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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 convenience for SUNOôs staff, administrators 

and faculty 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 policies and procedures that affect 

administration of sponsored programs at SUNO. 

 

Acquaint SUNO personnel with the operations of the office of Grants and 

Sponsored Programs . 

 

Describe the processes for identifying funding opportunities, preparing and 

submitting proposals, and 

 

Provide guidance in post-award administration, from receipt of award to 

closeout. 

 

Supplementary or additional clarifying information may be obtained from the 

Southern University System Employment Guidelines Manual, the S.U. System Purchasing 

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 Director of the Office of Grants and 

Sponsored Programs or the Budget Manager/Post Award Administrator.   

 

                  

Dr. William Belisle, Director for Grants and Sponsored Programs  

Whitney Barconey, Budget Manager/Post Award Administrator 
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GRANTS, SPONSORED RESEARCH AND CONTRACTS  

 

 

In general, the Director for Grants and Sponsored Programs is responsible for 

assisting faculty, staff and administrators with pre-award services; such as, preparing and 

submitting proposals, developing and conducting workshops and seminars and providing 

regulatory oversight.  Some specific services are: 

1)  Providing information regarding grant opportunities; 

2)  Assisting in obtaining information and forms related to proposal preparation and   

submission; 

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

4)  Assisting with the internal proposal routing and approval process; 

5)  Providing the Principal Investigator / Project Director with the applicable regulations, 

policies and procedures pertaining to the administration of sponsored projects. 

 

 Post-award services are provided by the Budget Manager / Post Award 

Administrator .  Some specific functions performed include:  

1)  In conjunction with the Vice Chancellor for Finance and Administration, engages in fiscal 

and business negotiations with awarding agencies; 

2)  Facilitates the internal and external contract approval process; 

3)  Set up new awards within the university and Southern University System; 

4)  Provides contract administrative support, monitors contractual compliance; 

5)  Oversee the closeout process for all sponsored projects. 

 

 

 

 

 

 

 



 

 5 

 

 

 

 

 

 

 

 

 

 

 

 

Locating Funding Opportunities 

 

Submitting a Proposal 

 

The Proposal Budget 

 

Research Protection Policies (Reserved) 
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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 the federal, state and local governments, from 

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

possible sources of funding opportunities.  Following are some examples of funding 

opportunities with their electronic addresses:     

 
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.os.dhhs.gov:80/progorg/grantsnet 

 
STATE: 

 
 

 
Louisiana Board of Regents 

 
http://www.regents.state.la.us/ 

 
FOUNDATIONS: 

 
 

 
Foundation Center 

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

 
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 

 

http://www.cfda..cfd.gov/
http://www.access.gpo.gov/su_docs/aces/aces140.html
http://cbdnet.access.gpo.gov/
http://www.nih.gov/
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 PROGRAMS AND 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  through the proposal process. The PROPOSAL 

REVIEW/ ROUTING FORM  provides the necessary information to assist in the orderly 

internal routing of 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 instructions and must contain the 

appropriate signatures and indicate any special requirements such as human and animal 

subjects, matching funds and space allocation.  To assure proper review, the Office of 

Grants and Sponsored Programs should receive the completed form along with the 

proposal at least ten (10) working 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 letter summarizing our request to the 

prospective funding agency.  There is no standard format for proposals.  Once the proposal 

has been reviewed and approved by the appropriate SUNO officials, the Director of the Office 

for Grants and Sponsored Programs will notify the PI/PD that it is ready to be picked up.  At 

that time, the PI/PD will be given one completely signed copy of the Proposal Routing Form. 
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PRINCIPAL INVESTIGATOR/  
PROJECT 

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

3.  Certifies that he/she agrees to commitments outlined in proposal. 
4.  Forwards to Department Chairperson 

DEPARTMENT CHAIRPERSON 
1.  Acknowledges and approves sponsored project. 
2.  Attests to academic purposes and appropriateness of proposed 

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

DEAN/DIRECTOR 
1.  Acknowledges and approves contents of proposal. 
2.  Concurs with substance and merit of 

3.  Confirms that proposal is consistent with role, scope and mission of 
4.  Forwards to Vice Chancellor Academic Affairs. 

VICE CHANCELLOR FOR  
ACADEMIC AFFAIRS 

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

3.  Ensures that curriculum, programmatic, personnel and other factors that may impact  
University are evaluated. 
4.  Forwards to Director Technology Center 

DIRECTOR INFORMATION  
TECHNOLOGY 

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 

. 

 
 
. 

V.C.  FOR FINANCE and  
ADMINISTRATION 

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. 

 
 

  SPONSORED   
 

CHANCELLOR 

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 

Director for Grants 

and Sponsored 

Programs 

Budget Manager / 

Post Award 

Administrator 

Returns proposal to the Director for Grants and Sponsored Programs  who 

informs PI/PD proposal ready to submit to funding agency. 

 
FLOW CHART FOR OBTAINING APPROVAL FOR SUBMISSION OF EXTERNAL SPONSORS  
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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 

projectôs costs.  You should carefully plan your budget and be as specific as possible.  The 

degree to which you have adequately planned your budget reduces the number of changes that 

may be required, and establishes a degree of credibility should a modification be required. 

Generally, costs charged to a sponsored agreement must be allowable, allocable and 

reasonable.  You should carefully review the Agencyôs RFP guidelines to determine if there 

are specific instructions regarding budget preparations.  (e.g., restrictions regarding indirect 

cost, etc.) 

Factors that should be considered when preparing your budget are: 

ü If salaries are included in budget, we must also provide for fringe benefits at the 

applicable rate.  The current rate is 27.99% for full time faculty; 31.29% for full 

time staff and support personnel; and 7.74% for part -time or special hires. 

ü 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 specifically identified to the project.  (e.g., utilities, telephones, 

etc.)  The current rate is 35.5% and is based on salaries and wages. 

ü If we include matching funds or cost sharing in the budget, we must be able to certify 

and document the cost. 

The budget is one of the most important components in preparing your proposal.  You 

may contact the Budget Manager / Post Award Administrator to receive additional assistance 

or visit the Grants web site to view an interactive budget format.  
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SAMPLE     BUDGET 
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AWARD NOTIFICATION  

The awarding agency will furnish a written notification of award or acceptance of an 

offer to either the Chancellor or the Budget Manager/Post Award Administrator.  The award 

notification will 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 signatures 

 

ESTABLISHMENT OF SUNO ACCOUNT  

To access the funds provided by the award/contract, an account must be established 

within the SUNO Financial Records System (FRS).  The Budget Manager / Post Award 

Administrator will request an account number from the Vice Chancellor for Finance and 

Administration.  To facilitate the process, the following documents must be provided: 

Ë A copy of the fully executed contract with applicable terms and conditions 

Ë A copy of all reporting and billing forms 

Ë A copy of the final negotiated and approved budget, summarized by FRS object code 

classification 

Upon review and approval of the documents, the V.C. for Finance and Administration 

will obtain a FRS account number from the SUNO Comptroller.  The Budget Manager / Post 

Award Administrator will notify the Project Director/Principal Investigator of the account 

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

Ç Changes to projectôs scope or objectives; 

Ç Changes in key personnel; 

Ç 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: 

Ç Revisions requiring additional funding; 

Ç Unless waived by the awarding agency, cumulative transfer among direct cost 

categories or among separately budgeted programs exceeding 10% of current total 

approved budget; 

Ç Transfer of amounts previously budgeted for student support (e.g., tuition waivers, 

stipends, etc.) 

Ç Unless waived by the awarding agency, transfer of amounts budgeted for indirect costs 

to absorb increases in direct costs; 

Ç Unless waived by the awarding agency, creating new budget line items not approved 

in the grant 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 approvals received.  A 

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

be obtained from the Budget Manager / Post Award Administrator or at its web site.  The 

Budget Manager / Post Award Administrator will also assist in its preparation.  The Office of 

the Vice Chancellor for Finance and Administration is responsible for processing all requests 

for budget revisions. 
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Professional, Personal, 

Consulting and Social Services 

Contracts 

 

Subcontracts/Sub-awards 
 

Extra Compensation Policy  
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PERSONNEL 
 

Persons working on sponsored projects or programs are subject to the same personnel 

policies and procedures that are in effect for employees hired through state funding sources. It 

is the responsibility of the Principal Investigator (PI) / Project Director (PD) to monitor 

personnel expenditures within the limits of the budget for approved sponsored projects.  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 President, unless the funding agency and the 

Chancellor have given written authorization.  Persons employed on or through grants or other 

sponsored programs, whether full-time or part-time, are temporary employees whose 

employment ends automatically once the grant expires. No one should be allowed to continue 

working beyond the termination date.   

 

Hiring of Personnel 

I Before any announcements, interviews, etc., the department requesting that a vacancy 

be filled must complete a ñPosition Vacancy Authorizationò form.  This form 

identifies the department requesting the position, the positionôs title, a brief description 

of the position, the proposed salary and the budgetary account number assigned to the 

project. 

 

The ñPosition Vacancy Authorizationò form must be completed for all positions 

except students and graduate assistants.  Requests to fill existing positions must only 

be processed through the Chancellorôs level.  Requests for new positions require the 

approval of the System President. 

 

II  After appropriate approval of the ñPosition Vacancy Authorizationò form, the 

requestor must prepare and submit to the Human Resources Department a ñPosition 

Vacancy Announcementò form (not required for interim or part time employees).  This 

announcement must be done at least sixty (60) days before the vacancy is to be filled.  
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Announcements are sent to state universities and employment agencies, posted to 

SUNOôs web site and listed on HigherEdjobs.com. 

 

III  Interviewing and selection will be done 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 ñAuthorization to Releaseò form and the department must 

complete the ñSupervisor Criminal Background Checkò form.  After Human Resources 

Services has verified previous employment, the ñAuthorization to Releaseò and 

ñSupervisor Criminal Background Checkò they send these forms to campus security for 

further processing.  

 

Once a candidate has been selected, the requestor must prepare a ñProposed Employment 

Clearanceò form.  The purpose of this form is to ñclearò the individual for employment at 

SUNO.  (Clearance includes verification by financial aid that 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 Form I-9 

(Employment Eligibility Verification) 

 

IV  A ñPersonnel Action Formò (PAF) must be completed and processed for the required 
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approvals along with a copy of the previously completed form, e.g. 

ñApproved Position Vacancy Authorizationò  

ñPosition Vacancy Announcementò  

ñAuthorization to Releaseò  

ñSupervisory Background Checkò  

ñProposed Employment Clearance Appointmentò    

 No one should be allowed to begin work before the óeffective dateô shown on the PAF, 

and the PAF has been properly approved.  In 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 request may 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 refer to ñSouthern 

University System, Grants, Contracts, and Sponsored Projects, Policies and 

Procedures, Interim Funding for Personnel.ò 
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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 the appropriate 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 

Conditions under which travel advances may be obtained are as follows: 

Ç Athletic personnel 

Ç Student organization personnel (must be an employee) 

Ç Employees traveling with students 

Ç Admissions personnel 

Ç International travel 

Ç Persons with incomes of $15,000 or less 

 

Reimbursements 

Complete Travel Expense Account Form; 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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