Grants Guidelines and Policies
Although the College is legally accountable to the sponsor as the official recipient of a grant or contract, the principal investigator or project director is responsible for the proper fiscal management and conduct of the project.  To assist the faculty member in this important responsibility, the College provides supporting administrative services.  The College is, ultimately, legally and financially responsible and accountable to the sponsor for the performance of the sponsored activity and the proper use of funds, but without the full cooperation and vigilance of the PI, the College would fail in its stewardship role.   Thus, since this is a joint effort between the PI and the College, both must be diligent in the supervision of the project for success.
Principal Investigator Responsibilities:

· Comply with all terms and conditions imposed by the sponsor.
· Ensure that project funds are managed efficiently and effectively within approved budgets.
· Initiation of all required approvals for budgetary and programmatic changes.

· Preparation and timely submission of technical reports.
· Complete and sign all employment authorization forms for all employees charged to the grant.
· All purchase orders, check requests, and requests for reimbursement must be signed by the PI.  If a signature is not possible, an email from the PI authorizing the purchases will suffice.  The email should be printed out and attached to the request.

· Proper documentation to support check request:

· Invoices or original receipts that agree to the amount of the check request.

· Detailed description of the purchase on check request (i.e. microscope to conduct           

       research, etc.)

· Any additional information such as a brochure, flyer or email is helpful to explain the 

                  nature of the expenditure.
· Proof that the goods have been received.
Allowable Expenditures

Cost standards are set in OMB (Office of Management and Budget) Circular A-21.  For a cost to be allowable and chargeable to a sponsored program, it must meet the following tests:
· Reasonable (would a prudent person incur this expense?)

· Allocable (Is expense beneficial to the project?)

· Consistent with Hamilton College costing practices (Expenses are treated the same regardless of source of funds)

	Direct Cost
	Normal Treatment

	Salaries, Wages and Benefits

· Faculty

· Postdoctoral fellow

· Undergraduate students

· Technical personnel

· Administrative and clerical staff

Business Meals and Meeting Costs

Donations and Contributions
Entertainment Costs

Equipment

Internet Costs

Local Telephone (including monthly instrument charges)

Materials (supplies)

Membership (scientific or  professional societies)

Postage

Pre-Agreement Costs

Professional Services

Publications (books, subscriptions)

Scholarships and Student Aid

Travel Costs


	Costs of personnel are allowable on research agreements to the extent supported by actual effort performed on the project and approved in the award budget.  Periodic effort certifications will be used to compute the cost charged to a sponsored agreement.

Administrative and clerical costs are generally recovered through indirect costs; therefore, they are usually unallowable as direct costs on federal agreements.  Except:

· Directive charging may be appropriate where the nature of the work performed under a particular project requires an extensive amount of administrative or clerical support that is significantly greater than the routine level of such services provided by academic department.

Only when specifically permitted by the sponsor agreement.

Not allowed.
Not allowed unless specifically approved.

Scientific:  Allowable when the equipment is necessary and will be used primarily, or exclusively, for the project(s) to which the costs will be charged.

General Purpose (e.g., desks, file cabinets, fax machines, computers): No allowed unless specifically approved in the sponsored agreement or subsequently approved by the sponsor.  In the case of computers, if a computer is essential to the performance of the work and will be used solely for such a project, costs may be allowable without further agency approval.

Costs of Internet connections from a person’s home are generally not allowed.

Generally not allowed.
Project Supplies:  Items such as chemicals, laboratory supplies, pens, pencils, folders, notebooks that can be identified as being “exclusively for the support of” a sponsored agreement are allowable.

Office Supplies:  Items commonly found in any office  such as wall clock, calendars, waste cans, letterhead, staplers, etc. that would likely be used for purposes other than the award are not allowed.

Not allowed except specifically approved.
Routine Postage Costs:  Not allowed except where a project requires specifically identifiable large mailings.

Special Mailing or Delivery Costs:  Allowable when necessary for the success or completion or a project (example:  overnight mailing to collaborators or suppliers)

Not allowed unless approved under provisions of the funding agency.

Consultant fees are allowable.  Honorariums are typically not allowed; rather, payments to consultants are for services received.

Not allowed unless approved by the funding agency or essential to the daily conduct of the project and not readily available from other sources (such as the library).

Not allowed.

Allowable if specifically benefiting the project.

Foreign Travel (using federal funds):  U.S. flag carrier rules apply.  




Source:  Atlantic Information Services, Inc. and National Council of University Research Administrators.
Cost Transfers—audit red flags

· An excessive number of cost transfers.

· Transfer made near or after the end of a project that result in additional charges to the project.  (appearance of either utilizing unexpended funds or moving deficits to another project)
· Transfers that give the appearance of moving deficits from one federal project to another.
· Transfers that provide an inadequate explanation.

· Transfers made more than 90 days after the discovery of the error.
Inventory of Equipment--$5,000 and above with a useful service life of one year or more.
· Title to equipment shall vest in the recipient.

· When acquiring replacement equipment, the recipient may use the equipment to be replaced as trade-in or sell the equipment and use the proceeds to offset the costs of the replacement equipment subject to the approval of the Federal awarding agency.

· Equipment records shall be maintained accurately and shall include:

· Description of the equipment.

· Manufacturer’s serial number, model number, Federal stock number, national stock number or other identification number.

· Source of the equipment, including the award number.

· Whether title vests in the recipient or the Federal Government.

· Acquisition date and cost.

· Location and condition of the equipment and the date of the information reported.

· Disposition date, including date of disposal and sales price.

· Physical inventory of equipment shall be taken and the results reconciled with the equipment 

records at least once every two years.  Verify existence, current utilization, and continued need for the equipment.
Source:  OMB, Circular A-110, Section C.34

When is Prior Approval Needed?
· Changing scope of project including significant rebudgeting (a single cost category changes more than 25% of the total award).

· Change in Key Personnel of award:

· Withdrawal from the project.

· An absence of more than 3 months.

· Reduction of 25% or more time than indicated in approved award.
· Need for additional funding.

· Transfer of costs between direct and indirect objects (if required by awarding agency).

· Transfer of funds for trainee costs to other categories.

· Subcontracting or contracting out work if not in original agreement.

Procurement Procedures—purchases over $25,000
· All procurement transactions shall be conducted in a manner to provide, to the maximum extent practical, open and free competition.  
· Awards shall be made to the bidder or offeror whose bid or offer is responsive to the solicitation and is most advantageous to the recipient, price, quality and other factors considered.  Solicitations shall clearly set forth all requirements that the bidder or offeror shall fulfill in order for the bid or offer to be evaluated by the recipient.  
· Preference is given to small, disadvantaged, minority or women-owned businesses.

· All recipients shall establish written procurement procedures.  These procedures shall provide for, at a minimum, that the following apply:

· Recipients avoid purchasing unnecessary items.

· Where appropriate, an analysis is made of lease and purchase alternatives to determine which would be the most economical and practical procurement for the Federal Government
· Solicitations for goods and services provide for all of the following:

· A clear and accurate description of the technical requirements for the material, product or service to be procured.

· Requirements which the bidder/offeror must fulfill.

· A description of technical requirements in terms of functions to be performed or performance required.
· Specific features of “brand name or equal” descriptions that bidders are required to meet.

· The acceptance, to the extent practicable and economically feasible, of products and services dimensioned in the metric system of measurement.

· Preference for products and services that conserve natural resources and protect the environment and are energy efficient.
Source:  OMB Circular A-110, section C.43 and C.44
REQUIRED:
	
	To $10,000
	Between $10,001
and $25,000
	$25,000

	Formal bid process required?
	No
	Yes
	Yes

	Acceptable forms of bids
	n/a
	Verbal, published catalogues, written
	Written only

	Minimum number of bids required
	n/a
	2
	3

	Submit bid documentation to the DOF Office?
	No
	Yes
	Yes

	Complete a Vendor Selection Form?
	Not required
	Yes
	Yes

	Analyze lease vs. buy options
	Not required
	Not required
	Yes


For purchases to $10,000:
Formal documentation of vendor selection is not required.  Buyers are expected to conduct an informal cost/price analysis and select the vendor offering the best mix of quality, service and price for the specified need.  Reasonable efforts shall be made to ensure fair and competitive pricing.

For purchases from $10,001 to $24,999:
A minimum of three (2) bids, written or verbal, are required.  Each vendor must be provided with the same precise and accurate description of the specifications and technical requirements for the item or service.  Web price lists and catalogue listings can be considered verbal bids.

Buyers must complete a Vendor Selection Form.  A copy of the completed form must be attached to the selected vendor’s purchase order request and submitted to the Dean of Faculty Office.

For purchases $25,000 and over:

A minimum of three (3) written bids are required.  Each vendor must be provided with the same precise and accurate description of the specifications and technical requirements for the item or service.  Written bids may be received by mail, fax or email and should be signed/e-mailed by an authorized representative of the vendor.

Buyers must complete a Vendor Selection Form.  A copy of the completed form and all written bids must be attached to the selected vendor’s purchase order request and submitted to the Dean of Faculty Office.

When lease options are available, an analysis of the lease versus buy option must be performed to determine which alternative would be the most economical and practical form of procurement.  

Non-Competitive Vendor Selection
Occasionally, a buyer is unable or chooses not to competitively bid the requirements.  These situations are characterized as sole or single source transactions.

     Sole Source:  No other vendor capable of fully meeting the requirements exists.

     Single Source:  Alternative vendors exist in the competitive market, but the buyer chooses to 
      solicit a bid from only one particular vendor because of technical requirements (precision, reliability) 
      or past performance by other vendors (poor service, availability of parts).
Time and Effort Reporting
1.  What is effort and effort reporting?

               Effort is the proportion of personnel time spent on any institutional activity expressed as a percentage of the total institutional activities of the employee.  Effort reporting is a process required by the federal government to verify that salary and wages charged to sponsored projects are reasonable and reflect actual work performed.  Effort report provides a means of verifying that:
                       Effort compensated by a sponsored project has been performed as promised (direct      

                       charge).

               Effort reports must account for all effort for which the College compensates an individual.  This includes all effort expended on sponsored projects, administration, instruction and nonsponsored scholarly activity as prescribed in OMB Circular A-21.  It is important to consider that effort is not calculated on a 40-hour workweek or other college approved standard workweek.  Thus, even when the number of hours of effort the employee expends during the period reported substantially exceeds the “normal” time, the total effort expended by the employee must account for all the work performed by the employee and cannot exceed 100%.

2.  Why is effort reporting important?
               Certified effort reports provide auditable documentation to confirm that Hamilton College personnel did, in fact, commit the level of effort outlined in the proposal.  Both direct and indirect costs may be disallowed and penalties imposed if the Federal government finds such documentation to be inadequate.  In addition, criminal charges may be brought against an individual who falsely certifies his or her effort.

3.  Who is subject to effort certification requirements?
               Any individual, who works any portion of his or her time on sponsored projects or activities, is required to certify effort using the Time and Effort Reporting Form.  T & E Reports must be completed at the end of each semester and summer.

               Staff and students do no need to complete T & E Reports since time sheets document time and require supervisor signature and approval.

4.  Who should certify effort reports?

               Federal effort reporting guidelines require that either the individual or someone having firsthand knowledge of the activities performed by the employee must certify effort reports.  OMB Circular A-21 provides that the person signing the effort report must have “suitable means of verification that the work was performed.”  In most cases, this will be the employee performing the work.  In the employee’s absence, the Principal Investigator for a specific project or a supervisor designated by the PI may also certify the effort of the employees working on the PI’s project.  The PI must be able to verify that persons paid on their sponsored projects actually performed the work and must be in a position to provide verification of the effort certified.

5.  What should I do with my certified effort report?
               Completed T&E Reports are filed in the Dean of Faculty Office and the Business Office.

Retention of Research Data
Records including financial documentation, statistical records, research data including lab books, and scientific papers must be maintained after the award is closed by the government.  In general most records are required to be maintained for three years.  
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              Vendor Selection Form

Required for Federal Grant-Funded Purchases Over $10,000
Description of Product and/or Service: _______________________________________________

Record competitive bids and indicate selected vendor:
      Vendor Name                                                

     Total Price*
     Selected 
1)   
[image: image1]                                                          
2)   
[image: image2]                                                                                                                                                                          3)                                                                                                                                         
       *  For purchases over $25,000, submit all written bids (letter, fax, or email) with form.
If lowest bid not selected, indicate justification:   

· Only acceptable proposal (e.g. meeting required delivery date, compliance with specifications, etc.).
· Technically superior offer.

· Professional stature and reputation

· Availability and competence of experience personnel.

· Compatibility with College facilities and equipment.

· Present and/or past experience with similar work.

· Understanding of scope of work.

· Fair and reasonable price.

· Superior delivery schedule.

· Proximity of vendor.
If Sole Source:
· Only known source for acceptable product or services.  No other type of supplies or services will suffice or are compatible with College needs.  No other source can provide supplies or services within the requested deadline. 

· Unique prior experience, expertise, professional stature, or key personnel.

· Unique capabilities.

· Produce or services can be most reasonably and quickly provided.

· Sponsor of the original grant or contract requests a specific vendor.

· Other:___________________________________________________________________

Name of Principal Investigator:_______________________________________________________

Signature:___________________________________________Date:_________________________

Attach competed form and any bids obtained to the selected vendor’s purchase order request and forward to:

Carol Young, DOF Office
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