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OGD Mission Statement

The mission of Del g &fficeof GransnDeuetopniey{OGDdid td factjtatd s

grants and sponsored program activities by increasing awareness and competiveness in the pursuit of
external funding. The Office strives to maintain an infrastructure designed to promote the responsible
management of externtinds.

The document that follow§)ffice of Grants Development Policy and Procedures Manyabovides a
construct for planning, implementing, and overseeing sponsored activiissManual serves to
expand on the requirements set forth in the follovide¢gadoand the Louisiana Community and
Technical College Syste(hCTCS)policies:

i Delgado Policy: AD6310.1D Office of Grants Development: Grants Proposal
Preparation, Approval Procgand Management

1 LCTCS Policy #1.043, Policy on Grant Applications and Sponsored Programs

Preface

Delgado Communityollegeencourages faculty and staff to engage in scholarship, professional
development and sponsored program activities in order totamaivitality in their profession, to

provide the best and most-tgpdate instruction, to provide training activities, development programs,
demonstration projects, and other programs and services to enhaGodid¢lgeand local community.

The Collegepromotes acquisition of external support for these endeavors, whether support is needed
for research, public service, or instructional activities. Offece of Grans Developmenstrives to be

a serviceorientated office pepared to assist faculty and $tafthe steps necessary to secure and
administer external funding. The Office coordinates proposal development and submission-and post
award activities for individual, interdisciplinary, and muitstitutional sponsored prograneand

oversees a number mggulatory and compliance issues related to sponsored program activity.

The intent of thi©ffice of Grants Development Policy and Procedures Manisaio provide a
reference in areas of services and support offered byffiee of Grant Developmergndto present
the policies and procedures that guide@odegecommunity. Sections provide overviews on
informational services, multnstitutionalcoordination, proposal development and submission, post
award negotiation and management, and regulatory and coo®lssues. When the approval or
guidanceof otherCollegeoffices(e.g.,Financial Services, Restricted FunBsisiness and
AdministrativeAffairs, Academic Affairs, Restricted Funds, Human Resources offices, etc.) is
requiredthe Office of Grants Development Policy and Procedures Manigintifies the issues and
directs you to the appropriate office.

Please find th©ffice of Grants Devalpment Policy and Procedures Manuals well as other forms
and materials as they become available henQffice of Grard Developmentome page
(http://www.dcc.edwddministration/offices/grantdevelopment/default.aspXThe staff welcomes your
suggestions for additional information or materials for the manual.
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[. Overview of Sponsored Programs

Delgado Community Collegeeeks to provide a learning environment that promotes the personal,
intellectual and professional development of all members d@ttlegecommunity. To this end, the
Office of Grans Developmenencourages, assists, and supports faculty and staff wtseeaking
sponsorship for, or are engage, a broad range of externally funded projects.

The Office of Grans Developments responsible for identifying potential funding sources and
communicating such information to the faculty and maintaining contattigpotential sponsors. In
addition,the OGD s responsible for proposal processing, ensysimy to submission that proposals
conformto all agency requirements, that the proposed financial arrangementsract and

consistent with the Louisiana Bal of Regentshe Louisiana Community and Technical College

(LCTCS) System, and théollegp s r equi rements, and that speci al
internal reviewOGD is the keystone for grant and sponsored program administration, functioning as

the liaison between the funding aggnfaculty member, and oth@ollegeoffices and departments.

A. Definitions

Sponsored Programs

Sponsored Programs are @rcis supported by ne@ollege(external) funds that are awarded as
a resultof an application submitted to a potential sponsor byCiieegeon behalf of a faculty

or staff member. Sponsored Programs usually involve research, training, or service activities
and typically include one or more of the following:

Formal sponsor apjptation guidelines
Restrictions on the use of funds

A specific program period

Specified performance or outcomes
Specified use of program outcomes or data
Required fiscal and/or programmatic reports

E

Excluded from this definition are:

1 Direct payments tondividuals, such as faculty fellowships not administered by the
College

1 Student financial aid

1 Gifts and bequests to ti@ollege

1 Donations of equipment or property

The official applicant for all sponsored programs is@udlege with the Executive Officeof

the Chancellodesignated as the official signatory. Th#ice of Grans Developments
responsible for the authorization of tBelleged sommitments to all sponsored programs.

If an individual or organization (donor) designates funding as a giftrendonor requires no
financial or programmatic reporthe Office of Institutional Advancemeistresponsible for

the activity. Any request for donations or gifts from an outside donor should be coordinated
throughthe Office of InstitutionalAdvancement

Office of Grants Development Policy and Procedures Manual, Apprti¥ad.8 6
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Proposal

In simplest terms, a proposal is a request for funding of a particular sponsored project. In
general, it consists of several parts: a technical or narrative section, a budget, and various
assurances and formsppendices and attachments may or may not be required. A good
technical proposal is a concise and coherent explanation of a project plan that has specific and
reasonable goals. It should clearly state both the goals of the project and the methodsdo be u
in reaching those goals. Finally, it should comply with sponsor limitations on length and should
include only those supporting materials that are relevant. The budgefisrtbipal
Investigator(the Grant Applicant/Grant Proposal Writérs b enaté of thesfunds needed to
carry out the project. It should be as detailed as is reasonably possiblentizaP

Investigator () should be able to justify each budget item in writing.

When a sponsor has its own application form or instruction fangsion, it is important that
the Pl use these forms and fornaatd follows the guidelines. #should remember that the
leadtime for review of proposals is six to nine months.

A proposal can describe a new, renewapplemeral, or continuing projector which funds
are sought from a potential sponsor in the form of a gcamtract, cooperative agreement or
other instrument. Proposals may be in response to a solicitation (offfPa RFA or program
announcement) from a sponsor or may be unsalickellowing is a definition of typesf
proposal:

1 New Proposal A new proposal is onehich is submitted for funding of a new project
that has not previously been funded. In almost every instance, new proposals are subject
to competitive review. Proposalill be evaluated and ranked according to criteria
established by the funding agency.

9 Continuation Proposal: Most agencies award grants for a specified project period
(usually one, three, or five years). Regardless of project length, the grantor generally
makes funds available for only one year at a time. In order to obtain funds for additional
periods oftmew t hin t he grant period, a fAconti ni
Continuation applications usually are not subject to competitive review.

1 Renewal Proposalin a renewal proposahe Pl requests support beyond the initially
approved project periodhe type of sponged program awari grant, contract, or
cooperative agreemehts an indication of general program requirements regarding the
sponsorb6s role in the program, the Princi
expected outcomes, tipayment method and schedwded the use of program results
or data. The particular program requirements for each sponsored program are specified
in the award document.

1 Supplemental Proposal:A supplemental pragsal can be one of three thingscan
addto an existing proposal to compensate for a deficiency, give further information or
change the direction of a proposal, and it can be a special subject added to enhance an
existing proposal. With Supplemental proposBls usually ask for adtional fundng
or an extension on existing funding. Supplemental proposals are subject to competitive
review.
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B. Types of Sponsored Funding Sources

Familiarity with the types of funding sources can help faculty and staff identify potential
sponsors (as opposeddonors) whose interest and level of support are appropriate to the
project planned. Common categories of funding sources include federal, state, and local
governments, foundations, and business/industry.

Government

Federal, state, and loogdvernments provide support for various sponsored programs.
Examples of federal funding sources include the Environmental Protection Agency (EPA),
National Endowment for the Humanities (NEH), Health and Human Services (N&t®)nal
Institutes of HealtljNIH), and theNational Science Foundation (NSF)

Examples of local government sources inclpdashgovernment, city government and various
councils

Foundations

Private and community foundations are another source of funding support. Many foundations
have very small staffs, so communication can be quite limiediever, foundations can be

excellent sources of funding if applicants have innovative ideas and target foundations that are
most likely to have an interest in the project topic. Most foundatrestrict their support to

very specific areas of interest, so obtaini:H
when availablecan help researchers determine particular funding opportunities. Providing a
foundation with a brief (e.g., thrggge) concept paper of proposed research is often an

important first step in seeking foundation sponsorship.

Individuals seeking gift, as opposed to sponsorshipni foundationshould work withthe
Office of Workforce Development and Institutional Aahcemen{seeSection 1A, Definitions,
for clarification of distinctions between gifts and sponsored programs).

Business and Industry

Although often overlooked by academic researchers, business and industry can be important
funding sources. Business/mgtry support may include cash funding and/ekiird

contributions of expertise, services, equipment, or materials. Not only can business/industry
provide support or partial support for a new project, but academic business/industry
partnerships can alsgtablish a basis for seeking additional funding frechetal agencies or
other sources, especially those requiring or rewarding such partnerships.

Proposals to business/industry generally originate with the creator of the project, not with an
announced mrgram. Therefore, extensive communication with the business/industry
representative is crucial in determining project goals and expectations. Proposals are often
much shorter and simpler than those submitted to federal agencies, although the resulting lega
agreementan be quite complex. Busindsslustry agreements often contain special clauses
covering such things as publication rights, patents, nondisclosure of proprietary information,
and indemnification
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Note: The Principal Investigator shaltonsult the Offce of Grans Developmengand the Office of
Restricted Fundsegarding any proposed agreement with business/indutrgnsure that any
proposed provisions are in compliance wittollegeand State policies and to involve ti@fice of
Grants Developmentn the negotiations process.

C. Types of Sponsored Programs

Sponsored programs fall into several general categories, which could serve as guides for the
particular design of proposed projects. Specific guidelines from the sponsprowitle details

for particular programs,bith e det er mi nati on of the Atypeo
important early step in designing appropriate and competitive program goals, methods, and
structure. The types of sponsored programs include:

Researchinvolving any activity specifically organized to produce research outcomes
Education and Training, involving any a.
organized instruction program
1 Public Service, involving any activity that provides rinatructional services
beneficial to individuals and groups external to the institution
1 Scholarships and Fellowships, involving any scholarship or fellowship in the form of
grants, trainee stipends, prizes, and awards
1 Other, involving any activity that doestfall into the above categories

1
il

D. Types of Sponsored Program Awards

Grants
A grant is fAan award of financi al assistanc:¢
program he term Agranto is used to drejectsri be aw

submitted by faculty or staff. Grants for student financial aid are manadediggdo
Community CollegeéOffice of Student Financial Assistanaad arenot included in this
definition. Generally, the grant mechanism is used when the sponsoseekotg immediate
benefit for itself but is simply providing support for work initiated by Rmcipal Investigator.
Grant recipierg make no guaraeés other than wonkill be done as described in the proposal
and that good program management practigk$e followed. If an agency wishes to award
grants for research, training, or public service in a particulay iaredl announce the
availability of funds and invite interested partiessubmit proposals.

The grantor offers a grant award via a Metof Grant Award or letter indicating the amount to
be awardedsawell as the conditions that migie met. The requirements associated with a
grant award vary widely from sponsor to sponsor. Generally, grant awards are made for a
particular period of tira, with definite start and end dates; grant awards usually include
restrictions on the use of funds and on the reallocation of funds from one budget category to
another. Most sponsors require periodic progress reports and geohratal and financial
reportsas well as final technical and financial reports at the end of a project. Tingspo
expects to receive repofisit not to supervise the program.

Office of Grants Development Policy and Procedures Manual, Apprti¥ad.8 9
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Contracts

A contract i s fAan exchange of pr omi duges ot hat
Contracts are agreements signed by each party which stipulate that the sponsor will provide
funding to a recipient in support of a specific set of activities in return for which the recipient
will furnish a particular product, servis, analysisreport(s) or other materials. Contract
negotiatons aremore likely than grant negotiatieto involve discussion of proposed

provisions restricting the publication or other use of data, or clauses affecting potential patent
rights and licensing agreentenQontracts also generally require frequent, detailed repotting.
acontract arrangement, the sponsor is actively involved in overseeing the progress and
direction of the project. A numbef federal agencies use contracts to fund research,
developmenttraining, and public service programs. Most state awards are made in the form of
contracts.

There are many different types of contracts. In sponsored projects, however, contracts are
usually of two types, either fixegrice or costreimbursement. Undex fixed price contract, the

parties agree in advance on the price for a particular product or service. Once the agreement has
been executed, the recipient is obligated to perform the work set forth in the contract and to
deliver any anldi aédapresacspeoirf iied@e i n the ¢
be fulfilled, regardless of the cost to the recipidithe cost of performing the contract is less

than the amount set forth in the t@ct, the recipient (Collegyenay retain the excess fund

Under a costeimbursement contract, the sponsoring agency and the recipient agree on the
work to beperformedand on an estimate of the total cost for performing the work. The
sponsoring agency is obliged to reimburse the recipient for actual costs (up to the contract total)
incurred in the performance of the work specified in the contract.

Cooperative Agreements

Cooperative Agreemeniisvolve the active participation and collaboration of the sponsor in all
aspects of the project. In these types of agreements, the sponsor participates (to some extent) in
all decisions about what work is to benépwhen it is to be done and who is to do it. Thus, the
sponsor becomes a true and genuine partner in the project. Because the degree of sponsor
involvement and the segregation of responsibility require specification, the cooperative
agreement usually imlves more detail than a grant, though perhaps less than a contract.

E. Responsibilities

Each proposal for external funding has the potential to become a legal document binding the
Collegeto fulfill the conditions specified in the proposal. When a proposal is submitted to a
sponsor, it is submitted by ti@ollege not the author of the proposal. When an award is

received, theollegeon behalf of the Principal Investigator/Proj&atectorreceives it. Thus,

the author of a proposal must seek, secure, and substanti@®@ldgd s c o mmi t ment t
of compliance, support, and concurrence with fiscal and programmatic statements. To do so,

the author must ensure that the proposal conftorttseeCollegd s pol i ci es, mi ssi
obligations; must inform relevant administrators of potential commitments of time and

resources and obtain their written consent to these commitments; and must document the
Collegps compl i ance watiohsh applicable regul

Office of Grants Development Policy and Procedures Manual, Apprt¥@d.8 10C
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It is the responsibility of th@ffice of Grant Developmertb review the accuracy and
completeness of théolleged s support of theColegopposadt pbb]| e
recipient of the targeted awaxdollegeprocedures for propokdevelopment and submission
are detailed irsection lll, Proposal Development and Submission.

Responsibilities associated with proposal development and submission and the conduct of
resulting sponsored programs are outlined on the following pages.

PRINCIPAL INVESTIGATOR (Grant Applicant/Grant Proposal Writer)

The Principal Investigator of an external grant or contract serves as the Grant Applicant/ Grant
Proposal WriterDelgadogenerally requirethat the Principal Investigatof external grants

and ontracts must befall-time anployee (faculty member or staff member) of @wlegeat

the time of proposal submission.

Responsibilities

For ALL departmentgincluding those departments responsible for specific restrictive
funding and grannitiatives):

(1) notifies Director of Grants Development of intent to pursue grant opportunity by
submitting theGrant and Proposal Routing Form (Form 6310)00

For Principal Investigators of departments that are not responsible for specific
restrictive funding and grant initiatives:

(2)  completes all proposal development documents as outlined in this manual

(3)  with the assistance of the Director of Grants/Blopment, develops and writes
grant and performs al/l necessary rese:

(4)  with the assistance of the Director of Grants Development, identifies in the grant
the job position(s) at the College who will serve as the Grantlylmand/or
any other support personnel for the project

(5) identifies offices, classrooms and/or other facilities to be used

(6) ensures all requirements and procedures applicable to the Principal

|l nvestigat or 6s r es p oG@ranis Davdlopment®dicyas d e
and Procedures Manuaire followed including but not limited to:

Office of Grants Development Policy and Procedures Manual, Apprt¥@d.8 11
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1 Developing program plans consistent with the mission of the submitting

department/unit and school

Writing and preparingroposal narrativand budget

Transmitting bhe proposal and one copy, with a completed and siGneuait

and Proposal Routing Forto the Office of Grants Development, to the

Department Chair or Unit Head, thed»eand the Office of Grant

Development for further processing and signature, final signatures by

Chancellor (allowd weeksminimum)

1 Sending copy proposal as submitted to the sponsor to the Office of Grants
Development for the Official Glege files

= =4

GRANT MANAGER

College policy generally requires that tBeant Manageof external grants and contracts must
be afull-time anployee (faculty membar staff member) of the College. Often the Principal
Investigator (Grant Applicant/ Grant Proposal Wiitso serves as the Grant Manager.

Responsibilities

For ALL departments (including those departments responsible for specific restrictive
funding and grant initiatives):

(2) notifies Director of Grants Development of intent to pursue grant opportuity
submitting theGrant and Proposal Routing Form (Form 6310)00

For Grant Managers of departments that are not responsible for specific restrictive
funding and gant initiatives:

(2) is responsible for all management and administrative activities of the grant, once
funded, which include but are not limited to performing required documentation,
reporting, quality control and closeout activities

(3) with the assistance of the Office of Grants Development, negotiates contracts
associated with carrying out the grants initiatives

(4) with the assistance of the Office of Grants Development, monitors and evaluates
ongoing progress and success of the grard, @ordinates responses to and
meetings with external auditors of the grant

(5 coordinates with the appropriate College personnel, the offices, classrooms
and/or other facilities as needed

Office of Grants Development Policy and Procedures Manual, Apprt¥@d.8 12
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(6) ensures all requirements and procedures cgiplk to theGrantManager 0s
responsibilities as described in tBeants Development Policy and Procedures

Manualare followed including but not limited to:

Assumingresponsibility upon award notice

Implementing and managirtge program consistent witbollegeand
sponsor policies

1 Maintainingtechnical, programmatic, and fiscal management and
maintenance of related records

Overseeinguality program performance

Preparingof all technical or programmatic reports

Reporting of all inventions that may result

Reporting ofequipment purchased, as appropriate

il
il

= =4 =4 -4

DEPARTMENT CHAIR /UNIT HEAD

If an academidepartment(s) is involved, the Department Clsihe designated responsible
person(s) at the department level. If a4a@ademic unit is involved, the Uniteadis the
responsible party at this level.

Responsibilities

1) Reviews proposal for consistency with departrhent or college/schoahission
and availability and commitment of human and support resourcesdingltime,
space, and finances

2) Assures that all faculty/staff and department/unibposal obligations will be met

3) Indicates concurrence with the proposal by signingatent and Proposal
Routing Fem (including signhg any cost sharing agreements)

DIVISION DEAN

The Dean of t he Rivisionistheresponsible pgsasthedivisiantlevet, 6 s
or, if Co-Principal Investigators are involved from differeitisions the respetive Deans are
the responsilel parties at thdivisionlevel.

Responsibilities

1) Reviews proposal for caistency with college/schoahdCollegemissions and
availability and commitment afivision support services, including time, space,
and finance

2) Assures that all depanent/unit andlivision obligations, as delinead in the
proposal, will be met

3) Indicates concurrence with the proposal and budget (including cost sharing, if
any) by signing th&rant and Proposal Routing Farm
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OFFICE OF GRANT SDEVELOPMENT

The Office of Grants Development performs a variety ofgward and posaward sponsored
program activities.

Responsibilities

(1) servesas the information hub for all externally funded grants, related contracts,
and grant partnerships pursued and funded by all College departments to ensure
i nclusion of all/l grant initiatives inf
reporting process, which includes

(2) is responsible for the coordinating and administrative activities of externally
funded grants, related contracts, and grant partnerships for departments that are
not responsible for specific restrictive funding and gnaitiatives, including:

(3) maintains and immediately shares updated list of active grant initiatives/ proposals
and approved grants with appropriate departments to safeguard against duplication
of grant proposals and to ensure coordination of impat#pdrtments

(4) maintains an active list of grant opportunities and provides timely information
regarding appropriate grant opportunities and grant writing training to the college
wide grant writing community

(5) oversees the following grant acties for departments that are not responsible for
specific restrictive funding and grant initiatives: identification of funding source,
institutional review and sigoff of proposals, negotiation of contracts, and other
related activities

(6) maintains pananent copies of all grants documents processed through the Office
of Grants Development

(7) reviews, with the assistance of the Director of Restricted Funds, all proposed grants
and related contracts processed by the Office of Grants Development aad fund
by external sources to determine the benefits to the College and the impact on
resources and operations prior to preparation and submission

(8) inthe event that there are two or more principal investigators proposing a grant to
be funded by the same source and it is determined that only one proposal can be
submitted by the College

a. meets with all parties (including those responsible for fspeestrictive

funding and grant initiatives, if applicable) to analyze the viability of each
proposal to determine the most positive impact of each on the College;
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b. formulates a solution, such as recommending another funding source; and/or

c. forms an ad hoc committee, consisting of the Director of Grants
Development, Director of Restricted Funds, and the prospective Principal
Investigators, to determine the most viable proposal for the funding source.
(If the ad hoc committee is unable to reaatobnsensus, the final
determination is made by the Chancellor or his/her designee.)

ensures appropriate approvals have been received and necessary communication
between affected departments has taken place before final grant proposal is
processedirough and submitted by the Office of Grants Development

provides assistance to theinmipal investigator and granmnanager in the
administration of the funded project by providing support for annual and interim
reporting, negotiating changes in jgrct activities, and adhering to the regulations
of the funding agency

notifies the Collegeds Institutional
submitted by the Office of Grants Development for potential positive publicity
for the College

ensures all requirements and procedures applicable to the Office of Grants
Devel opment 6s r es pons GrantsIDevelopment Paley d e s
and Procedures Manuare followed including but not limited to:

1 Reviewing the proposal for castency with College mission and policies
and reviews the budget and financial commitments
1 Verifying that all required committee reviews have been conducted on
proposals that involve research using animals, human subjects, or biohazards
1 Ascertaining Pringal Investigator/Project Director certifications if required
in anticipation of federal award
1 Reviewing certification regarding conflict of interest and forwards any
attached disclosure forms and documents to the Office of Human Resources
Reviewing and cdirming cash cost sharing arrangements as needed
Coordinating the budget reviews and obtains a signature from the Director of
Restricted Funds
Obtaining the signature of the Coll e
Maintaining the official Collegeile for sponsored programs and provides
periodic reports to College, State, and Federal officials
1 Coordinating award review with the Office of Restricted Funds as
appropriate
Engaging faculty in mukdisciplinary and statewide consortium activities
Providing leadership for faculty development activities and activities to
secure external funding
Stimulating environment conducive to sponsored programs
Managing system for praward and posaward operations for sponsored
programs

= =4 = = = =
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DIRECTOR OF GRANT SDEVELOPM ENT

TheDirector of Grant Developments the principal officer for sponsored program®atgado
Community College

Responsibilities

Accepts awardsigned byChancellorand contracten behalf of the College

Responsible for monitoringndoverseeing the administration of programmatic and

fiscal aspects of grants and contracts

1 Responsible for reviewing all awards of grants and contracts and advising the

Chancellor on the acceptability of the award

Serves as t he i nstwithexetnal grantors and contractorsof ¢ o

Acts as liaison between the College and the external sponsor on contract, grant, and

indirect cost inclusion

1 Provides institutional review and authorization for proposals submitted to external
agencies

1 Recommendso Chancellor institutional acceptance of award terms and conditions

ensuring that the Chancellor sign and submit appropriate documentation to accept

approved awards

Monitors the conduct of programs supported by grants and contracts

Has overall responsilify for coordination of College compliance with certain

federal regulations pertaining to grants and contracts

1
1

E

= =

Chancellor or Designee

1 provides final signature approval for all grant proposals and related contracts, given
that proposals are presenteddpproval at leastiree (3) working daysprior to
submission

II. Grantsmanship Services for Sponsored Programs

To help faculty find sources of funding and develop the skills necessary for successful proposal and
budget developmen®ffice of Grans Developmenprovides information and support services that
faculty can assess in a variety of ways. Many of these can be tailored to specific interests and needs,
giving faculty individualized assistance in seeking external funding.

A. Information Services
The Office of Grans Developmenservesas theC o | | eegtmldaource for information on

funding opportunitieshrough external sponsors. Information is collected, maintained, and
disseminated to faculty and staff concerning available funojopgrtunities.
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TheOffice of Grans Developmentmaintainsa canprehensive computerized databtstarget
news of funding opportunities to the interests of specific faculty members. Staff members
regularly screen a variety of publications for announcesnainfunding opportunities and send
copies of these announcements to interested faculty members.

Computerized searches of potential fuigdéources using the Foundationli@e Directory, an

online resource for funding information, including private sesrare available upon request.

The Office of Grans Developmenteceives funding updates from many federal agencies,

including the National Institutes of Health (NIH), bulletin boards, and grants

(www.grants.goy, a free online resource of Federal Grant Information. These government
agencies provide program announcements, deadlines, names, phone numbers and addresses of
program officers, and other information about funding programs. This information is also
available tahe general public vithe nternet.

TheOffice of Grans Developmenivebpag (http://www.dcc.edu/administration/offices/grants
development/default.aspincludes:

1 Informationon services available (e.g., announcements of workshops and seminars)

9 Tips on Successful Grant Writing

1 DelgadoGrants Development Procedures and Foants spreadsheet templates
(including theGrant and Proposal Routing F9rm

1 Links withFunding Sourceg.g., NIH and NSF

1 Other sponsored programs information as available

Many federal government agencigvide announcemévia ther World Wide Web (www)
home pages. Links to agence® available on th@ffice of Grans Developmentvebpage.

The Office of Grans Developmentlso assistiaculty applying for external funding for
sabbatical support, fellowships, and similar opportunities. Interesteltyfatay request
funding information, guidelines, and suggestions for preparing applications

B. Workshops

The Office of Grans Developmenpresents periodic contract/grarelated seminars and
workshops on a variety of topics. T@éfice of Grans Developmentncourages requests for
coordination of workshops, for contacting and inviting federal or state funding representatives
to campus, and for other developmental activities.

[ll. Proposal Development and Submission

The Office of Grans Developmenprovides services and support to assist faculty with the
development and submission of proposals for sponsored programs. Offiedgsstassist faculty in
initiating or participating in collaborative, frequently interdisaiglly or multiinstitutional project
development.

The Office of Grans Developments responsible for reviewing and approving all proposals for
sponsored fundimp TheDelgado Community Collegérant and Proposal Routing Forsthe official
Collegeform for the documentation for concurrenceCafllegeofficials with plans and commitments
contained in proposals for externally funded projects. £ppendixA)
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A. Solicited vs. Unsolicited Proposals

A proposalis a request for funding of a sponsored project. In general, it consists of several
parts: a tehnical or narrative section, a budget, and various assurances and forms.

A solicited proposalis one that is submitted in response to a specific work statement from the
sponsor. Sponsors to solicit proposals for specific research, development, og pedjgacts or

to provide specific services or goods sometimes U&eqaiest for Proposal (RFP)pr Request

for Application (RFA) .

The RFP or RFA includes standard terms, conditions, and assurances the institution is asked to
accept. A limited number of pkages are usually printed for any solicitation. Upon request, the
Office of Grans Developmentvill obtain the detailed solicitation.

An unsolicited proposalis initiated by the investigator and submitted according to the
sponsor 6s gui darangemertd for uistligtedfproposhls is gsually a grant. The
source of an unsolicited proposal is the initiative and imagination of the PI. The Principal
Investigator may locate potential sponsors and ascertain, primarily through telephone or
personal cotact with sponsor program officers, the degree of interest these sponsors have in
supporting the proposed work and the extent of available funding.

B. Office of Grants DevelopmentServices and Support

Office of Grans Developmenstaff is available t@ssist wih proposal development in
whatever manner is appropriate to the proposal. This includes helping with guideline
interpretation and proposal organization; assisting with budgets; providing standard
institutional information that might be usefulr@quired in the proposal; coordinating multi
institutional project developmer®ée Section IJIC); convening multdisciplinary or inter
departmental groups; reviewing proposals for readability and compliance with guidelines.

Faculty members are encogeal to contadDffice of Grans Developmenstaff in the early

stages of proposal development. Staff members welcome the opportunity to review rough drafts
of proposals. In addition, the followingaterials relevant to the proposal development and
submisson processre among those availabtetheOffice of Grans Development
(http://OGD.dcc.edy

Proposal Development and Submission Guide

Delgado Community Collegerant and Proposal Routing Forfalso located in
Appendix A)

1 Informational aids for proposal and budget development

il
il

C. Multi -Institutional Programs
The Office of Grans Developmentacilitates faculty participation in a wide range of multi

institutional programs and projects, providing a statewide response to common needs and
opportunities in research, instruction, and public service.
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Initiation of Collaborative Proj ects

The Office of Grans Developmengssists faculty initiation of collaborative projectsthrough

a variety of informal and formal networks. To expedite the presentation of the proposed project
to other institutions or consortia, the faculty member shooinplete arant Concept

Planning Fornoutlining the project proposed, the collaboration sought, and, if relevant, the
funding needed or available. The faculty mendieuld then contact ti@ffice of Grans
Developmento discuss the concept with appropriate staff members.

The Collegeencourages faculty to participate in collaborative projects initiated by faculty at
other institutions. For assistance with project coordination or review @dhegédsponsor
requirements for these proposal submissions and sponsored program acheitigsulty
member should contatiie Office of Grants Development

The process for internal review of proposals involv@alegeparticipation in such

collaborative projects is the same as that for proposals submitted ©gltbge The proposed

project activities, a budget reflecting the portion of work to be performed &dhege and
documentation of th€olleggd s o bl i gati on to the project mus¢
through the internal review process before the proposal as a whole is stibonétteponsor by

the collaborating entity. Th@ffice of Grans Developmentnust receive a copy of the full
proposawithin three (3) weeksbeforethe submission deadline. This copy will be reviewed

for conformance to the portion previously approvEake Collegereserves the right to

withdraw from any collaboration if the activities, budget, or other arrangements involving

the Collegeare altered withouDelgado Community Colleges Aut hori zi ng Of fi
approval.

D. Cost Sharing Procedures

Cost sharing should be included in the budget accompanying the proposal submission only if
such arrangements are required by the ospons:«
proposal developmer®rincipal Investigators anticipating a needdost sharing should work

closely with theOffice of Grans Developmenstaff to identify sources for cost sharing and

should legin the process of securing agreements to cost share and arrangements for
documentation. Principal investigators must includen@iwith the proposal, written

documentation by separate letter describing the source and amount of cash cost sHaniehg. In

cost sharing contributions may be documented by signature only. If the project is funded, the

cost sharing included in the progassbudget must be carefully documented throughout the

program periodgee Section\d, Cost Sharing Documentatipn

CollegeCost Sharing

Potential sponsors may require that @wlegeshare the expensef a sponsored program.
ThePrincipallnvestigator during the proposal development process must sec@elkbgs s
agreement to any such costs sharing. Completion of the Transmittal Sheet requires signatures
confirming any cost sharing agreemersisg Section HE, Transmittal Procegs Conmon

items forCollegecost sharing include salaries, fringe benefits, and indirect costs related to
Delgado Community Collegdirect costs.

Office of Grants Development Policy and Procedures Manual, Apprt¥@d.8 19


http://docushare3.dcc.edu/docushare/dsweb/Get/Document-3625/6310-002.doc
http://docushare3.dcc.edu/docushare/dsweb/Get/Document-3625/6310-002.doc

10/1/18
Third -Party Cost Sharing

Occasionally, guidelines for sponsored programs suggest or mandate the inclugturdof a

party (an entity in addition to tHeollegeand the sponsor) to share in the cost of the project. At
the time of the proposalibmission, th@rincipal Investigator must have written confirmation
from the third party on the amount and nature of shating to be provided and also a
commitment to provide appropriate documentation to demonstrate the agreed upon amount of
cost sharing to the satisfaction of the furgdagency and th@ffice of Restricted Funds

E. Transmittal Process

The Office of Grants Developments responsible for reviewing amilocessingroposals and

budgets submitted to external sourbefore they ae sent off campus. The Officé the

Chancelloiis Delgado Community Colleges aut hori zed official for
programs.

To begin the transmittal process, the faculty/staff member (Principal Investigator) should first
complete the form and obtain the signatures oDipartment Chair/Unit Hea®ean,Vice
Chancellor(sand ancillary signatures as requir@édlow a minimumof three (3) weeks for the
signature process.

TheGrant and Proposal Routing Farthe OfficialCollegeform for the documentation of
concurrence ofollegeofficials with plans and commitments contained in proposals for
externally funded programs, is the internal mechanism to:

Inform all affected parties of the proposal

1 Document their knowledge of and support for the proposal
1 Document any reded and committed cost sharing for the program
1 Document that the PI or any member of pinejectteam does not have a significant
financial interest in the proposedject
1 TheGrant and Proposal Routing Forsntobe completed foall projects for which
external funds are sought or received byGldege excluding giftsto theCollege
(seeSection 4A, Definitionsregarding éscussion of gifts vs. grants). A copy of the
Grant and Proposal Routing Foamd instructions for its completion are located in
Appendix A.
9 Copies of grants/proposadse provided to:
1 Office of the Chancellor
i Office of Grans Development
1 Office of Restricted Funds
1 Principal Investigator
1 Varying number of copies required by funding entity

The Principal Investigator should then forward the complete proposal, along winathieand
Proposal Routing Forjimecessary certifications, and any Significanahmal Interest
Disclosure forms, if appropriate, to td#fice of Grans Developmentor internal review and
approval. The Pl should allowtdeastthree (3) weeksfor this internal review. If this is not
feasible, the Pl should contact Bice of Grans Developmentmmediately to make other
arrangements.
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The Office of Grans Developmenteviews proposals for completeness of the Transmittal Sheet
and compliance with agency regulations and coordinates budget reviep@odal with the

Office of Restricted Fundéee Section HF, Budget Revie)vUpon approval of the proposal,
officials of theOffice of Grans Developmentaindthe Office of Restricted Fundsffix the
appropriate documents as required byGodegeand by the potential sponsor.

The staff for theOffice of Grans Developmentvill inform the PI of any elements of the
proposed programsé€., hiring a consultant, organizing a conferénbeat requirespecial
considerationsin addition to procedures common to all sponsored programs and provide
additional information on steps to be taken to avoid delays in establishing an account should
the project be funded.

When the sponsor notifies tkifice of Grans Developmenthat the proposal will (or will not)
be funded, the Office will informall Transmittal Sheet signatorietthe final action taken by
the sponsor.

Note: To expedite the review processsPhay circulate a draft proposal with tBrant and Proposal
Routing Formand budget; however, one copy of the final proposal (as sent to the sponsor) must be
sent to theOffice of Grans Developmenbefore or at the time of subrsien to tle sponsor. In

addition, theOffice of Grans Developmenhighly recommendghat Principal Investigators submit

draft budgets to the Offecof Restricted Fundsr review of completeness and correctnesal&viate
lastminute revisions.

F. Budget Review

The Office of Grans Developmentoordinates the review of proposal and contoactgets

with the Office of Restricted Fund&Vhen theOffice of Grans Developmenteceives a
proposal or contract for transmittal, the Office sends the Transmittal Shetapyg of the
budget jusification to theOffice of Restricted Fund®r review and approval. At the same
time, theOffice of Grans Developmenteviews the narrative, budget, a@dant and Proposal
Routing Fornto ensure consisteg and completeness wfformation. If the budgas

approved, th®©f f i ce of R eeviewerisigns th@ranfFanchPdopodal Routing Form
and returns it tohe Office of Grants Development

If the Office of Restricted Funddetectsa problem with the budgetd Grant anl Proposal
Routing Formis returned totte Office of Grans Developmentvith the nature of the problem
indicated. AnOffice of Grans Developmenstaff member contacts the Principal Investigator
and works wilh him/her and th©ffice of Restricted Fund® resolve the problem. Tigrant
and Proposal Routing Foramd corrected budget are theeturned to th©ffice of Restricted
Fundsfor approval of the budget and signing of taeant and Proposal Routing Farmhich is
then returned tthe Office of Grats DevelopmentThe final budget is included with the
proposal for review by the Chancellor
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G. Restrictions on Multiple Submissiorsto Sponsors

Some funding sources formally prohibit or informally discourage the submission of multiple
applications from a single institution. In such instances, viledigado Community College
faculty and staff prepar@mpeting grant applications, tG®llegewill approve the submission
of only the number of applications specified by the sponsor. Faculty and s}dlfieaedore
encouraged to notify th@ffice of Grans Developmenbf their intent to submit a grant
application in those instances in which @allegeis limited in the number of applications
permitted.

The Office of Grans Developmentvill work with the appropriate officials (e,glepartment

chairs, deans, and directors) to determine a procedure for selecting the proposals to go forth
from the institution. For some programs that have yearly deadlines, a formalized procedure
may have been established.

Note: Principal Investigatorshould contact th®ffice of Grans Developmenas soon as possible
when considering submission under these circumstances.

V. Post-Submission Activities

The decisions involved after proposals have beemstdad require that the faculty/staffember ad

the Office of Grans Developmentontinue to work together closely. As with the transmittal process,
the procedures for award review/acceptaaoe budget negotiation and/or proposal modification are
established b ollegepolicy. TheOffice of GrantdDevelopmentalso coordinate€ollegeprocedures

for the Principal |l nvestigatorods withdrawal of

Office of Grans Developmenhotifies signatories of thérant and Proposal Routing Foand assists

faculty members in requesting reviewersod comme:l

A. Award Review and Acceptance: Sequence and Responsibilities

When theOffice of Grans Developmenteceives notification that an award has been made, the
Principal Investigtor is then asked to review the award document. The Principal Investigator
must be aware of all terms and conditions of the award document.

While the Principal Investigator is reviewing the award documen®fthee of Grant
Developmentonducts its owmeview of cited terms and conditionscluding relevant
regulations ¢.g, Code of Federal Regulations (CFRg¢deral Acquisition RegulatioffBAR),
Office of Management and Bget (OMB) Circulars, and other reference$heOffice of
Grant Developmerdetermines if the award document complies \@thlegepolicies and
procedures and is acceptabldelgado Community Collegéf there are any questions of
compliance wittDelgado Community Collegaolicies and procedures, tkéfice of Grant
Developmentvill consult with the appropriat€ollegedepartmente.g.,Office of Restricted
FundsHuman Resources, Financial Servi,ete)s, Vi
If both the Principal Investigator and ttéfice of Grans Developmenftind the award
document acceptable, tdfice of Grans Developmensecures the signature of the
Chancelloy the only person authorized to accept such awards/contra@sltgado
Community Collegelf/when the award document has also been signed lsptimsor;the
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document is considered to be fully executed aridrnigarded to théffice of Grants
DevelopmentUpon acceptance, copy isforwarded to théffice of Restricted Funds.

The Office of Grans Developmentvill provide theOffice of Restricted Fodsand the

Principal Investigator with project briefs, a summary of the award terms, applicable rules and
regulations, e.g., equipment, publication, intellectual property, issues requiring prior approval,
budget considerations, and usual restrictiongguirements.

B. Budget Negotiations and Proposal Modification

Occasionally a sponsor will express interest in supporting a proposed project provided that
certain changes are made. These may include:

Changes in the budget (usually a reduction)
Addition, modification, or deletion of objectives
Change in performance period

Change in Principal Investigator

= =4 =4 -9

The Principal Investigator should review the proposed revisions and determine whether the
revised project would be in the best interest ofGb#ege For instance, if a sponsor wishes to
reduce the amount of a budget without a comparable reduction of objectives, the project will
probably not be in thbest interest of th€ollegeand the Principadhvestigator.

If the sponsossuggested changes canrbade and the Principal Investigator revises the overall
proposal or budget, the revised proposal should be transmitted through the usual transmittal
processgee Section HE, Transmittal Proce9swith firevisedd indicated on th&rant and
Proposal Routig Form The Chancellomust signify approval.

Note: Negotiationsegarding the technical content of the proposal are the responsibility of the
Principal Investigator. However, all questions relating to fiscal and administrative aspects of the
proposal sluld be referred to th®ffice of Grans Developmenstaff, which will, in close

collaboration with theOffice of Restricted Fundmnd the Principal Investigator, negotiate on behalf of
the College Principal Investigators are remindethat they do not have the authority to commit the
Collegecontractually.

C. Withdrawal of Proposal

If for some reason it becomes necessary to withdraw a proposal before it has been acted upon
by the sponsor, the Principal Investigator shaumldchediatelynatify the Office of Grarg
DevelopmentTheOffice of Grans Developmentvill take appropriate action fahe

withdrawal of the propad and will notify the Chancellor

D. Denial of Funding
When theOffice of Grans Developmenteceives notice that a proposal has not been selected
for funding, a copy of th&rant and Proposal Routing Forsnsent to each signatory of the

form, indicating that the project was not fundedhl Principal Investigator receives a
rejection notice, @opy should be forwarded tbe Office of Grarg Development
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In the case of denied funding, the Principal Investigator is encouraged to request from the
sponsor an evaluation summary of the review. This evaluation may point out omésions
weaknesss in the proposavthich, if addressedcould result in a much stronger subsequent
proposal. First time applications, on the average, are less successful than subsequent
applications. The Principal l nvesti that or i s
Office of Grans Developmenstaff and discuss resubmitting the application to the same

sponsor or seeking other possible funding sources.

V. Sponsored Program PostAward Management

The GrantManager igesponsible for conducting the sponsored prograatcordance witiCollege
and sponsor regulations. This responsibility requires expert knowledge of the issues related to sponsor
program management.

A number ofCollegeoffices share in the responsibility and provide detailed manuals, as well as
individual staff assistancéy assisthe GrantManagetlin gaining the knowledge and skills needed for
successful, accountable program managementGFartManagershould becorm thoroughly
knowledgeable of the policies and procedures covered in the manuals provided by the following
offices and contact their staff as needed:

Office of Grans DevelopmenPolicy and Procedures Manual;
Office of Restricted Funds Restricted Fundgrocedures
Contr ol | eTrabebRedulfations;c e

Office of Human Resource®elgado Human Resources Policies
Equal Access Equal Opportunity OfficeEAEO Requirements

= =4 =4 -8 -

A. Establishment of Sponsored Program Account

The Office of Grans Developmenhormally receives the award notice on behalf of the
College reviews the terms and conditions of the award; forwards a copy of the award notice
and attendant materials to tBeantManagerfor his/her review and acceptance of the award
and its obligationsnegotiates with the spons@garding any terms or conditions that are
problematic to th€ollege keepsthe Chancelloappised of changes and status attimately
accepts the award on behalf of the institution.

The Award Notice document provided by the sponsor is used to estalseparat€ollege
accounfor the intended purpose of the award.

The Office of Grans Developmenturnishes the necessary grant/contract information,
includinga budget, to th®ffice of Restricted Fund® establisithe account. Th®ffice of
Restricted Fundsotifies theGrantManagerand theOffice of Grans Developmenbf the
assigned number and provides information regarding expending the award.
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B. Grant/Contract Post-Award Adm inistration: Responsibilities

Principal Investigator PostAward Responsibilities

TheGrant Manageis responsible for the dap-day management of the program
accordance witiCollegésponsor policies and guidelines. Responsibilities include:

Assembling and providing guidance to program personnel

Expending funds in accordance wilollegdsponsor regulatiws; providing the

Office of Restricted Fundsith activity reports documenting the personnel time

devoted to the program

1 Working with theOffice of Restricted Funds document cost sharing committed in
the grant, as appropriate

1 Conducting the program as described in the proposal and award notification

1 Providing technical liaison with the sponsor

1 Preparing and submitting technical reports amnention reports and cooperating in
the completia of other reports, as requiradd

1 Maintaining records in accordance wiflollegeand sponsor regulations

il
il

Office of Grants DevelopmentPostAward Responsibilities

The Office of Grans Developments responsible for the nefinancial administraon of
sponsored programs whiafrcludes:

Negotiating and accepting award terms and conditions

Coorinating with theOffice of Restricted Fundke preparation of subcontracts

related to sponsored programs

1 Ensuring that th6&rant Managehas obtained all required certifications and
assurances (regarding, for example, the use of animals or human subjects in
research, biohazards, etc.)

1 Serving as a liaison between fellegecommunity and the external sponsor
regarding noffiscal grantsmanagement issues and-cmst extensions

1 Processing actions that require prior sponsor approval or those allowed by the

expanded authoritiesée Section ¥, Systems for Sponsored Required Prior

Approva)

Monitoring report sutmission

Coordinating ovefanon-fiscal grants managemeand

EnsuringCollegeconcurrence with federal regulations regarding-fiscal

compliance issues

)l
)l

= =4 =4

The Office of Restricted FundsPostAward Responsibilities

The Office of Restricted Funds responsible for financial administration of all external grants
and contracts. Specific responsibilities include:
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Serving as contact point with agencies for fiscal matters;
AssistingGrantManagersn fiscal postaward administration;

Ensuring consiste application of federal policies related to fiscal matters;
Establishing accounts for programs after the fiscal review of award documentation;
Informing Grant Managersf program expenditures and encumbrances;

Processing expenditures and submitting fiseports;

Ensuring that all documented cost sharing is reported to the sponsor;

Calculating and recovering all legitimate indirect costs; and

Closing out accounts

=4 =4 =4 _-8_4_9_9_°5_2

C. Subcontracting Procedures

Implementation of some sponsored programs may require that a significant portion of the work
be conducted by a person or persons not affiliatedDelgado Community Collegén such
casesPelgado Community College when desi gnated téadei pféntcia
fiscal agent of the award/contract, issues a subcontract for the portion of work to be performed
by the noraffiliated party. Usually th&rant Managemust indicate in the proposal any intent

to subcontract a portion of the projethe Chancelloris informed of subcontract involvement

before approvalSponsor regulations that apply to the prime recipient of an award may also

apply to any subcontractors and must be referenced in the subcontracts accordingly.

Federal regulations, includir@MB Circular A-110, stipulate clauses that must be passed down
to subcontractors. The prime recipient is responsible for ensuring that the subcontractors are
informed of and comply with these regulations. Standard clauses in federal subcontracts
include, lut are not limited to, the following:

1 Audit;
 Records and retention; and
M Certification of assurances

The Office of Grans Developmengassist€&Grant Managers the development of subcontracts
for sponsored programs and ensures that subcontractors haliedsappropriate financial
information. This assistancenges fromdesigning subcontracts to ensursampliance with
sponsor guidelines. Theffices of Grant Developmergtaff work withthe Grant Manageand
the proposed subcontractors to design anatietg acceptable subcontracts wording in
keeping with sponsor guidelines and regulations@mitegepolicies and procedures.

After subcontracts have been signed by the subcontract@elgddo Community Collegeas
received required documentation (dueports and documentation of indirect cost and fringe
benefit rates)the Office of Grans Developmenprocesses subcontracts anduses the
signature of th€hancellor

The Grant Manages responsible for monitoring subcontracts, including reviewing all invoices

from subcontractorsand attesty t hat subcontractorsdé perform
schedule prior to payment of the invoice.
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Subcontractors are also involved in theselout process of grants and contracts. Grant
Manageris responsible for receiving final invoices in a timely manner sadbkgado

Community Collegéinal financial, programmatic, and other reports can be filed as required by
the sponsor (segectionV-I ReportsandSection WN, Program Termination and Program
Closeout).

D. Sponsor Regulations and Policies

The Grant Managehas the responsibility to administer the grant in accordance with both the
sponsor an€ollegeregulations. Th®ffice of Grants Developments responsible for

reviewing award documentation and preparing Project Briefs of the award férahe

Manager In order to provide a supplement to tBeant Managé&r s own readi ng of
document, the project briefs outline key imf@tion regarding the award, including

performance period, budget amount, costs sharing commitments, key sponsor personnel
information, sponsor regulations, acknowledgment requirements, and reporting requirements.

E. Financial Management

The Office of Restricted Fundsas responsibility for fiscal matters regarding grant and contract
awards. After the award is reviewed amdgessed by the Office of Grant Developméiné

Office of Restricted Fundsstablishes the sponsored program accouatSsetion VA,
Establishment of Sponsored Program Accpantd forwards information pertinent to the fiscal
management of the sponsored program tdtent ManagerGrant Managey are provided

with monthly expenditure sheets reflecting monthly and cunwvel&xpendiires and
encumbrances onCollegefiscal year basisJuly 17 June 30.

TheGrant Manageis responsible for managing the budget and expending it in accordance with
sponsor an€ollegeregulations on allowable, allocable, and attributableeegps related to

the project, as indicated in the approved budget. Some sponsors require approval of any
divergence from budget categories or iteBection WK, Systems for Sponsored Required

Prior Approval,provides information regarding procedures feelgng prior approval for

deviations from conditions imposed in an award documentGraet Managemust be
familiarwithandc o mpl vy wi t h bot h t he Ceollegequisainedfer gui de
fiscal management of sponsored programs.

General guidelines for expending sponsored program funds are as follows:

1 Costs must be allocable, bearing a direct relationship to the activities of the
program, not the general needs of the departmedolege

1 Costs must be reasonable, reflecting consciesitama prudent financial decision
making

9 Costs must be consistently treatedhifite normal costs standards of hellege
and not exceeding normal limits of similar charges that are not grant supported

1 Cossmust adhere to sponsstated restrictions, cegnizing and respecting any
restrictions on use of funds stipulated by the sponsor.
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TheCollegeis subject to an annual audit in accordance WihB Circular A133 This audit
conforms to specified federal guidelines and serves to certify the effeztivef the financial
management systems and internal procedures. Fiscal integrity of financial transactions is tested,
as well as compliance with terms and conditions of federally sponsored activities. The annual
audit involves a review of both institutial systems and selected individual programs accounts.
Financial records and internal oversight are also subject to review by internal audit.

TheOffice of Restricted Funds available toGrants Mangers to assist and advise regardisgal
issues relateé to sponsored programs management.

F. Personnel Issues and Procedures

Collegepolicies and procedures, as well as any sponsor regulations, strictly guide the hiring of
personnel to be associateth a sponsored program. The Grant Manag#éibe required to
address issues such as the following:

Determination of staty®.g, consultant/independent contractor, or employee
Determination of position classification, which establishes salary range
Compensation guidelines

For employment polieis andnformation on personnel issuesnsult theOffice of
Human Resourcesnd

1 Equal Access Equal Opportunpplicies and procedures

= =4 =4 -4

G. Purchasing and Property Control

General Purchasing Procedures

Federally funded projects are required by law tmply with certain purchasing standards.
These may include documentation of bid, utilization of women/minority owned businesses,
compliance withFair Labor Standards, and other issu&be Grant Manageshaild work with
the Office of Restricted Fundasnd he Office of Grans Developmento ensure compliance

with sponsor purchasing requirements.

All funding through federal grants and contracts will be processed throu@lolleged s
accounting system. Therefore, purchases are subjechte  C oHurchewging Brecedures
policy andPublic Purchasing Laws.

Property Control

The Property Control Of fice manages the Coll
requirements. The Office of Restricted Funds utilizes the information provided by the Office of
Property Control for sponsored program reporting purpdsesntory Control numberare

assignedy theProperty Control Officeand affixedto each piece of equigert in a readily
accessible place i n &anagemedtand Eentrolaf $tate Ptopedy Co | |
policy and procedures.

The purchasing of sponsoreduipment requires the initial determination concerning whether
the item is a purchase that must be inventoried or one that is expendable in nature
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Note: Sponsor definitions of equipment may vary from College definitions. The Office of Restricted
Fundsand the Office of Grants Development can assist in determining whether an item should be
purchased with equi p mdanagementand Gontrol8kate Propertjor Co | | e g
more information.

H. Travel Policies

Travel activities must be i n cothpQoilegehs e wi t |
Professional Leave and Trayallicy. For example, travel outside the continental United States
generally requires prior approval by the sponsoring agency grants officer, as well as by the
College WhenDelgado Community Collegend the sponsoring agency travel rates differ, the
morerestrictive rate appliesor mor e i nf or ma tPiofessignal seeveandh e Co
Travelpolicyand contact the Coll egebs Accounts Pay

I. Reports

For all sponsom programsGrant Managersust notify theOffice of Grans Development

when a technical/programmatic report is sent to the sponsor. This may be accomplished by
sending theffice of Grans Development copy of the repogentto the sponsoand/or a

copy of the cover letter addressed to the sponsor representative. In addition, for all other reports
required by the sponséexcept for fiscal/financial reportsgrant Managershould send the

Office of Grans Development copy of the reporof the OfficialCollegefiles to document

report submission.

Time and Effort Reports

Purpose of Report

The Time and Effort Certification Form represents an dftefact certification of an
individual 6s actual ef f oinstdesigneht@gather effalatedh d Ef |
data as required by Office of Management Baodget Circular A21. Employees who are paid

(totally or partially) from federally funded sponsored agreethemtemployees who are used

in mandatory or voluntary cosharingfor those awards are subject to 21 reporting

requirements.

Frequency of Reports

TheTime and Effort Report is generatedta¢ end of each quar for employees havingeaty
appointmentsThe Effort Certification Report must be certified by #mployee and a
responsibleCollegeofficial (usually theGrant Manageand the immediate supervisor). The
persons certifying the report must have firsthand knowledge or suitable means of verifying all
the effort shown on the report. Suitalheans of verifation includeeffort that is inferred from
time sheets, work product, work contributed, etc. The sigivaé andEffort Report must be
submitted to th®©ffice of Grans Developmentvithin thirty (30)days afterthe end of the

quarter

Reports to the Sponsor

Sponsors frequently require the following types of reports:
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Technical/Programmatic Reports TheGrant Manageis responsible for meeting the
sponsor6s schedule for techni callhefopeguergy ogr a mi
and type of reports vary by sponsor and program. Some programs require only a final program
report. The reporting requirements are stateferencedh the granfcontract award
document.

Fiscal/Financial Reports: Fiscal/Financial reportarecompleted by th©ffice of Restricted
Fundson the schedule and in the format requested by the sponsor. For further details regarding
these reprts, contact th©ffice of Restricted Funds

Equipment Purchase Reports:Occasionally, sponsors will requireports (usually on an
annual basis and along with the final report) on the equipment purchased with sponsor funds.

Note: Sponsors may withhold payments toGb#egebecause of late or delinquent reports
J. CostSharing Documentation

It is theGrantManaged s r e s pto woskiwithitheQfficeyof Restricted Funder the
mandatory documentation of cost sharing committed in the approved budgee¢sae 111-D,
Cost Sharing Procedurgs

Systems for capturing documentation already existdonmon forms o€Collegecash and in

kind cost sharing, such as indirect costs relatddeigado Community Collegdirect costs,
salaries, and fringe benefits. Salaries and effort meis¢ported to th®ffice of Restricted
Fundsquarterly. In determininthe level of effort for a sponsored project, teaching load and
other assigned duties of individualls addition to other cost sharing commitmemntsist be
considered. Time must be available for the individuals to perform on the project both for pay
and br contributed effort.

For anythird-party cost sharing, the Grant Managkould work withthe sponsor, th@ffice
of Restricted Fundsaind theDffice of Grans Developmento ascertain what constitutes
appropriate docunmation for cost sharing. The GitaManageshould then inform the third
party cost sharer of the schedule and nature of the required documentation.

K. Systems for SponsoRequired Prior Approval

During the course of a programGaant Managemay find it necessary to deviate fra@rtain
conditions inposed in an award, such@erformance period, budget, etc. Some deviations
from award conditions can be approvedislgado Community Collegas a result of
expanded authorities provided in OMB Circula1lA0, Uniform Administrative Bquirements
for Grants and Agreements with Institutions of Higher Education, for federally funded
programs. Th&rant Manageis responsible for initiating the request and justifying the
requested changes. The writteguest must be signed by the Grannhiligerand forwarded to
the Office of Grant Developmerior review and approved by ti@hancellor.The Office of
Grans Developmentvill send the request to the spongBhanges will not be made until
written approval is received from the sponsoring agency.

Note: The Office of GrastDevelopmentn coorination with he Office of Restricted Funds
processes all requests that are allowed by expanded authorities grantedCollgggeor that require
prior approval by the sponsor.
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L. No-Cost Extension

Although sponsorexpect the sponsored program to be completed by the originally specified
deadline, some-copdnexitenaslilomwofnmd the progr
may agree to an extended performance pdndadommits no additiondlinding to the

program. Among sponsors allowing-nost extensions, the procedure for obtaining-aosi

extension and the amount of time allowed for an extension vary. Some federal agencies
authorize theCollegeto grant these extensions internally, witagencyguidelines. Th&rant
Managershould providehe Office of Grarg Developmentwell in advance of the program
termination date, information regarding the allowance of and the procedure for requesting a no
cost extension on a project.

M. Principal Investigator Transfer and Transfer of Equipment

The official recipienpf the sponsored programs is tbellege therefore, title to equipment

acquired with sponsored funds vests with the grante€ dhege If the Principal Investigator

leaves theCadlege a decision must be made as to whether or not the award will be transferred

with the Grant ManagerGrant Managershould discuss their transfer plans with their

immediate supervisor/Departmertidr andthe Office of Grarg Developmentlif both the

Chancellorand the sponsor approve a transfer Qfffece of Grans Developmenand the

Office of Restricted Fundsill work with the receiving institution and th@aensor toaffectthe

transfer of the grant. Each circumstance requires individual attesttitivat the process
represent®elgado Community Colleges i nt erest s appropriately
sponsored programe eds of the Principal l nvestigator

N. Program Termination and Program Closeout

Program termiation procedures vary by sponsor. The Principal Investigator should review
award documentation for termination procedures and wotkthatOffice of Restricted Funds
andOffice of Grans Developmento effect the termination of the award in complianceéawit
sponsor regulations. Ti@ffice of Grans Developmensends Principal Investigators notices

prior to the end of the performance period to remind them of the impending termination of the
award.

The program closeut process varies with each sponsor lautegally involves submission of
final technical and financial reports and possibly other refpartest commonly patent,

invention, and equipment repadtas specified by the sponsor. TBeant Manageshould

contact the Office of GrasDevelopmentif in doubt regarding reports that are due, and should
make sure that all technical reports and any other deliverables required by the sponsor are
completed and submitted in a timely manner. Ofiice of Grans Developmengssists in the
completion of poperty and patent reports and submits them to the sponsor on behalf of the
institution. TheOffice of Restricted Fundsill close the sponsored program after all the
requirements have been met and final payment has been received.

O. Program Income

Somesponsored programs generate income (e.g., from registration fees for conferences, the
sale of materials developed with sponsor funds, etc.). Sponsors, especially federal agencies,
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may have regulations and policies about how proggamnerated income shoubé accounted
for and spent.

If the products or resources provided by the grant/contract are or may be involved in the
generation of income, the Principal Investigatoodd contact th©ffice of Restricted Funds
to identify procedures for the accountiagd spendingf sponsored prograigenerated funds.

P. Non-Governmental Contracts- Industrial

On behalf of theCollege theOffice of Grans Developmentn concert with theOffice of
Restricted Fundeeviews and negotiates all contracts, including agesesn Industrial
agreements often require rdigitions with the industrial sponsor, especially the rights to data
and intellectual property. Principal Investigators considering contract work with industrial
sponsors should contact téfice of Grans Developmenearly in the process.

Q. Records Retention

Sponsors vary regarding the length of time@uo#legeis required to maintain records. Sponsor
terms may, in fact, differ from prograto-program. Typicallythe Collegas required to retain
official Collegerecords foffive (5) yeardrom the end of the project period and Principal
Investigator reords forthree years. If an audit is initiated within this thyear period, records
must be maintained an additional threargeafter audit issues are resolved.

Official records can include program records housed with the Principal Investigator, fiscal
records and documentatilioused with th©ffice of Restricted Fundshe official application
and award file housed the Ofice of Grans DevelopmentAll reports are the property of the
College Principal Investigators must notify tkéfice of Grans Developmenbefore any

program records or files are destroyed ormoved rome Col | ege . RScerds t h e

Retention Program polidpr more information.
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VI. Compliance Issues: Regulatory Bodies, Policies, and Assurances

Federal guidelines require institutional approval and oversight of activities involving human subjects,
animals, human body and fluids, and hazardous materials. Researchers whose whaitus,

externally funded omot, involve one or more of these agties should seek the appropriate

institutional clearances as early in the proposal development stage as possinlesaobtain

approval before research proceedse e t h e [n€litutiohaéRpwedv8oard Procedures more
information.

Funding organizations, particularly federal and state agemeasire numerous certifications and
assurances as a part of the proposal submission and award acceptance process. Maayeof these
standard and simply require the signature ofGbleged s aut hori zing offici al
The Grant Managerdepending on the type of projectust initiate other clearances. Federal

regulations stipulate that insttions applying for fderal funds assure that appropriate federal agency
that certain conditions and policies are in place and implemented at the applicant institution.

Federal funding is at risk institutioawide if individuals do not comply with these requirement$e
Office of Grans Developmentoordinates the assurance process and providé€htnecellorand/or
Vice Chancellor for Academic Affaif®r signaturs on institutional certifications for a number of
compliance issues.

A. Delgado Community Collegdndirect Cost Policy and Procedures
Definition

Indirect Costs or FacilitieandAdministrative Costs (F&A) are those that are incurred for
common or joint objectives antherefore cannot be identified readily and specifically with a
particular sponsored project, astructional activityor any other activity or any other
institutional activity.

Policy

The purpose of the Indirect Cost Policy is to provide direction for recovery of all progré&n cos
of grants by requiring that Facilities andiiinistrative(F&A) costs are included in the
proposed budgets.

Full F&A Cost recovery is to be included in all sponsored program proposals. The F&A costs
rates are set through negotiations with the federal government (Department of Health and
Human Services) to recover aat expenses incurred liye College Exceptions to the policy

are made for certaiproposals to the state of Louisiaaad proposals where agency guidelines
state that no F&A cost or less than full F&A cost will be paid. {feateral organizations whose
guidelines will not permit F&A cost will beeviewed to determine gome of the F&A items

might be included as direct s

Exceptions tahe polcy are to be initiated by the Grant Managad Department Chauwnit
Headandapproved by th®ean, as appropriate. The exception request will then be forwarded
to theDirector of Grars Developmentor review and signature. Thexception will tken be
forwarded tahe Director of Restricted Fundgice Chancellor(s)andChancellorfor final
approval.
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Under the current budget system, indirect cost dollars are collected and managatlycbgtthe
Chief Financial Officerand are used to provide general fund support for all the units within the
College

B. Standard Federal Assurances

Specific standard assurances are typically requoyefg@deral funding agencies. Most often,

sponsors supply the institutional certification and assurance forms redtiledsponsor does

not provide these, a copy of the form Institutional Certifications Regarding Lobbying;

Debarment, Suspension and @tliResponsibility Matters; and Dreigree Workplace

Requirements, which is located in Apperiglixan be used for stitutional certification.The

C h a n c¢ esigriatare @n she standard federal assurances indicat€sittged s c omp |l i anc
with these requements.

Lobbying

Public Law 101121 states that applicants for federal funding must provide the following
information on any contract, grant, or cooperative agreement exceeding $100,000:

1 Certification that no federal appropriated funds have been pawlilbbe paid to
any person for influencing or attempting to influence a federal employee in
connection with the appropriation of federal funds;

1 Submission of Standard ForbhL Disclosure Form to Report Lobbying (included
in AppendixB) if nonfederal fums are used to pay any person for influencing or
attempting to influence a federal employee in connection with
the appropriation of federal funds

Debarment and Suspension

With the submission of an application for federal funding, an institution ceutty or provide
an explanation why it cannot certify that it and its principals, includorsultants and
subcontractors:

9 are not presently debarred, suspended, proposed for debarment, declared ineligible,
or voluntarily excluded from covered transacis by any federal department or
agency;

1 are not presently indied for or have nowithin a threeyear period peceding an
application,been convicted of or had a civil judgment rendered against them for
commission of fraud or a criminal offense in connection with obtaining, attempting
to obtain, or performing a public transaction or contract under a public
transaction; violation of fede or state antitrust statutes or commission of
embezzlement, theft, forgery, bribery, falsification or destruction of records, making
false statements, or receiving stolen property; and

1 have not within a thregear period preceding an application had aremore
public transactions terminated for causedafault
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Drug-Free Workplace and Workforce

All grants or contracts made by a federal agency after March 18, 1989, require that applicant
organizations assure the fedegalvernment that work on thepeojects will be in a drudree
workplace. As part of the certification process, institutions federally funded are required by law
to develop a drudree workplace policy, which applies to all personnel engaged in the
performance of a grant or contrachfled with money from a federal agency. The policy also
applies tostudentgaid from funds acquired directly from a federal ageS@e the current
DelgadoDrug Free College policgnd theLCTCS Drug Free Workplace policy

The policy states in part hat:

1 the unlawful manufacture, distribution, dispensation, possession, or use of a
controlled substance is prohibited in the workplace;

as a condition of employment, employees must abide by the terms of the statement;
any employee convicted of a drofflenseoccurring in the workplace is required to
notify his/her immediate supervisor no later than {&edays after the conviction.

il
T

The policy outlines the sanctiotizatmay be takeif an employee violates the policy. Such
sanctions may include termination of employment, satisfactory completion of a rehabilitation
program or suspension.
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Appendix A

Guides/Forms for Proposal Development and Submission

Grant Proposal Elements and~ormat

Proposal Budget Checklist

Delgado Proposal Submission Procedures

Delgado Grants Development Forms
0 DelgadoGrant and Proposal Routing Form (Form 6310/001)
o DelgadoGrant Concept Planning Form (Form 6310/002)
0 DelgadoGrant Process Cheklist (Form 6310/003)
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Grant Proposal Elements and Format

Proposed Té name and address of the funding source.
Proposed Froril name and address of you and your organization.

Table of Content$ a table of contents page with page numbers for each of the following
sections:

Abstracti a one page synthesis of the elements in the entire proposal, a brief description of
all the components of your project.

Probkem Statemerit a description of the problem, using risk and frequency assessments from
legitimate sources that will state the extent of the problem.

Literature Review a reference librarian will be priceless for this portion of your research
You will need to do a thorough search in all of the publications, professional journals, and
demographic resources to demonstrate you have a professional understanding of the problem.

Methodsi describe the methodology, activitiegdaresources you will use to complete
research, initiate a social program, improve a social program, or implement resources
requested from funding sources.

Evaluationi provide a means of demonstrating that the funding has achieveegsagward
goals of alleviating the problem in the problem statement.

Budgeti a detaied budget must be providedone in a format that is easily understood

by the funding sources grant proposal committee, including each person working for the
project, contracted work, fixed and variable costs and supplies that will be necessary.
Budget Justificatiofi a detailed rationalef why each component ofd@loudget is necessary.
Project Personnél Resumesind descriptions of the key project personnel and their
qualifications to administer the projecmaller community projects require far less
qualificationsthan a national program, of course.

Bibliographyi a bibliography of all of the referenced material and resources in the problem
statement and methodology section.

ExhibitsT any materials you will use in your research project or proghatyou can
demonstrate in hard copy such as tests, pictures, or diagrams.
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Proposal Budget Checklist

|. General

=

|l s your budget prepared according to the a
2. Has enough money in each expense category been requestedise pinagect can be
properly executed?
3. Have budget computations been douthecked for accuracy and do all of your budget
figures balance?
4. Have you itemized each categarfyexpenditure and are appropriate items described and/or
justified in the narrativand/or budget justification page?
5. Have you explained any unusual expenditure in the narrative and/or budget justification
page?
6. Have you itemized eadbollegecontribution to the project, both cestharing and matching
funds? Have these items besproved and allocated by the appropriate administrators?
7. Have all the following itemsden accounted for if relevantlaries for principal
investigator(s); wages for undergraduate assistants; salaries for secretarial and technical
assistance; payments ¢onsultants; travel and per diem cpbtslding rental costs;
equipment costs; cost of expendable supplies;:-thsigince telephone charges; mail costs;
duplication costs; publication costs; costs of specific supplies (for examglgnetic tape,
film, batteries); data processing costs; and so on?
8. Has excess nAfato or fApaddingo been tri mmed
normal inflation of items?

[I. Personnel

=

Are salary rates compatible with current salary ranges?

2. If faculty-staff salaries arto be part of the costharing contribution, have they been
figured accurately andasapprovalbeenobtained?

3. Does the budget provide for salary increases if the project perieddsxover more than
one quarter starting Octob&?

4. Does the budgenclude proper support for fringe benefits?

5. Have staff positions and the proportion of time being committed to the project by the

principal investigator and others been cleared with the appropriate administrators?

lll. Equipment

1. Have you checked with your urand other units on campus to determine if needed
equipment is presently available?

2. Is equipment purchase allowed by the sponsor?

3. Have you checkedith appropriate sources for information on equipment costs, vendor
procedures for purchase, and so on?

4. Have you included the cost of delivery, installation and auxiliary parts in the purchase
price? Have you considered increases in cost in the purchase price? Have you considered
increases in cost if purchase will not be made until sometime in the future?

5. Haveyou included the cost of maintenance, service agreements and insurance (when
appropriate) in the fiother direct costso b

6. Have you included an itemized listing of equipm@ne¢ludingtype of equipment, specific
name, model mumber, price, vedor, and so orgither in the budget form or budget
justification page?
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IV. Expendable Equipment and Supplies

1.

2.

V. Travel

1.

Have you provided for adequate expendable equipment and supplies to complete the
project?

If substantial funds have been regeesn thisbudget category, haan itemized list and
justification been included?

Have you folowed theColleged s , a grethet gpidisable regulations for allowable
rates for travel and per diem expenses?

Have you included adequate trairelyour budgéto complete the project, including
possible travel to meetings or conferences?

Have you itemized and justified your planned travel, including destination and purpose?
Have you allowed for future increases in costs for transportation?

Have you included htypes of travel expenses, that is, transportation, per diem, and local
travel?

VI. Other Costs

1.

wn

©xoNOo O

Publication cost$ have you itemized publication costschuas page chargespecial
photographyayouts, purchase of books, reprints, abstracts, library searches, conference
proceedings, and so on?

Computer costs have you requested the full cost of computer services?

Other direct costgf pertinent- have you itemized expenses for iteraslsas space rentals
at sites other than theollege?

Shipping of material?

Communications (telephone, lowigstance charges, postage, }etc.

Equipment rental, maintenancesarvice agreements?

Temporary secretarial assistance?

Subcontracts?

Consultant fees?

Office of Grants Development Policy and Procedures Manual, Apprt¥@d.8 39



10/1/18
Delgado Community CollegeProposal Submission Procedures

Delgado Community Collegencourages faculty and staff to engage in scholarship, professional
development and sponsored program activities.ddleegepromotes the acquisition of external

support for these endeavors. Listed below are established procedures for the solicitation of sponsored
projects aDelgado Community Collegdll grant and contract applications for external funding must

be submittedhroughthe Office of Grants Development

THE ONLY AUTHORIZED SIGNATURE FOR THE COLLEGE IS THAT OF THE
CHANCELLOR

Processing of requests fraBollegeemployees to seek external funding involtressesteps:

1. Principal Investigator The Principal Investigatdor the project/sponsored activity is responsible
for initiating the submission process by completirigedgado Community Collegérant and
Proposal Routing Forrand submitting it, along with a complete copy of the psgdpto his/her
Department Chair/Unit Head hePrincipal Investigatois also responsible for ensuring that the
proposal is routed through tiollegeprocess (steps2 belav) and delivered to th®ffice of
Grans Developmentor review.

2. Depariment AuthorizationDepartment GairdUnit Headsare responsible for initial veew to
ensure that the proposptbject is feasible with respect to personnel and material resourcédsaand
the proposed project is appropriate to the mission of the department. Signature of the Department
ChairUnit Headwill signify approval of any department commitment for matching funds.

3. Principal Investigator Submits proposal to theffice of Grans Developmentor further review.

4. Office of Grans DevelopmentAll grant and contract applications are to be submittededffice
of Grans DevelopmentProposals will be reviewed for compliance with the agency/sponsor
guidelinesCollege state, and federal policies. After the initial review, @féce of Grans
Developmentoutes the proposal, as needed, toftilewing: 1) Dean,2 ) t hVeee Ghandedior,
3) Director of Restricted Funds fbudget eview, 4 Assistant Vice Chanceltdor Facilities
Planning(if the proposkinvolves any acquisition andr modification of physical facilities 5)
Vice Chancellor for Academic Affairs, ang Ghancellor

5. CollegeOfficial Authorization The DesignatgCollege Official (he Chancellgrreviews the
proposal for consistency with college/school mission and availability and commitment of support
services, includingime, space and matching funds after all other approvals have been secured.

6. Office of Grans DevelopmentThe signed proposalilvthen be returned to therincipal
Investigatorfor submission to the agency/sponsor unless prior arrangements have been made with
the Office of Grans Developmento assemble and mail the proposal.

Note: Proposals are to be submitted to @i#ice ofGrants DevelopmenAT LEASTTHREE (3) WEEKS
PRIOR TO THE AGENCY/SPONSOR DEADLINE.
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Delgado Community College Grants Development Forms

Available on theDffice of Grants Development Procedures and Forms webpage

1 Grant and Proposal Routing Form (Form 6310/001)

1 Grant Concept Planning Form (Form 6310/002)

1 Grant Process Checklist (Form 63103)
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Appendix B

Policies/Forms for Common Certifications

Assurances, NorConstruction Programs

Institutional Certifications Regarding Lobbying, Debarment, Suspension and Other
Responsibility Matters; and Drug-Free Workplace Requirements

Certification of Eligibility for Federal Assistance in Certain Programs

Disclosure Form to Report Lobbying (Standard Form LLL)

Instructions for Completion of SFLLL, Disclosure of Lobbying Activities
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OMB Approval No. 4040-0007
Expiration Date 04/30/2008

ASSURANCES - NON-CONSTRUCTION PROGRAMS

Public reporting burden for this collection of information is estimated to average 15 minutes per response, including time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. Send comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for
reducing this burden, to the Office of Management and Budget, Paperwork Reduction Project (0348-0040), Washington, DC 20503.

PLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE OFFICE OF MANAGEMENT AND BUDGET. SEND
IT TO THE ADDRESS PROVIDED BY THE SPONSORING AGENCY.

NOTE:  Gertain of these assurances may not be applicable to your project or program. If you have questions, please contact the
awarding agency. Further, certain Federal awarding agencies may require applicants to certify to additional assurances. If
such is the case, you will be notified.

As the duly authorized representative of the applicant, | certify that the applicant:

1. Has the legal authority to apply for Federal assistance Act of 1973, as amended (29 U.S.C. §794), which
and the institutional, managerial and financial capability prohibits discrimination on the basis of handicaps; (d)
(including funds sufficient to pay the non-Federal share the Age Discrimination Act of 1975, as amended (42
of project cost) to ensure proper planning, management U.S.C. §§6101-6107), which prohibits discrimination
and completion of the project described in this on the basis of age; (e) the Drug Abuse Office and
application. Treatment Act of 1972 (P.L. 92-255), as amended,
relating to nondiscrimination on the basis of drug
2. Will give the awarding agency, the Comptroller General abuse; (f) the Comprehensive Alcohol Abuse and
of the United States and, if appropriate, the State, Alcoholism Prevention, Treatment and Rehabilitation
through any authorized representative, access to and Act of 1970 (P.L. 91-616), as amended, relating to
the right to examine all records, books, papers, or nondiscrimination on the basis of alcohol abuse or
documents related to the award; and will establish a alcoholism; (g) §§523 and 527 of the Public Heaith
proper accounting system in accordance with generally Service Act of 1912 (42 U.S.C. §§290 dd-3 and 290 ee-
accepted accounting standards or agency directives. 3), as amended, relating to confidentiality of alcohol
and drug abuse patient records; (h) Title Vili of the
3. Will establish safeguards to prohibit employees from Civil Rights Act of 1968 (42 U.S.C. §§3601 et seq.), as
using their positions for a purpose that constitutes or amended, relating to nondiscrimination in the sale,
presents the appearance of personal or organizational rental or financing of housing; (i) any other
conflict of interest, or personal gain. nondiscrimination provisions in the specific statute(s)
under which application for Federal assistance is being
4. Will initiate and complete the work within the applicable made; and, (j) the requirements of any other
time frame after receipt of approval of the awarding nondiscrimination statute(s) which may apply to the
agency. application.
5. Will comply with the Intergovernmeqtal Personngl Act of 7. Will comply, or has already complied, with the
1970 (42 U.S.C. §§4728'4763) relating to prescribed requirements of Titles Il and il of the Uniform
standards for merit systems forAprograms‘ funqed under Relocation Assistance and Real Property Acquisition
one of the 19 statutes ar regulations specified in Policies Act of 1970 (P.L. 91-646) which provide for
Appendix A of OPM N §tandards for a Merit System of fair and equitable treatment of persons displaced or
Personnel Administration (5 C.F.R. 900, Subpart F). whose property is acquired as a result of Federal or

federally-assisted programs. These requirements apply

6. Will comply with all Federal statutes relating to
to all interests in real property acquired for project

nondiscrimination. These include but are not limited to:

(a) Title VI of the Civil Rights Act of 1964 (P.L. 88-352) purposes regardiess of Federal participation in
which prohibits discrimination on the basis of race, color purchases.

tional origin; (b) Title IX of the Educati ) .
SrpuAAESCORE ) 35 0 ication 8. Will comply, as applicable, with provisions of the

Amendments of 1972, as amended (20 U.S.C. §§1681-
1683, and 1685-1686), which prohibits discrimination on
the basis of sex; (c) Section 504 of the Rehabilitation

Hatch Act (5 U.S.C. §§1501-1508 and 7324-7328)
which limit the political activities of employees whose
principal employment activities are funded in whole or
in part with Federal funds.
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