DAHS Policies and Procedures for 
Contracts and Grants
(  These policies apply to all contracts and grants on which a DAHS faculty member may be involved, as PI or as an Investigator/ Participant

Revised   3-20-08

I. Submitting Your Proposal

AT LEAST  6 weeks prior to your planned submission:

· (Talk with Your Division Director 

Before you do anything else, talk with your Division Director and discuss:

· Your proposed role on the project: Will you be the Principal Investigator? A co-investigator? Other?

· What percentage of your time and effort will this project require? Will your work on this project be consistent with your role and responsibilities within your Division?  Will this project benefit your Division and its students?

· How much of that time will be funded through the grant or contract?  How much of your time are you expecting your Division to contribute? As a general rule of thumb, faculty members for whom research is identified as a primary role responsibility are expected to be spending some portion of their Division time engaged in research – typically 40% - 45%.  In planning a research grant proposal, it will be important to consider whether the investigator’s time commitment to this project, in combination with any other ongoing research activities, will interfere with his/her ability to fulfill their normal faculty teaching and Division/Department service responsibilities.  If necessary, you and your Division Director will need to agree on how to cover these responsibilities.
· DAHS Pre-submission Grant Approval Form:  This is an internal form that must be reviewed and signed by your Division Director before the Chair’s office will sign off on your proposal.  The purpose of this form is to provide a record for everyone’s benefit, of the agreements and understandings you have regarding your role on the proposed project when it is funded.   It also lets us know if you will need space for your project. (It is a very good idea to discuss these issues when you first talk with your Director about your planned proposal so that signing this form is just a quick formality).  Be sure that the Business Manager has this signed form, 6 weeks prior to the deadline.
· (Talk with the DAHS Grants & Contracts Coordinator

Once you have your Division Director’s blessing, and before you do anything else, call our C&G Coordinator at 966-9471 or email at ahunter@med.unc.edu.  At this point, we just need to know:

· What are you planning to submit? Grant or contract?

· Where will you be submitting this?  What agency or organization?
· Who will be the Principal Investigator (P.I.)?  You?  Or who?

· Are other Departments involved? If so, which department, which faculty 
member?

· When is the application due?  As the deadline approaches, it will be 
important to know whether the deadline is a “received by” or “postmarked by” 
date; Also, depending on what agency you are applying to, we can anticipate 
how much time will be needed for preparing all the  necessary forms and 
obtaining all needed signatures

· If this is in response to a Funding Opportunity Announcement [i.e. 
Program Announcement (PA), Request for Applications (RFA), or a Request 
for Proposal (RFP)] and the announcement number.
Writing Your Proposal

Once you have informed your Division Director and our Grants & Contracts Coordinator that you are planning to submit, or be included in, a grant or contract   proposal, a number of things need to happen:

INITIAL STEPS [4 – 5 weeks prior to the deadline]
1.  Plan your Research:   Much of the real writing and polishing can happen while the DAHS office is taking care of your budget and approvals.  But, you do need to know basically what you will be doing and who will be working with you, etc. before anyone can help you.  If you do not have a mentor or colleague helping you develop and revise your thinking for this proposal, it’s a good idea to talk with your Division Director, other faculty in the department, and/or Lee.  We should be able to help you identify colleagues here in the Department, the School, and/or the larger University with whom you can discuss your ideas, and who can provide you with critical input, moral support and encouragement.   This is also the point at which you should be reviewing existing literature and lists of currently/recently funded projects to be sure that your idea is fundable and will be viewed as important and innovative by grant reviewers.  Finally, if you are not certain about the appropriate funding agency or mechanism that best fits your idea, now is the time to talk with potential funders, project officers, and your colleagues (including the Business Office).  As you begin writing your grant and planning your budget, you will need to know the specific requirements and policies of your target funding program.

2.  Application: All Federal agencies are currently phasing in electronic application submission through grants.gov using the SF 424 (R&R) application form.    Once you find the funding opportunity you would like to apply for (on Grants.gov), you can download the SF 424 (R&R) from the funding opportunity announcement (FOA) located on the grants.gov site (you can ask The C&G Coordinator to download this for you as well).
You must have the PureEdge viewer (MAC users need PC emulation software or download free CITRIX client application) installed on your computer (you can obtain the downloads from the Grants.gov/apply for funding website) as well as, PDF generation software which you can purchase through your division (all attachments to the SF 424 application must be converted into PDF format)

All Principal Investigators submitting to NIH or any other PHS agency must be registered with the eRA Commons before they can submit applications via Grants.gov.  If you currently don’t have an eRA Commons user name please contact C&G Coordinator at 6-9471 or email her at ahunter@med.unc.edu.
3.  Budget Preparation:  If you will be the P.I. on the proposal, you should schedule a time to meet with our G&C Coordinator to discuss your anticipated budget needs for the proposed project.  This will include percentages of time for different personnel, as well as research supplies, equipment, space needs, etc.  We must have this information at least 4 weeks before your proposal due date! 

Once you have provided this information, we will work up a draft budget for your approval.  We will also make sure we have all the appropriate forms and policies regarding budget sections, F&A  (indirect) cost rate, assurance pages, etc. 

The budget information, required forms, and announcements will be placed in a folder set up on the G&C Coordinators network drive with permissions set up for the PI to access the particular grant folder. This will allow for the G&C Coordinator as well as the PI to share information in a more efficient manner.

4.  Research Design and/or Statistical Consult:  If you need access to design or statistical consultant services, and are not sure how or where to get this help, we can help direct you to appropriate resources within the School of Medicine, the School of Public Health, or elsewhere.  If your planned proposal has received support from the Chair’s office, we may also be able cover the costs of this initial consulting.

5.  Obtain any needed collaboration agreements:  If your proposal requires participation of faculty in other schools or departments, you will need to be sure that these individuals are committed to your proposal, and that they have discussed their participation with their Chair and/or Dean.  You should also obtain a copy of the C.V.  – this is useful to you in describing their qualifications, and if you need to include a formal “Biographical Sketch” with the application.  Likewise, if you are planning to involve an outside consultant, or a particular health or educational agency (e.g., nursing home, public school, group home), your proposal will almost certainly need to include some indication of their commitment(including a budget if monetary compensation is requested) to participate in your proposed project.  The format in which this is indicated can vary by funding agency, and may take the form of a letter of support or a signature on a required form.  These assurances should be secured early in the grant writing process (the C&G Coordinator or Business Manager need to know ASAP if you will have personnel from other UNC departments or any sub-contracts) – you do not want to get up to your deadline and find that a key collaborator is out of town or unwilling to participate!

THE FINAL STEPS [ > 2 weeks prior to the  deadline]
There are several individuals and offices that must have an opportunity to review and sign off on your proposal before it can be submitted.  Because of the numbers of grants that are submitted every month from UNC, you need to allow at least 2 weeks for this process.   At this point, you do not need to have your entire grant written in final form.  (Hopefully, however, you have already written a pretty complete draft of your proposal narrative and are getting input for revisions from appropriate colleagues.)   What we must have at this point is: 

1.  Title, Abstract, Budget,  Budget Justification, Letters of Support, and Letters of Commitment(sub-contracts/consultants):  Regardless of how complete the rest of your narrative is at this point, you should have enough sense of your proposal to give it a title and write an abstract. (Note that different granting agencies have different requirements regarding the length of titles and format for abstracts.)   You will also need to provide some narrative for sections of the Budget Justification that are specific to your project ( e.g., responsibilities of a research assistant or need for a specific type of equipment).  We will be able to plug in the standard justification for more generic expense categories (e.g, general research supplies, travel funds).  

2.  University review and signatures:  Once we have your budget, abstract and signed pre-submission form, our Grants & Contracts Coordinator  will review the budget pages, fill in or correct any needed figures, and then start collecting the needed signatures on the grant cover page, as well as on the University’s Internal Processing Form.   

3. The above information must first be submitted to the School of Medicine’s Sponsored Programs Office (SPO) or the Office of Sponsored Research (OSR) 2 weeks before the deadline.  

4. IRB Application: Depending on the nature of your proposed project, and the agency to which you are applying, you may need to submit an IRB application before you submit your grant. If your project involves any type of research with human participants, even if it seems low risk or non-risk to you, you must receive IRB approval.  Further, if your project is clinical research, you may be able to access the support services available through the General Clinical Research Center (GCRC); however, access to resources of this center requires an application which is, essentially, your IRB application. (Note:  If you have not already completed the mandatory, web-based course on protection of human subjects, you will also need to complete this course and obtain your completion certificate before you can submit an IRB application or be considered for support by the GCRC.)
You can now turn your full attention to your proposal narrative – all the final editing, polishing, and formatting tasks! 
At this point you can put your finishing touches on your proposal narrative:  This is the part that only you can do!  Hopefully, you’ve been working on successive drafts of this narrative for several months and now your job is to make the final edits, including very careful proof reading!  Your colleagues and mentors will be more than willing to provide input and may have already read early drafts for you.  But, you have the specific expertise, and the passion, that will sell your proposal to a grant reviewer.  Give yourself plenty of time to work through several drafts of this narrative; and allow time at the end for final formatting tasks.  Most granting agencies today have very strict guidelines regarding narrative length, including font size, margins, etc. and our support staff will need adequate time to help you get your narrative into the appropriate format; to check for any technical editing needs (misspellings, typos, page break problems, etc.), and to be sure that any needed attachments or appendices are included in your final draft. 

INSTITUTIONAL REVIEW AND SUBMISION [≥ 1 week before deadline]
1. Once SPO or OSR reviews the application we can then send them the electronic version of the SF 424 (R&R) and all pdf attachments.

2. The application must be verified by the PI and the Signing Official (SPO/OSR)

3. In order to be “on time” grant applications must be submitted by the University to Grants.gov (this includes the research plan and all appendices) at least one week before the deadline (if submitting to NIH or another PHS agency), or at least 2-4 days if submitting to any other federal agency.

4. Grants.gov has up to 2 days to validate the information, if there are no errors (and it’s an NIH/PHS submission) grants.gov will forward the application to eRA Commons for validation. The eRA Commons can take up to 2 days to validate the application.

5. Once eRA Commons validates the application they will email the PI/Admin Official that the application is ready to view  (the PI must go to eRA Commons to view the application, don’t rely on the email from the Commons instead periodically check on your own).
If there are errors then the PI must notify the C&G Coordinator and the application will need to be re-submitted.
Remember (“the carrot”): A little time invested up front with our Grants & Contracts Coordinator and lining up your IRB and collaboration agreements will free you up to focus all your remaining time and energy on your project narrative. 

Warning (“the stick”):  If you do not follow these guidelines,  we may not be able to sign off on your proposal in time to meet your deadline.  The Chair’s office will NOT sign off on any proposal without adequate time to review and check on all the needed budgetary and personnel assurances.

TIMELINE—AT LEAST:

· 6 weeks prior to deadline:  Meet with DD and obtain prior approval form; talk with C&G Coordinator
· 4-5 weeks prior to deadline:  plan and write research, draft budget
· 2 weeks prior to deadline: begin review process through Department/SPO/University

· 1 week prior to deadline: submit to NIH/PHS via SPO/OSR
2-4 days: submit to other agencies

II. When You are Funded 

(
As soon as you hear that you are going to be funded, notify your Division Director and the Contracts and Grants Coordinator.    

Division Director (& Chair) Roles:

· Space:  If you are going to need space for the funded project, this should have been indicated on the Institutional Review Form that was signed before your grant was submitted.   Now, the challenge will be to determine exactly where that space will be, and what has to happen in order for you to use it.  This process can take several months,  and the sooner we can start planning for it, the sooner you’ll be able to actually start working on your project

· Implications for your time commitments in the Division:  Before the grant was submitted, you discussed this issue in general terms with your Division Director.  However, now is the time to agree upon specific aspects of your Division workload – committee assignments, advising, and teaching.  Will you need to be released from some of these responsibilities?  Do you have grant funds to pay for this “release time”?  If so, how will your Division use these funds to provide that release? (e.g.,   hire a Teaching Assistant for one or more of your classes; or hire an Adjunct Lecturer to teach a course for you).      

Grants & Contracts Services:

· Award Notice:   If you are the P.I., you will receive a copy of the award notice.  Please make sure to read the notice so that you become familiar with the terms and conditions of your award.  It is very important that you give this document (or a copy) to our Grants & Contracts Coordinator.  In addition to the amount of funding awarded for your first year, this document includes other important information that our office needs – specific award dates and periods, reporting requirements, applicable budget regulations, grant number, etc.   In addition, this document is the ‘trigger’ for the UNC Contracts and Grants office to secure a new account number for your project.

· IRB Approval:  It is imperative that you have IRB approval before you start any research involving Human Subjects.  Please provide a copy of the approval to C&G Coordinator.
Budget:   As soon as we know the actual amount of your award, we will request an account number for your project and either Barbara Ware(OS, RAD, CYTO, CLS, and CLDS) or Valerie Tan(SH and PT) will set up a line item budget  (in Excel) , showing your starting balances in each line.    Over the duration of your funding period, she will record all expenditures on this same worksheet, so that you can always see your current balance in each line.   

· Hiring Project Personnel:  If your project calls for hiring new personnel, the Business  Office  (Valerie Tan or Barbara Ware) will work with you to help you get a position description approved.  You may also need preauthorization of funding to begin advertising prior to your project’s actual start date.
· Purchasing & Travel:  All purchasing and travel will be handled by your Division support staff, unless you have funds for your own project assistant.  (Most projects do not generate a significant amount of extra paperwork of this type, and funding agencies typically expect your home Department to provide this level of support.  If your project will be travel- or purchase-intensive, you will need to work with your Division Director to determine how these needs can be met.)    Records of all expenditures and commitments (encumbrances) of project funds will be sent by your Division staff to Barbara Ware or Valerie Tan, so that they can record the amounts in your account worksheet.   This allows us to provide you with an accurate and current picture of your project’s budget status at all times.  
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