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I. MESSIAH COLLEGE GRANTS PHILOSOPHY

Grants serve many purposes for the Messiah College community.  First, they provide needed additional resources – i.e., time, materials, equipment, and other professional necessities –that may not be obtainable through the department’s budget.  Second, grants provide access to the expertise and resources of collaborators not otherwise available.  Third, receiving a grant is an honor to the recipient and to the College and may lead to avenues for future funding.  Fourth, the actual grant writing process can help to clarify current institutional and/or professional priorities and long-term career goals for curricular and co-curricular educators.  Therefore, in contemporary academic life, grant proposal writing is an increasingly critical activity on a thriving college campus.

II. INTERNAL GRANTS

Broadly defined (per the COE handbook), there are two types of grant opportunities at Messiah College: internal and external.

The internal Ranked Faculty Grants Program is directed by the Assistant Dean for Faculty Development, Dr. Rhonda Jacobsen.  Grants available in this program include Curricular Development, Cross-Cultural, Teaching Enhancement, Creative Teaching, and Scholarship.  Persons interested in applying for these grants should contact Dr. Jacobsen’s office at extension 6013.

III.  EXTERNAL GRANTS

Messiah College encourages curricular and co-curricular educators and administrators to seek funding from external sources to meet existing needs and to conduct special projects.  External sources of funding may come from four types of constituencies:

· Federal, State, and Local Government Agencies

· Philanthropic Foundations

· Corporations and Corporate Foundations

· Private Donors

Funds are raised from these sources either in response to requests for proposals (RFPs) or through efforts initiated by the College.  There are four categories of external grant proposals:

A. Institutional Priorities of the College

The president and senior administration, in collaboration with the board of trustees, identify the institutional priorities of the College.  The director of development and the senior fundraising team then prepare a fundraising strategy for these priority projects.  Some of these strategies may include writing grant proposals, including capital grants, scholarship grants, and endowment grants.

B. Faculty Research/Scholarship Grants

Faculty who wish to obtain external funding for their own research or scholarship activities are encouraged to seek external grant opportunities.  These may include grants to private foundations or government agencies. For proposals over $10,000 or that impact teaching load, faculty must go through an approval process by completing a Special Project Fundraising Form.  See Appendix A for an example of the form.
C. Awards and Prizes

Messiah personnel are encouraged to apply for awards and prizes that do not involve release time or other institutional support.  Awards and prizes may include recognition for outstanding teaching, exemplar professional qualities, or specific projects.  There is no need to involve the provost/vice president in the application process unless it is required by the awarding agency or if you desire pre-application feedback to strengthen your proposal.  However, if successful, personnel must notify the provost/vice president, appropriate school dean, and the grants office so that the award or prize may be celebrated.  Recognition of such professional accomplishments is a positive reflection on the academic vigor of the institution.

D. Special Programs and Projects
A “Special Project” is any activity that is not included in the operational budget of the College.  They may be student athletic trips, chorale trips, lectureships, or new equipment.  Any project that is not included in the operational budget and is not considered faculty research or scholarship must go through the approval process by filling out a Special Project Fundraising Form.  See Appendix A for an example of the form.  

In recognition of the importance of the development of faculty and scholarship grants, awards and prizes, and special projects, the College provides a variety of support services for applicants and project directors.  These services are coordinated through the Grants Office.
IV. GRANTS OFFICE

A. Mission Statement

The mission of the grants office is to assist the Messiah College community in obtaining external funding for programs and research projects.  Our goal is to remove barriers between projects and possible sources of funding so that the College community may flourish in both its mission and purpose.

The grants office assists project directors with pre-award and post-award activities.  The grants office services may be accessed at anytime during the pre or post award processes. Those wishing to use the services of the grants office are asked to contact the office well in advance of the date that funding is needed. 

B. Pre-award Services

In general, project directors are responsible for producing their own grant documents, from original proposal to final project report.  In many instances, however, the grants office is able to assists in the process of producing the grant proposal.  The grants coordinator assistance can include, but is not limited to, the following:

· Research

· Writing/editing 

· Budget preparation

· Submission

· Resubmission

Project directors who want to take advantage of the assistance available through the grants office must adhere to the production schedule established by the grants office in cooperation with the project director.  Final responsibility for the content of the grant proposal remains with the director of the proposed project.

C. Researching Sources of Funding

The grants office has several resources to assist with identifying potential sources of funding.  First, the grants office maintains a grants resource library.  This library includes standard print and reference sources on private foundations, state and federal government agencies, software programs that assist in computer searches for external funders, and electronic newsletters with current requests for proposals.

Software resources include:

· Foundation Center Search (FC Search)

· Lexis-Nexis(
The grants office is also a member of several professional organizations that offer both networking and supportive services related to foundations and grants.  Our list of memberships includes:

· Council for Advancement and Support of Education (CASE)

· American Association of Grant Professionals (AAGP)

The grants office is a member of numerous listservs that provide timely and informative dialog on issues related to all aspects of grant preparation.  The listservs include:

· National Endowment for the Humanities (NEH) Outlook

· National Institutes of Health (NIH) 

· National Science Foundation (NSF) E-Bulletin

· RFP Bulletin (Foundation Center) 

· Institute of Museum and Library Services (IMLS)

· Corporate and Foundation Relations (cfrnet)

The grants office receives several monthly electronic newsletters.  Those newsletters include:

· National Institutes of Health (NIH) Guide

· Institute of Museum and Library Services 

· Association of College and University Offices (ACUO) 

Finally, the grants office regularly receives publications that are geared for those seeking funding opportunities for their research or program ideas.  These publications include:

· The Chronicle of Philanthropy
· The Pennsylvania Non-Profit Report
The development office subscribes to the following publications that are routed to the grants office for review:

· The Chronicle of Higher Education
· Central Penn Business Journal
· Development and Alumni Relations Report
· Current

D. Post-award Services

The grants office may be of assistance to project directors with the grant administrative process.  The grants administrator assistance can include, but is not limited to, the following:

· Interpreting grant requirements 

· Understanding agency jargon 

· Explaining College grant policies

· Budget reporting

· Liaison with business office regarding grant management

· Stewardship reporting

· Project management 

In conjunction with the business office, the grants office has primary responsibility for two activities:

1. Liaison with Funding Agencies

The grants office may act as the contact between the funding agencies and the College for both pre-award and post-award communications.  Contact with funding agencies for all purposes, both pre-award and post award, must be cleared through the grant office.  Copies of all documents submitted to funding agencies must be submitted to the grants offices.  

2. Coordination Among Messiah College Offices

The grants office coordinates actions on issues that require the participation of many offices within the College.  For example, preparation and submission of final reports require the participation of the project director, and the business office.  The grants administrator may assist in this process by serving as a liaison between the project director and the business office.  Any post award financial or reporting matters should be referred to the grants administrator.

V. GRANT WRITING PROTOCOL 

A. Grant Guidelines for Institutional Priorities

The director of development, in consultation with the president, senior administration, and the board of trustees, issues directives to the grants office about potential proposal to sources of external funding.

B. Grant Guidelines for Faculty Research/Scholarship
The provost of Messiah College encourages faculty to pursue off-campus awards and grants.  Faculty who receive external funds remain eligible to apply for internal grants from Messiah College.  The following guidelines suggest a general pattern for many applications, but every application is likely to have unique element that will be processed on a case-by-case basis with the appropriate school dean.

Faculty who are preparing proposals or anticipating contacts with outside foundations, government programs, or granting agencies should proceed through the following steps:

1. Discuss the idea for the proposal with the appropriate department chair early in the grant development process

a) To determine any impact of the grant project on the faculty member’s other departmental responsibilities, and 

b) To develop an appropriate plan for completing the grant project and insuring that the vacated responsibilities of the faculty member are appropriately reassigned for the time period of the grant.

2. Prepare a written draft of the proposal and present to the appropriate school dean for review.

a) The school dean may suggest that the faculty member consult with appropriate resource persons on campus to assist in the preparation of the proposal, such as the grants office.
b) In some instances, the school dean may determine that a peer review of two or more internal or external individuals is needed prior to submission of the grant application.  The purpose of the peer review is to critique the content and presentation of the proposal and thereby increase its likelihood of being funded.

c) The peer review committee will recommend to the school dean if the proposal merits submission.

d) The school dean will make the final selection in situations where more than one faculty member wants to apply for the same grant and Messiah can submit only one grant application to a particular foundation/organization.

(1) If the faculty members come from different Schools, the appropriate school deans will consult with the provost, who will make the final decision regarding which proposal to submit.

(2) If the proposal involves animals or human research subjects, it needs to be reviewed by the appropriate College review board, either the Institutional Animal Care and Use Committee (IACUC) or the Institutional Review Board (IRB).  Since this process takes time, faculty must consult with these committees very early in the grant writing process.

(3) The school dean will consult with the dean of curriculum and the department chair whenever a grant proposal involves instructional replacement costs.

e) Formulate an initial budget proposal based on the following principles:
(1) The rate for general administrative and institutional overhead will be the maximum indirect rate (F&A rate) approved by the funding agency.  If the agency does not have a rate, the rate will normally be 15 percent of the total budget for the project

(a) Overhead costs may be allocated to both general institutional overhead and the specific School budget that is affected by the grant.  See Appendix B for distribution of the indirect rate.  

(2) The direct operational costs of the project should be included in the project budget that is funded by the funding agency.
(3) Proposals that include release time from teaching or other responsibilities should be based on total compensation costs (salary plus 14.65 percent plus $13,300) whenever possible.  However, the parameters of the funding agency may place limitations on replacement costs.  This should be discussed in consultation with the school dean and provost, when needed.  A suggested alternative instructional replacement calculation is 125-150 percent of the adjunct rate.

(4) Stipends that augment base salary will be permitted, up to and including 3 months of summer salary.

(5) Projects that involve collaboration with a person or agency external to Messiah, including contracts and financial arrangements, must be approved by the school dean.  College counsel should review all contracts prior to signing.

(6) Any commitment for internal matching funds (i.e., funds already existing in Messiah’s operating budget) must have the approval of the department chair before submission.

(7) If the grant requires external matching funds (i.e., soliciting funds outside of Messiah’s operating budget), written approval for the proposal must be obtained from the director of development

f) Distribution of Proposal 

Send a copy of the final proposal and all correspondence with the funding agency to the following offices:

(1) Provost’s Office 

(2) School Dean’s Office 

(3) Department Chair’s Office 

(4) Grants Office

g)  Distribution of Reports 

The grants office is available to assist with any and all reporting requirements.  Copies of final reports should be sent to the following offices:

(1) Provost’s Office

(2) School Dean’s Office 

(3) Department Chair’s Office

(4) Grants Office.

C. Grant Guidelines for Awards and Prizes

Cocurricular educators are encouraged to apply for academic awards and prizes that do not involve release time or other institutional support.  There is no need to involve the provost in the application process unless it is required by the awarding agency or if pre-application feedback is desire to strengthen the proposal.  However, if successful, please inform the provost, appropriate vice provost/dean, and the grants office so the achievement may be celebrated.  Recognition of personal accomplishments is a positive reflection on the academic vigor of the institution.

D. Grant Guidelines for Special Projects

Where appropriate, Messiah College supports the seeking of external grants by administrative personnel.  The following guidelines suggest a general pattern for many applications, but every application is likely to have unique element that will be processed on a case-by-case basis with the appropriate vice president. 

VI. WRITING EFFECTIVE PROPOSALS

A. Components of a Proposal 

While there is no one perfect way to develop a proposal, the following is a recommended guide.

· Cover Letter and Title Page

· Abstract (or Executive Summary)

· Problem (or Needs) statement

· Goal and Objectives

· Activities (or Methodology)

· Outcomes

· Evaluation

· Request for Support and Future Funding

· Budget

· Appendices

1. Cover Letter and Title Page

The cover letter is an integral part of both private and public funding requests.  It should be no more that one to one and one-half pages and may include the following information:

· The size of the request

· The reason for approaching this particular funder

· A mention of any prior discussion of the proposal with the funder

· A description of the proposal contents

· A brief explanation of the project

· An offer to meet with the funder and/or to provide additional information.  

The letter should be signed by a person with the authority to make decisions or enter into contracts.  

If a title page is appropriate, it should follow the cover letter.  The title page identifies the proposal title, the proposal title, the submitting organization, and a contact person for the proposal.  This need not be the same person who signed the cover letter; rather, it should be the person most familiar with the proposal and the proposed project.

2. Abstract or Executive Summary

In most cases the proposal will begin with an abstract, which is a one page or less summary of the entire proposal.  The abstract will provide the reader with a snapshot of what is to follow.  Specifically, the executive summary condenses all of the key information and is a document designed to convince the reader that this project should be considered for support.  

3. The Problem (Statement of Need)

The statement of need will enable the reader to learn more about the issues that drive the project.  It presents the facts and evidence that support the need for the project.  In addition, the needs statement establishes your understanding of the problem, thus indication your organization’s ability to reasonably address this problem.  The information used to support the case can from authorities in the field, as well as from your agency’s experience.  

4. Goal and Objectives

A goal is a broad statement of the final result you would like to see in the community from implementing your project.  Often, this goal may not be reached during your project period, but is achievable as part of a longer-term investment.  The goal should be tied to the needs statement.  

Objectives are the measurable outcomes of the project.  They define your methods.  While your gals are broad statements of intent, your objectives must be tangible, specific, concrete, measurable, and achievable in a specified time period.  Grant seekers often confuse objectives with goals, which are conceptual and more abstract.  

5. The Activities or Methodology

This section describes the specific activities that will take place to achieve the objectives.  Methods need to be tied to the goals, objectives, and needs identified for the project.  They should identify resources to be used, staff members responsible, and who will receive services.  The methodology must fit within the proposed budget.  A time line or other chart of activities showing the implementation sequence is frequently helpful in explaining how the problem will be solved.

6. Outcomes

This section should describe what benefits will derive from using the proposed methodology to solve the problem or needs that were described in section two.

7. Evaluation

It is very important to explain how the project will meet the stated objectives. Methods of evaluation vary according to the discipline and prospective format, but the evaluation procedures can aid in clarifying objectives and defining accountability.  The evaluation has implications for grant renewal and future funding.  Remember to evaluate the process and the project, and to make the evaluation feasible.

8. Request for Support and Future Funding

Show why the reader or funder is the best and most logical source of support and then illustrate your commitment to your project.  If the project requires activity or funding beyond the proposed grant period, describe plans for continuing research or for obtaining additional funds.  This section helps justify your budget request.

9. Budget

The budget is one of the most vital sections of the project proposal.  The key to preparing a strong budget presentation is to adhere to the guidelines established by the funding agency and to make sure the budget reflects the activities proposed.  The budget translates the project description into dollars and cents.  It should document sources for all budget items.  It is strongly suggested that you work with the grants office when preparing the budget.  The budget section is most commonly divided into three subsections

· Grant request

· Institutional support or cost share

· Budget narrative or budget justification.

Grant Request

Grant application must make every effort to estimate project expenses as carefully as possible.  Loose approximations will almost always decrease one’s chances for getting the grant or for running the project successfully.

The following are some of the more complex budget categories and terms encountered in preparing grant proposals.  In most situations when the budget categories of a particular grant program conflict with the explanations below, applicants should follow the agency stipulations.  

(1) Course Reduction – An approved decrease in the number of courses taught by a faculty member in a year.

(2) Stipend – Payment in addition to ones regular salary for additional time (above 40 hours per week) spent on a project. 

(3) Summer Salary – Payment above ones regular salary for working on a project during the summer months.  

(4) Sabbatical Time – Is used to pursue a significant project related to a ranked faculty member’s teaching or scholarship or to prepare for a major shift in instructional or other institutional assignment.  

(5) Consultants – In general, consultants are expected to come from outside the proposing institution.

(6) Evaluation Consultants – When grant programs require an independent evaluation of a project, they almost universally require that the evaluator be from outside the institution.

(7) Honoraria – Honoraria are paid to professionals for performing distinct, short-term tasks such as speaking at a conference or moderating a panel. Salaries of persons working on a project over longer periods of time cannot be listed as honoraria.

(8) Fringe Benefits – The Fringe Benefits Rate calculation varies depending on the grant period. If the grant period is during the academic year, the fringe benefits rate calculation for full-time Messiah College employees is: 


Base Salary x 14.65% + $13,300 = Fringe Benefits Rate

The 14.65% includes 7.65% for FICA and 7% retirement benefits.  The amount of $13,300 is for health care benefits and should be prorated to cover only time spent on the grant. If the grant period is during the summer, the fringe benefits rate calculation for full-time Messiah employees is: 



Base Salary x 14.65% = Fringe Benefits Rate

The 14.65% includes 7.65% for FICA and 7% retirement benefits.  Health care benefits are not calculated in the summer fringe benefits rate.  The fringe benefit rate calculations are valid through June 30, 2011.
(9) Indirect Costs – The indirect cost category covers all the costs associated with a grant project that, for reasons of practicality, cannot be directly assigned to specific grant activities.
Most priority foundations stipulate a maximum indirect (e.g. cost recovering, overheard) rate.  Some funding agencies stipulate that indirect costs cannot be recovered as part of the request for funding or that indirect costs recovery is limited to a specific percentage.  In these instances the indirect costs, or the unrecoverable portion of these costs, could be listed as institutional support.  Handling of indirect costs in this way simply indicates the magnitude of the costs that the College will incur in conducting the proposed project.  
For government agencies, Messiah College has a negotiated federal indirect rate with the US Department of Health and Human Services.  The negotiated federal indirect rate of 57% is effective until June 30, 2012.  This rate, also known as the Facilities and Administrative Cost Rate, is applicable to direct salaries and wages including all fringe benefits.  Please contact the grants office if there are questions about indirect costs.

(10) Travel – In general, travel for grant projects must be by the least expensive means practical.  You may request reimbursement for automobile use at the standard College rate of $.34 per mile.  Travel expenses will be reimbursed at actual cost when traveling by air, train, rental car, or bus.  Most grant programs do not allow international travel unless flying on a domestic airline.  In no instance may foreign travel be attempted without the express written permission of the granting agency.

Institutional Support (Matching Funds and/or Cost Share)  

Institutional support is that portion of a project's costs, direct or indirect, not borne by the sponsor.  These costs may be contributed by the College or by third parties.  Most funding agencies require that the College make a substantial contribution to the completion of the proposed project.  The categories of institutional support funds are essentially the same as those for the grant request.

College resources such as faculty and non-faculty salaries, equipment, supplies, and materials necessary for the project.
Third party contributions, either in-kind or cash, for example, the donated use of an off-campus meeting space or auditorium for which a fee is usually charged.  It is the project director’s responsibility to obtain documentation indicating off-campus contributions i.e. letters of support that clearly indicate the amount of cost share.

Applicants must keep in mind that, with the single exception of indirect costs, all institutional support funds devoted to a grant project will have to be taken from existing, approved College budget lines.  Therefore, the source of institutional support funds must be of primary concern to project directors.  Determining from which accounts institutional support funds may be drawn is one of the topics that grant applicants should address in early consultations with the department chair and the school dean (or appropriate vice president).  

The Budget Narrative or Budget Justification

The budget narrative section of the proposal is designed to explain the basis for calculating the numbers contained in the budget page and the role of the expenditures in conducting the project.

We will examine a hypothetical example in which the project director requests $10,999 to cover the salary costs on the proposed project.  This single number listed on the budget page provides the reviewers with no basis for judging whether the request is reasonable.  The budget narrative would explain that the salary figure includes release time for the project director calculated at $3,600 per semester for two semesters, and $1,400 for four student laboratory assistants, calculated at the rate of $4.00 per hour for 350 hours per semester.  Further, the budget narrative would explain that the student laboratory assistants are necessary to the project because they will help students using the laboratory for assigned homework and experiments during non-class hours.

A budget narrative is mandatory for many grant proposals.  It is a good idea to include a budget narrative in most grant proposals, either as a separate section or an addendum to the budget itself.

10. Appendices

The section can include letters of support, board membership lists, tax status, vitae of key personnel, annual reports, bibliography, evaluation forms, assurances, or whatever helps to clarify any of the above components. But remember that they must be referenced with the text.  Also remember that even appendices can be included in the overall page count of the document, so do not add irrelevant materials.

While the above outline provides the prospective grant writer with a useful guide to organizing his or her thoughts, the key to preparing a successful proposal is adherence to the guidelines of the funding agency.  The more you know about the funding source the easier it will be for you to shape your ideas in a way that will appeal to them.  The grants office can help you with both learning about the funding source and preparing a proposal in the appropriate form.

B. Special Considerations in Grant Writing

Project directors are required to adhere to all standard College policies and procedures.  In addition, certain grant project activities may require special consideration and arrangements by project directors.  At a minimum, the following situations will require special consideration and additional time for the development of the proposal.

1. Space Needs

Any project that will involve an extraordinary use of College property must receive additional attention.  For example, a project might involve dedicating a space for particular use, renovating a space, or installing special equipment.  In these circumstances the project director must allow for additional time for approval of the project before the grant is submitted.

2. Maintenance Requirements

Any project that requires the College to perform additional maintenance duties will need further clearances.  Equipment purchase requests must be handled in accordance with the College’s current policy.  

3. Equipment  

When purchasing equipment it is imperative that you follow the purchasing stimulations and guidelines of the funding agency.  

4. Acquisition of Library Materials for the Permanent Collection

Project directors who plan to acquire materials to be incorporated into the permanent collection of the library must consult with the library director.

5. Use of Human Subjects or Animals

Recent changes in federal regulations make it imperative that project directors give special consideration to any grant project that will use human or animal subjects.  Please refer to the Messiah College procedures and policies for human subjects and animal research available from the School Deans and the grants office.

This list is not intended to be exhaustive.  There are other circumstances that will require faculty and administrators to take special precautions while writing proposals and directing projects.  If you suspect that this may be the case with your project, please consult with your department chair and allow for additional time in developing your proposal.  

VII. PROJECT MANAGEMENT

A. Primary Responsibility 

Once the grant has been awarded, the primary responsibility for running the project rests with the project director.  Project management problems should be resolved with the assistance of the department chair.  Problems that cannot be resolved at this level should be referred to the school dean.

1. Award Compliance 

The grants office, the business office, and the project director are responsible for monitoring compliance guideline for grant awards.  

a) Under all circumstances, the College complies with the Federal Office of Management and Budget (OMB) “Uniform Administrative Requirements for Grants and Cooperative Agreements with Institutions of Higher Education, Hospitals and Other Nonprofit Organizations” (OMB Cir. A-110).  All financial reporting regarding program income, payment requirements, revisions of financial plans, etc. will follow OMB guidelines

b) The project director has the primary responsibility for human or animal subjects compliance.  

2. Spending Grant Funds

a) Funds can only be spent on a grant for which a binding notice or a grant award contract from the funding agency has been received by the College and the following have all occurred:

(1) The College has accepted the grant

(2) Notice of the grant award and the approved operating budget have been sent from the grants office to the business office

(3) Required grant accounts have been established

(4) The official grant period has begun

3. Record Keeping

a) All research data and financial records collected from a project must be kept for 3 years from the date the grant ended and the report was filed.  

APPENDIX A –

Special Project Fundraising Form
	Special Project Fundraising Form

	

	What is a Special Project?

	A “Special Project” is any activity that is not included in the operational budget of the college.  They may be faculty research, student trips, lectureships, or new equipment.

	I. Why do I have to complete this form?

	Any member of the Messiah College community who wishes to obtain funding for a Special Project must complete the application form.  The purpose of this form is:

· To encourage, support, coordinate, and approve all projects that expand the resources of the College;

· To ensure that all fundraising is coordinated through the Office of College Development, and – in conjunction with senior administrators – to prioritize fundraising efforts;

· To ensure all projects support the educational mission of Messiah College.


	Step One – Project Director Initiates Project

	
	

	Title of Project
	Date

	

	Project Director
	Department

	

	Phone


	E-mail



	
	

	New Project or Renewal


	Date Funds Needed



	
	
	

	Summary of Project (do not exceed space provided)



	

	Relevance to Education Mission of Messiah College (do not exceed space provided)



	
	

	Total Budget
	(Include copy of budget)

	
	

	Step Two – Dean or Director Assesses and Prioritizes Project                                 
	

	The Dean or Director meets with the Project Director to assess the priority of this project given other funding priorities of the particular department or School.  Note: Approval does NOT guarantee project will be funded.



	
Project Approved by Dean/Director
	
Project Denied by Dean/Director

	

	Signature



	Step Three – Provost / VP Approval

	Approval of Provost and/or appropriate VP are required for grants over $10,000 or that have teaching load or matching components.  The Provost/VP must also prioritize this project given other funding priorities that might have already been submitted to Development for fundraising. Note: Approval does NOT guarantee project will be funded.



	
Project Approved by Provost/VP
	
Project Denied by Provost/VP

	

	Signature

	

	Step Four – Approval of Operations VP or Finance VP  (if applicable)

	VP OPERATIONS: Required if project impacts College facilities, e.g., installation or office space

	
Project Approved
	
Project Denied
	
N/A

	

	Signature

	

	VP FINANCE: Required if project impacts College finances, e.g., indirect or matching costs

	
Project Approved
	
Project Denied
	
N/A

	

	Signature

	

	Step Five – Forward to Development Office

	Once this application has been submitted to the Development Office, you will be contacted to discuss the next steps.  If at anytime you have questions, feel free to contact Jon Stuckey at ext. 3631 or at jstuckey@messiah.edu.


	II. For Development Office Use:


	
	

	Project Assessment Received: ____________________________ (Date)

by Director of Development

	Project Assigned:



Number: __________________________________



Staff Leader: _______________________________

	Notes:


Revised 07.01.2008

APPENDIX B – 

Policy for Allocation of Indirect Costs from Faculty Grants

MESSIAH COLLEGE

Policy for Allocation of Indirect Costs from Faculty Grants

PURPOSE

This policy and related procedures set forth a process for the fair and consistent allocation of indirect costs generated from faculty grants (and other types of grants that permit indirect costs).  They take into consideration the needs and situation of the primary grant participants as well as the entire College community.  

POLICY

Foundations and other funders that allow indirect costs typically limit them to 10% to 25% of overall project costs.  The Messiah College federally negotiated indirect rate for government grants is currently under review.  Grant funds designated for indirect costs will be allocated as follows:






% of Indirect
       $10,000 Example
Annual Fund: Unrestricted
40%
$
4,000

Provost’s Office
30%
$
3,000

School
20%
$
2,000

Principal/Project Director

10%
$
1,000



100%
$10,000

PROCEDURES

These funds represent new resources, not replacement funds for existing resources, and they will be allocated as indicated above according to the following procedures:

Annual Fund: Unrestricted: Funds allocated to the annual fund will help defray overhead expenses including utilities, custodial services, equipment/building depreciation, and Business Office expenses.

Provost’s Office: Funds allocated to the Provost’s Office will be utilized to support faculty scholarship and will be expended based upon the discretion of the Provost.
School: Funds allocated to the School may be spent at the discretion of the School Dean in consultation with Department Chair(s) as appropriate.

Principal/Project Director: Funds allocated to the Principal/Project Director may be spent at her/his discretion in consultation with the School Dean.

This policy applies to all faculty grants that are reimbursed at an annual indirect cost rate greater than $5,000.  All indirect cost reimbursements of less than $5,000 per year will remain with the Annual Fund.

These funds will be allocated as indicated above when the funds are received by the College from the funder, according to the specific grant agreement.  Since the use of indirect costs is not reported to the funder, it is not necessary that the funds be expended within any prescribed time period.  Moreover, any funds remaining at the end of the fiscal year will be “carried over” into the next fiscal year.
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