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Key:
Titles in Blue:

are text labels to be displayed for links to other pages or documents underneath 

Text in Black: 
should appear as text on the page

"Title" page:

denotes the title of a page.  Please match the current CAS style to the extent possible (except that I'm too old fashioned to think that one must have pictures to entertain the reader on every page.)

{notes in braces, small font}
directions for Rob

Make new Group in top navigation bar of A&S pages (overview, academics, admissions, etc. ) 


called  "Grant Matters"

drop down menu would include each of the items below with corresponding link, but not text description.

main "Grant Matters" page would include each item with link and with text description:

"Grant Matters"  page:
Effort Reporting and Effort Certification     {link to page of same name}
· Required reading for all faculty, staff, and students who receive salary funding from grants 

Responsible Conduct of Research  {link to  http://research.vanderbilt.edu/rcr/  }
· Crucial information for all who participate in research
How to Read Grants' Monthly Financial Reports  {link to page of same name}
· How to download monthly financial reports from eDog and easily make sense of them  
· Essential reading for all faculty who are principal investigators or co-investigators on grants
Grant Opportunities (move this heading from the "Support Services" menu; i.e. delete the line from the  "Support Services" pull down menu.)

{link to: http://www.vanderbilt.edu/cas/supportservices/grantopportunities/index.php}
· Listing of fellowship and grant opportunities, primarily for faculty and students in the Humanities and Social Sciences
Writing and Submitting Grant Proposals  {link to page of same name}
· Links to information one needs to know before starting a proposal
Division of Sponsored Research {link to:  http://www.vanderbilt.edu/dsr/}
· A wealth of information for writing proposals
· Institutional type, name, mailing address, TIN number DUNS number, and other items required on most grant proposals
· Links to OCGA sites listing regulations, fringe benefit rates, Facilities and Administrative cost rates
· Links to all Federal funding agencies, Grants.gov, Coeus
· Export Compliance issues
Office of Contract and Grants Accounting {link to:   http://www.vanderbilt.edu/ocga/}
· Vanderbilt policies and procedures, Federal requirements
· Fringe benefit rates, Facility and Administrative cost rates 

· NIH salary cap
· FAQs concerning what costs are allowable / not allowable on Federal grants
· Links to VU administrative offices

· Links to Federal grant agencies and Federal policies
"Effort Reporting and Effort Certification" page:
Effort Certification:  A Brief Introduction    {link to page of same name}
· Required reading for all faculty, staff, and students who receive salary funding from grants
· All new employees and students whose salaries are (at least partially) supported by grants must sign a statement acknowledging that they have read, and they understand, the information describing Vanderbilt's effort certification policy, and they understand the meaning of their signature (or electronic approval) of certification statements.  
· Signed acknowledgment form is to be kept in departmental personnel file.
Understanding Reporting of Effort by Faculty and Other Exempt Employees


{link to file:   Understanding Effort Reporting.pdf}
· Essential reading for all faculty who charge salary to grants  
· What should and should not be included in the measure of a person's "total effort" when calculating percentage effort allocated to sponsored projects
· How to treat external consulting, proposal development and writing, administrative duties, and vacations
· Links to crucial Government policies  

Effort Certification Policy for Faculty:  Administrative Work, Vacations, Effort Devoted to Proposal Development

· February 2008 memo from (then) Dean Richard McCarty summarizing VU policies concerning: {link to http://www.vanderbilt.edu/cas/docs/Effort%20Certification%20Policy.pdf}
· limits to effort on grants by faculty with significant administrative duties, 

· vacations and limits to effort that can be charged to grants during the summer

· effort spent on grant proposals   



Request to Exceed 85% of Three Months Summer Salary 



{this line indented from the "Effort Certification Policy . . ."line}
{link to http://www.vanderbilt.edu/cas/docs/Request%20to%20Exceed%2085%20percent%20of%20Three%20Months%20Summer%20Salary.pdf}
· Form used to request permission to charge for more than 85% of three months summer effort  

Official VU Effort Reporting Policy  


{link to http://www.vanderbilt.edu/ocga/vupolicies/vupolicies.htm}
"Effort Certification: A Brief Introduction"  page:
What is "Effort Certification"?
The Federal Government requires that each employee whose salary (or portion of salary) is charged to a Federal grant certify that the amount that the Government is billed for his/her work is reasonable in relation to the work that the employee actually performed. The procedures involved in doing so typically are called "effort certification."  

The labor provided by an employee often is called his/her "effort."  The method by which an employee certifies his/her effort depends on whether the employee is "non-exempt" (also called "hourly," i.e., that he/she is paid by the hour and fills in bi-weekly time sheets),  or the employee is "exempt," (also called "monthly," i.e., that his/her salary is stated by the month, semester, or year, he/she does not fill in bi-weekly time sheets, and he/she is paid monthly).
{Rob: need hyperlinks to sections of this page below as follows:

 non-exempt employees and students:     {hyperlink to: 
"Effort Certification by non-exempt (hourly) employees " }
 exempt employees and students:
         {hyperlink to: "Effort Certification by exempt (monthly) employees whose salary (or portions of salary) are charged to a Federal grant" }

Effort Certification by non-exempt (hourly) employees and students
Each non-exempt employee certifies effort each time he/she signs the biweekly time sheet.   

When signing your time sheet, you attest to two things:

(i) the hours recorded on the time sheet accurately reflect the hours worked for Vanderbilt

"I certify to the accuracy of the hours worked and authorized time off as recorded above.  I understand that intentional or willful falsification of time records is a serious violation of University policy that will result in disciplinary action, including the possibility of immediate discharge, and may also subject me to civil and criminal prosecution."

(ii) the distribution of those hours recorded to each financial center that pays for your salary accurately reflects the distribution of your work among projects for which those centers are responsible.
"I certify that I have first hand knowledge of (or have used suitable means of verifying) work performed by this individual and that the salary distribution for the period covered is reasonable in relation to the work performed."

Your signature is your written word!  If you do not recognize a center number or are not sure which center number should be charged for work, obtain clarification from your department administrator and/or your supervisor before signing your time sheet and thereby attesting to its accuracy.
Acknowledgment to be signed by new non-exempt employees and students  


{link to file:   EffortCertStatement_NonExempt.doc }

return to Effort Reporting and Effort Certification
{link to Effort Reporting and Effort Certification page}

Effort Certification by exempt (monthly) employees and students whose salary (or portions of salary) are charged to a Federal grant  

Each exempt employee or student whose salary (or portion of salary) is charged to a Federal grant certifies effort online via the ePac application each time that his/her distribution changes, or at least once a year if there have been no changes.   Each time a pay or distribution change is submitted to the payroll system ePac sends an e-mail message to the employee/student stating:

** Attention Electronic Personnel Action Change (ePAC) Application User**
This message is a reminder that you have federally-funded effort that requires certification in the effort certification web application. In order to comply with federal effort reporting regulations, please login to the application by clicking https://webapp.mis.vanderbilt.edu/epac/.  

After logging in to ePac, you will be presented with a report of the centers to which your salary was charged, and the percentages of your salary that were charged to each, since the date of your last certification.   You should verify that the centers and percentage distributions are correct.  If not correct, click "Disagree" and contact your departmental administrator to initiate a correction.  If correct, click "Agree".  You then will be presented with a screen that says:

"I certify that I have first hand knowledge of (or have used suitable means of verifying) work performed by this individual and that the salary distribution for the period covered is reasonable in relation to the work performed."

Attest to this statement by clicking the "Certify" button.

Your clicking the "Certify" button is equivalent to your signing the attestation.  If you do not recognize a center number, quit the application and obtain clarification from your department administrator before returning.  If you believe that the distribution of effort charged to grants does not accurately reflect your effort, click the "Disagree" button and contact your departmental administrator right away .
[Please see Understanding Effort Reporting for a further discussion of what to include in the denominator when calculating "percentage of effort" of an exempt employee.]


{link to file:   Understanding Effort Reporting.pdf}
Acknowledgment to be signed by new exempt employees and students  


{link to file:   EffortCertStatement_Exempt.doc }

return to Effort Reporting and Effort Certification
{link to Effort Reporting and Effort Certification page}
Exempt (monthly) employees who have no portion of salary charged to a Federal grant
Exempt (non-hourly) employees who have no portion of salary charged to a Federal grant do not need to certify their effort. 
return to Effort Reporting and Effort Certification
{link to Effort Reporting and Effort Certification page}
"Writing and Submitting Grant Proposals" page 
Required Approvals and Timing of Submissions

A proposal seeking grant funding formally is a request to a funding agency from Vanderbilt University (rather than from the professor or student who will serve as principal investigator).  The proposal must be approved and submitted on behalf of the University by the Director of Sponsored Research.  Prior to approval by the Director, the proposal and its budget must be approved by the chair of the department and the associate dean of the school of each investigator listed in the proposal.  

The submission and approval process involves entering all components of the proposal into VU's online proposal processing system "Coeus."  Entering data into the Coeus system requires a significant investment of time (particularly for novices), and the process of obtaining all necessary approvals typically requires three to four days.  Hence, it is essential that you complete your proposal at least four to five days prior to its submission deadline.  (Editing narrative portions of the proposal can continue after the Coeus approval process has begun, but the budget and its justification can not be changed without canceling the process and starting the approval process all over.)

Sources of Additional Information

Division of Sponsored Research {link to:  http://www.vanderbilt.edu/dsr/}
The DSR web site provides a treasure trove of information, including

· Links to search engines for funding opportunities,
· Links to Federal funding opportunities,
· Instructions for using Coeus,
· Institutional information that is required on most applications
      (e.g. VU institutional i.d. numbers, DUNS number).
Office of Contract and Grants Accounting {link to:   http://www.vanderbilt.edu/ocga/}
The OCGA web site contains information needed for development of budgets, including:

· Fringe benefit rates, 

· Facility and Administrative (a.k.a. "indirect") cost rates,
· FAQs about what costs are allowable / not allowable on Federal grants. 

Grant Opportunities in Humanities and Social Sciences


{link to: http://www.vanderbilt.edu/cas/supportservices/grantopportunities/index.php}
A listing of fellowship and grant opportunities, primarily for faculty and students in the Humanities and Social Sciences.

 

On Writing Proposals While One Already has Grant Support

Employees and students generally are not permitted to charge salary to grants or contracts for time spent writing proposals.  Any effort during the summer by faculty (on academic-year appointments) spent writing proposals must either be charged to a non-grant source of funds or must be uncompensated effort.  Postdoctoral fellows, research associates, research faculty or staff, and any others supported 100% throughout the year via grants or contracts may not spend time writing proposals during time they are being paid to work on a grant or contract.  This prohibition also applies to graduate students generally, but it does not apply to postdoctoral fellows and graduate students supported by federal training-grant stipends that require no specific service in return for that support.   

Financial Support For Writing Grant Proposals

The College of Arts and Science provides limited salary support for faculty effort spent writing proposals.   See the links below for details.

Salary Support for Development of Grant Proposals By A&S Tenured and Tenure-Track Faculty     {link to page of same name}


{this page should be accessible only to those with VUnet ID and pword} 


Salary Support for Development of Grant Proposals By A&S Research Faculty


{link to page of same name}
"Salary Support for Development of Grant Proposals By A&S Tenured and Tenure-Track Faculty"  page:      {access limited to VUnet ID and password}
Faculty who wish to receive summer salary while preparing grant proposals may charge up to one month’s worth of effort to the Arts & Science Fund For Proposal Development, provided that they have allocated and charged at least an equal amount of effort to grants as direct cost during the preceding academic year.    Charges to grants for effort that otherwise would be required to devote to teaching (“buying out of courses”) will not count toward eligibility for support from the Arts & Science Fund For Proposal Development.   [Salary charges to grants that are counted toward eligibility for support from the Arts & Science Fund For Proposal Development will not count toward eligibility for the Sponsored Research Incentive Program (“SRIP”).] 

Effort charged to the Arts & Science Fund for Proposal Development fund must be devoted exclusively to proposal development.  Other activities, such as administrative duties or vacations, are not eligible for compensation by this fund.   Faculty must certify on the Summer Pay Form that all charges for summer salary each month correspond reasonably to intended effort. 

Faculty who intend to charge summer effort to the Arts & Science Fund for Proposal Development should notify their departmental administrators of their plans as early as possible, preferably by early April.  Departmental administrators should convey to the Deans Office a summary of intended charges.

"Salary Support for Development of Grant Proposals By A&S Research Faculty" page:

{access limited to VUnet ID and password}
Full-time research faculty (those with titles Research Associate, Senior Research Associate, Research Assistant Professor, Research Associate Professor, and Research Professor) may receive salary support from the College of Arts & Science for effort devoted to preparation of grant proposals.  The support requires written permission of the department chair and is limited to no more than one half a month’s effort per twelve-month period.  (The effort need not be all in one uninterrupted period.)  All effort charged for proposal preparation must be devoted exclusively to that purpose.

Form Requesting Support of Research Faculty Effort Devoted to Preparation of Grant Proposals


{link to file:  Research Faculty Proposal Support.doc}  

"How to Read Grants' Monthly Financial Reports" page
Monthly Reports for all financial centers are generated on the fifth business day of each month.  Faculty can download these reports  from eDog (in Word 2003 format) for all centers for which they are the responsible person.   Administrative staff and department chairs can download these reports for all centers to which they have been granted "eDog access". 


Although the eDog application lists three dozen reports, only a small subset of these reports are available for a given center.  (Which reports are available depend on the type of center being examined and whether there had been any financial transactions in the preceding month.)   Most faculty and staff will be able to find all information they need about a grant in one the following three reports.

 simplest to read:

MD90T:    Grant Summary Monthly Report
· A one-page, high-level overview of budget information and expenses summarized in five highly aggregated  groups of accounts (Salaries & Fringe Benefits, Travel, Equipment, Subcontracts, Other Direct Costs)

· This is the report to view if all you want to know is how much was budgeted, how much has been spent, and how much you have left to spend.

Sample MD90T Report and explanation of key elements   {link to file:  Sample MD90T.pdf}.

a more detailed listing of budget and expenditures:

MD90S: University Central Designated Funds Monthly Report
· budget information, current month and project-to-date activity, and encumbrances summarized by individual account number (i.e., by types of expenditures, such as:  printing, office supplies, domestic travel, overseas travel, faculty salary, staff salary, etc.)


Sample MD90S Report and explanation of key elements   {link to file: Sample MD90S.pdf}.

listing of individual transactions:

MD091:  Report of Transactions
· Detailed listing of each transaction that occurred in the month, sorted by accounts

Sample MD091 Report and explanation of key elements   {link to file:  Sample MD091.pdf}.

Link to eDog and other financial information systems log-in

http://www.vanderbilt.edu/ebiz/  {link to   http://www.vanderbilt.edu/ebiz/}
· ePac 
(Electronic Personnel Action Change) 
· NCOA  (Narrative Chart of Accounts)
· WALDO  (Web Access to Labor Distribution Online)  

Information from Office of Financial Affairs ("OFA,"  a.k.a. "Accounting")


OFA Financial Applications web page



{link to: http://www.vanderbilt.edu/fis/Documents/eDog/eDogUserGuide.htm}
· Detailed instructions for accessing eDog and obtaining reports.

· Online guide for eDog users. 

· Listing and brief description of all three dozen reports obtainable in eDog.


OFA Monthly Reporting web page


{link to:   http://www.vanderbilt.edu/accounting/FISsampleRptsIndex.htm} 
· Additional information about monthly reports.

· Listing and brief description of all three dozen reports obtainable in e-Dog
VU Center Numbering Logic
{link to file:    CenterNumberExplanation.pdf}
· The logic imbedded in center numbers
VU Account Numbers  {link to https://www4.vanderbilt.edu/fis/NCOA/search.php }

· Account descriptions

· Search for accounts by keyword or account number
[VUnet ID and password required]

Edits to  http://www.vanderbilt.edu/cas/overview/faculty/forms/ "MISCELLANEOUS" section:
add link to the Grant Matters page.

delete "Effort Certification PowerPoint Presentation"  

(delete both the link and the file.  The file is out-of-date and has statements on it that we would not want to be seen outside VU.)

delete link "Effort Certification Policy;"   this will be replaced by the  link on  "Effort Reporting and Effort Certification" page:  "Effort Certification Policy:  Administrative Work and Vacations"

delete link  "Request to Exceed 85% of Three Months Summer Salary;"   this will be replaced by the link on "Effort Reporting and Effort Certification" page.

Edits to   http://www.vanderbilt.edu/cas/overview/faculty/research/   "Resources for Research" section:
Relabel "Guide to Grant Resources" to:

  "Jean and Alexander Heard Library Guide to Grant Resources"

and place it below the "ResearchResearch" line

Add a line "Grant Matters"  with link to "Grant Matters" page

and place it between   the "Computing and Instructional Support"

and "Assistance in writing grant proposals" lines.





