procedures for Travel Request are attached.

Travel Advances

O 0 0 0O 00

Conditions under which travel advances rbayobtained are as follows:
Athletic personnel

Student organization personnel (must be an employee)

Employees traveling with students

Admissions personnel

International travel

Persons with incomes of $15,000 or less

Reimbursements

Complete Travel Expense Accourdrm; attach supporting receipts and/or other
documentation

Prepare Departmental Invoice for travel.

Obtain approval of Department Head and forward to Office of Institutional Advancement
for further processing.
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