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Grants Administration Policy and Procedures Manual


SECTION I:  PRE-AWARD ACTIVITIES

I. 
PROPOSAL DEVELOPMENT

A. 
FUNDING OPPORTUNITIES

Grants Administration Proposal Development Specialists compile funding opportunity announcements from a variety of electronic databases and listservs and send weekly summaries via e-mail to Program Directors, Section Chiefs, Department Chairs and Principal Investigators.  Separate announcements are sent for Basic Research, Clinical/Training Research and Social/Behavioral Research.

There are two Proposal Development Specialists (PDS).  One PDS distributes funding announcements to members of the Boston Medical Center research community and the other PDS distributes funding announcements to the Boston Public Health Commission.  

When requested, Grants Administration Pre-Award staff will conduct customized funding searches for specific projects Please contact your Proposal Development Specialist if you would like such a search.  In addition, you can create your own Personalized InfoEd “SMARTS” Profile in order to receive daily alerts about funding opportunities.  Please go to SMARTS if you would like instruction on how to recreate such a profile.
B. TYPES OF PROPOSALS

In addition to any special forms required for the submissions listed below, be advised that Grants Administration requires the standard internal paperwork with each application before it can be reviewed. (See Appendices 3-9)
1.  
Federal grants (NIH & NSF)
National Institutes of Health (NIH): Form PHS 398:  New and competing applications for basic research grants, FIRST Awards, Research Career Awards (K’s), Institutional Training Grants (T32s), Program Projects (P’s), Center Grants (U’s), and other applications.  Please see Appendix 6 for a copy of our standard NIH application checklist.  Appendix 7 reviews the required forms and information for a modular NIH application while Appendix 8 covers Research Career Awards (K-Series).

NIH: Form PHS 2590:  Non-competing continuation applications. Continuations that state “This grant is included under Expanded Authorities” in the Notice of Grant Award (NGA) adhere to the simplified SNAP guidelines.  As of October 1, 2001, NIH is expanding these authorities to include all grant mechanisms.  You will find Appendix 9 useful in determining what information will be needed for your non-competing continuation.

NIH: Form PHS 416-1:  New applications for the Ruth L. Kirschstein National Research Service Award mechanism use these forms.

NIH:  Form PHS 416-9:  Progress reports for continuing support for the Ruth L. Kirschstein National Research Service Award mechanism use these forms.

Prior to using any application kits which you may have had on hand for a while, check with Grants Administration to make sure that the kit is not out of date and that you are using the correct form for the type of award you wish to receive. Both 398 and 2590 forms should have the date of the most recent version on the bottom.

2. Other Federal Applications

The Substance Abuse & Mental Health Services Association  (SAMHSA) application guidelines contain two parts and require PHS 5161 application forms.   The PHS 5161 application is used for a variety of grant programs.  State and local government applications use the basic format (Standard Form 424).  Also, the PHS 5161-1 is intended for use by non-governmental applicants.   SAMHSA’s  Part I guidelines include program specific guidelines and Part II are the basic agency guidelines; both are found on the SAMHSA website.  Listed below are other federal agencies that have their own sets of guidelines and forms as indicated per RFP.  

This information is accessible via the agency websites:

· National Institutes of Health

NIH


http://grants1.nih.gov/grants/oer.htm
· Substance Abuse & Mental Health Services Association




SAMHSA

www.samhsa.gov/grants 

· Centers for Disease Control and Prevention




CDC


www.cdc.gov/od/pgo/funding/grantmain.htm 

· Department of Defense




DOD


www.defenselink.mil/faq/pis/21.html
· Health Resource Services Association




HRSA


www.hrsa.gov/grants/default.htm.gov 

· Environmental Protection Agency




EPA


www.epa.gov/ebtpages/econgrants.html 

· National Science Foundation




NSF


www.nsf.gov
· Agency for HealthCare Research & Quality




AHRQ


www.ahrq.gov/fund/

Other common agency applications and funding opportunities can be found 

under the Department of Health and Human Services umbrella website

at http://www.dhhs.gov/grants/index.shtml 

or through the federal clearing house at http://www.grants.gov  
3. Commonwealth of Massachusetts Applications

Proposal preparation for state applications requires different forms and formats from that of federal applications.  State agencies also have specific guidelines, but often use some of the same forms.  There is a state website where these common forms are posted (and “fillable”) called The Commonwealth Procurement Access and Solicitation System.  The list of forms most commonly used are listed below:

· CommPass (www.comm-pass.com)
Click VIEW SOLICITATIONS, then  Click OSD FORMS

· Req. for Taxpayer ID Number and Certification (W9)

· Commonwealth Terms and Conditions

· Commonwealth Terms and Conditions for Human & Social Services

· Standard Contract from and Instructions

· Standard Contract Amendment

· Equipment/Services Confirmation Form

· Contractor Authorized Signature Verification Form

· Northern Ireland notice

· Affirmative Action Plan

· Consultant Contract Mandatory Submission Form

· Commonwealth of MA 'Request for Verification of Taxation

Reporting Information'

· Business Reference Form

· Sample Response Evaluation Scorecard

· Program Cover Page

· Performance Measures

· Fiscal Year Program Budget

· Authorization for Electronic Funds Transfer

· Affirmative Market Plan

Searching for funding opportunities on the Comm-Pass site should start with clicking on VIEW SOLICITATIONS, OPEN SOLICITATIONS and then by ENTITY.  Following are departments most often searched within Comm-Pass:

· Dept. Education

· Dept. Housing & Community Development

· Dept. Mental Health

· Dept. Public Health

· Dept. Public Safety

· Dept. Social Services

· Dept. Transitional Assistance

· Dept. of Youth Services

· Division of Health Care Finance & Policy

· Exec Office Health & Human Services

· Governor’s Highway Safety Bureau

· Mass. Emergency Management Agency

· Office for Refugee & Immigrants

· Office of Child Care Services

All funding opportunities require the completion of at least a portion of the above-listed forms.  In order to determine which forms are required, it is necessary to carefully review each page and each tab of the funding opportunity announcement.  A thorough review of the announcement is necessary as requested forms are not always clearly indicated on the face page of the announcement.
4. City of Boston Applications

City applications will also vary in guidelines and requirements depending on individual institutions/agencies. However, proposal preparation for city applications requires different forms and formats. Many funding announcements and application procedures can be found on the Comm-Pass website.  Requirements for each program announcement will vary.  Be sure to check the program announcement to determine what additional forms will be needed.

The following is a list of commonly required forms for City of Boston applications:  
· Certificate of Authority (Form CM-6)

· BMC’s Secretary’s Certificate

· Contractor Certification (Form CM-9)

· Boston Jobs and Living Wage Forms

· Insurance certificates including general liability and workman’s compensation forms. Original and current insurance certificate (s) are required which names Boston Medical Center Corporation as the certificate holder.

· Vendor Profile Sheet

· Proposal Budget Sheet

5. Research Foundations

Research foundation applications adhere to their own individual guidelines. Applications and instructions are usually available on the foundation’s website. It should be noted that most foundations have a capped indirect rate or do not allow indirect costs at all.  Therefore, when applying for foundation grants, large or small, it is important to thoroughly read and follow the application guidelines and instructions when preparing your proposal.  The following are examples and web addresses of familiar foundations:

· The Medical Foundation (TMF)
 www.tmfnet.org
· American Heart Association (AHA)

      www.americanheart.org
· American Cancer Society (ACS)

      www.cancer.org
· American Diabetes Association (ADA)

www.diabetes.org
· Juvenile Diabetes Foundation (JDF)

      www.jdf.org
· National Kidney Foundation (NKF)
                www.kidney.org



If you need any assistance navigating through a website or need help downloading an application, please feel free to contact your Proposal Development Specialist.

6. 
Government Contracts
Contracts may be solicited by government agencies in the form of RFPs (Requests for Proposals), which describe the work to be performed and the application format. Department of Health and Human Services Requests for Proposals for contracts require both a technical proposal and a business proposal.  Business proposals sometimes exceed 100 pages.  Therefore, considerable lead time is requested by Grants Administration.  Announcements of federal RFPs are publicized in the Commerce Business Daily, Federal Business Opportunities, and in the NIH Guide [NIH solicitations only].

Investigators who intend to submit federal contract proposals (including continuation and/or renewal proposals) are asked to notify Grants Administration and forward a copy of the RFP as soon as it is available. 

7. 
Subcontracts

a) BMC as subcontractor: Other organizations may request a subcontract proposal from BMC to submit with a main grant or contract application for purposes of documenting BMC as a potential collaborator on a sponsored project. Subcontractor proposals must be processed through Grants Administration, to include any proposed subagreements or letters of intent between BMC and applicant institutions.

1. Application stage: In order to process NEW subcontract proposals, Grants Administration will need the following pieces of information: 

· A Letter of Intent to Enter into a Consortium Agreement (Appendix 10);
· A Conflict of Interest form signed by the BMC Principal Investigator and all Key Personnel, excluding subcontracting personnel;

· The Sponsored Program Proposal Summary sheet;

· The CDC Select Agent Survey (where applicable);

· A Scope of Work;

· A budget specifying both direct and indirect costs;

· A budget justification;

· Biographical sketches for all key personnel;  

· A checklist from the PHS 398 application packet showing institutional indirect rate and costs;

· A completed and signed PHS 398 or 2590 face page may be required; and

· New: Where BMC is submitting a subcontract component of an electronic submission through Grants.Gov or other electronic means, a copy of the Pure Edge file or other electronically formatted documents must be submitted to Grants Administration for review in accordance with Section 8 below.

If applicable, proof of Protection of Human Subjects Training, as well as documentation of IRB and/or IACUC approvals will be requested as part of the Just-in-Time paperwork submission.

2. Award stage: After a grant is awarded, the Prime institution must send a Memorandum of Agreement (MOA) or Subaward Agreement to the BMC Grants Administration office for review and institutional signature. The Pre-award office will review the contract language and the BMC Principal Investigator must update and approve the Scope of Work and Budget to conform with the grant award. Principal Investigators are not authorized signatories for the purposes of signing MOAs or Subaward Agreements on behalf of BMC. Once the MOA/Subagreement has been signed by both BMC and the Prime institution, a copy is sent to the BMC Principal Investigator and the original is kept in the Grants Office. The contract is set up and assigned an Activity Number. However, BMC cannot begin billing, nor can the PI incur costs, until the agreement has been fully executed by both BMC and the Prime institution. 

Should an award be made with BMC as a subcontractor, please notify your Proposal Development Specialist immediately.  He/she will assist you in processing the subcontract materials.

b) BMC as the Prime Awarding Institution: 

1. Application Stage:  BMC requires the following from proposed subcontracting institutions:

· *A Letter of Intent to Enter into a Consortium Agreement (Appendix 10) signed by the BMC Principal Investigator, BMC Associate Director of Grants Administration, and an Authorized Signing Official for the subcontracting institution. Note that BMC requires all three signatures on Letters of Intent;

· *A Scope of Work;

· *A Detailed Budget and budget justification, with the budget signed by the subcontracting institution;

· Biographical sketches for key personnel; 

· *An NIH PHS 398 application checklist page. 

· A completed and signed PHS 398 or 2590 face page, if required.

· A Resources page, if required.





* Also required for continuing subcontracts.

2. Award Stage:  Upon receipt of a Notice of Grant Award, Grants Administration will prepare MOA/Subagreement materials for transmittal to the subcontracting institution.  The BMC PI will be asked to verify that the Scope of Work and Budget to be included in the subcontract is accurate and updated prior to transmittal. Once the subcontractor has returned an executed agreement to the Grants Administration office, the billing process can begin once the BMC Principal Investigator provides their Proposal Development Specialist with a completed and signed Purchase Order form.

    8.      Electronic Grant Submissions

Electronic grant submissions need to be reviewed like any other grant application prior to receiving Grants office approval. However, because of strict deadlines, volume of submissions, and complexity of the electronic review, Grants Administration requires that the initial review of  electronic submissions begins 7-10 days before the deadline, with final review and submission no later than 3 days before the deadline. This is necessary to allow sufficient time to correct any electronic errors identified by Grants.gov or the sponsoring agency.  In the case of Grants.gov, the Pre-award office must submit the application electronically. 

Please carefully review all Program Announcements (PA)/Research Funding Announcement (RFA) instructions to determine whether a proposal is required to be submitted through grants.gov and contact Grants Administration as soon as you identify any planned Grants.gov applications so that the Grants office may best assist you. Here are some initial guidelines for Grants.gov submissions:

a) An eRA commons user name is required for all key personnel on Grants.gov electronic grant applications. Please contact your Proposal Development Specialist to verify existing user names or to request a new setup. Note that new setups may take up to 48 hours for NIH to process.

b) PIs do not have to register on Grants.gov. Boston Medical Center is already registered as an institution and its Grants office is authorized to submit applications for all investigators.

c) The Pure Edge viewer must be downloaded and installed on all computers that will be handling Grants.gov applications in your area. To download and install the viewer, go to http://www.grants.gov/applicants/apply_for_grants.jsp and follow the instructions.

d) The Grants.gov Instruction Manual provides general guidance on how to fill out the electronic fields in Pure Edge documents but it is highly recommended to refer to the agency-specific RFA/PA instructions for proposal guidelines such as page limitations, budget caps, due dates, required forms, etc. 

e) The final application packages must be submitted at least three (3) business days prior to the deadline to allow for corrections in the event the electronic application package has errors and is rejected. A typical Grants.gov application goes through three review and validation checks: first, by the Grants office, second, by Grants.gov, and third, by the federal funding agency. The application must successfully pass all three checks without errors by 5:00 pm on the due date in order for the funding agency to accept it. Once accepted the application is routed for peer review.

f) All of the standard internal forms must still be submitted to your Proposal Development Specialist: Proposal Summary, signed Conflict of Interest forms for all Key Personnel,  CDC survey form (if applicable), Lab Safety Data form (if applicable), IRB approval letter (If applicable), and IACUC approval letter (if applicable).

g) Please use the FTP dropbox to submit electronic application packages to the Grants office for review. (Go to http://internal.bmc.org/grants/nihcommons.html for additional information on preparing Grants.gov applications.) Electronic applications can also be saved to a flashdrive and walked to the Grants office. Flashdrives will be returned once applications are successfully submitted.  Please be aware that PureEdge files are often too large to be supported by e-mail.

h) The Grants office is happy to give one-on-one or group tutorials to guide applicants through the Grants.gov process. Please contract your Proposal Development Specialist to schedule an appointment.
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