Frequently Asked Questions:
General

Q1: What internal documents need to be submitted to the grants office with the application?
A1:  Proposal Summary sheet (required for all applications)  
http://internal.bmc.org/grants/Forms/Pre-Award%20Forms/rev_PSF_7_29_10.pdf
Conflict of Interest form(s) (required for all new applications and non-competing applications if there is a change in the previously reported conflict)

 http://internal.bmc.org/grants/Forms/PSD_002.pdf
Lab Safety Data Sheets (for all applications proposing use of rDNA, radioisotopes, radiation and other biohazards)

http://internal.bmc.org/grants/policies_pre/labdata.rtf
CDC survey (for all “basic research” applications) http://internal.bmc.org/grants/Forms/cdc%20select%20agent%20survey5_05_05.doc
Q2:  Who do I need to complete conflict of interest (COI) forms for? 

A2: For new proposals, COIs must be submitted for all named personnel listed on the BMC budget (including non-key). For non-competing continuations/progress reports, COIs only need to be submitted if there has been a change it what was previously reported. This includes change in personnel or change in status of financial conflict. COIs do not need to be submitted for personnel listed on a subcontract to an outside institution
Q3: I am a new investigator at BMC, is there anything I need to do before I submit a grant through the BMC grants office?

A3:  You will need an InfoEd account in order to submit grants through our office. Contact kalina.mathurin@bmc.org to have one setup.

For federal grant application you will need an eRA commons username affiliated with BMC. Contact renna.onario@bmc.org to have one setup or to have BMC affiliated to an existing account. **This must be done at least 48 hours before the grant is submitted**
Q4: How far in advance of the deadline do grants need to be submitted for review, approval, and submission?

A4: The BMC grants office requires the complete and final application to be ready for submissions at least 5 business days prior to the sponsor deadline.  
Q5:  What is a cost-share and what needs to be done if one is proposed on the budget?
A5: In general, a departmental account number must be provided on the proposal summary sheet for any costs required and shown on the application’s budget but not requested from the sponsor. This includes “donating time/effort” and “in-kind contributions” on a project. 
**Federal Funds can not be used as a cost-sharing source**

The full research cost-sharing policy can be found here:  http://internal.bmc.org/grants/policies_post/Cost%20Sharing_final08.doc
Q6: If Boston Medical Center is going to be a subcontract on an application submitted by another institution, what needs to be submitted to the BMC grants office?
A6: At a minimum, we require a Letter of Intent (LOI), scope of work, detailed budget, budget justification, and BMC internal paperwork. The prime institution may also request biosketches, resources/facilities pages, letters of support, etc. You should coordinate with your collaborators at the prime institution to determine exactly what they require prior to submitting the paperwork to the BMC grants office.
Our LOI template can be found here:

http://internal.bmc.org/grants/Forms/Pre-Award%20Forms/FederalLOI_2_08.doc
Q7: Do I need to do anything if my budget proposes patient ancillary costs?
A7: Any budgets proposing patient care costs should be forwarded to Alex Hui, alexandria.hui@bmc.org, for review first. She can also be reached at 4-5110. We recommend you discuss patient ancillary costs with Alex before you develop the budget.
Q8: What is the difference between a subcontract and a consultant?

A8:
Subcontract

- Collaborator will have programmatic decision making responsibility

- Collaborator will manage technical and administrative aspects of a portion of the overall project statement of work

- Collaborator will perform work as part of an institutional appointment and utilize their institutional facilities such as, students, staff, patient population...etc.

-Subcontract costs are excluded from BMC’s indirect cost calculation in the budget.
Consultant

-An individual/firm/organization identified to provide professional advice or services for a fee

-Operates in a competitive environment

-does not participate in the programmatic decision making of the project

-Provides similar goods or services to many different purchasers

-BMC’s indirect costs are applied to all consultant costs.

**If the consultant is an individual affiliated with another academic institution, the services must be provided outside of their institutional time commitments, without use of their institutional resources, and paid directly to the consultant as an individual and is subject to income taxes**
**BMC employees can not be paid consultants on BMC grants**

Q9: What is the earliest start date I can have for my budget?

A9: Sponsor guidelines usually dictate what the earliest start date you can have for your budget as well as the length of the budget and project periods. You should review the sponsor guidelines carefully before developing the budget.

For NIH grants, the earliest start date is often dictated by the funding cycle in which the grant is submitted. We recommend reviewing the specific program announcement to confirm due dates and budget start dates. The standard funding cycle chart can be found below. 
Cycle 1 submission: January-April

Cycle 2 submission: May-August

Cycle 3 submission: September-December

	
	Cycle I
	Cycle I
	Cycle II
	Cycle III

	Scientific Merit Review
	June - July
	June - July
	October - November
	February - March

	Advisory Council Review *
	August
	October
	January
	May

	Earliest Project Start Date ** 
	September
	December
	April
	July

	
NOTES: 

*  Advisory Council Review: month listed is as recorded in NIH’s grants database and reported in eRA Commons.  The actual date of the Council may be in the month before or after.  For example, some ICs may actually hold the January Council meeting in February or the October Council in September.

** Awarding components may not always be able to honor the requested start date of an application; therefore, applicants should make no commitments or obligations until confirmation of the start date by the awarding component. 


       Q10: Where can I find general research compliance information? 
       A10: 
 
For HIPAA Information:

· BU website http://www.bumc.bu.edu/hipaa/
· BMC sebsite: http://internal.bmc.org/hipaa/
For General Research Compliance Issues for both BMC/BU Research, go to:  http://www.bu.edu/orc/
For questions about human subject research, go to:  http://www.bumc.bu.edu/irb/
For questions regarding animal research, go to: http://www.bu.edu/animalcare/ or       http://www.bu.edu/orccommittees/iacuc/ (IACUC)

InfoEd and electronic grants

Q1: When do I need to complete and InfoEd entry?  
A1: An InfoEd entry should be completed for all grants prior to review and submission. Electronic grant applications to NIH, CDC, and AHRQ should be developed using the SF424 (system to system) mechanism. For all other grants types, information should be entered through InfoEd, using the “generic sponsors” mechanism. Instructions for both can be found online or in the pre award training manual.
Q2: What are some helpful hints for system to system electronic grant applications in InfoEd?   

A2: In the setup page:

1. The PI of the application must be selected here. This can not be changed after the setup questions. 

2. DO NOT copy applications from an existing proposal in InfoED. Even if you are resubmitting a grant that was previously developed in InfoED, all applications must be created new.

3. When initiating a system-to-system application in InfoEd to NIH, select National Institute of Health/DHHS as your sponsor. If you wish for your application to be assigned to a specific institute within NIH, you can indicate this in your cover letter 

4. You must select a valid opportunity number 

5. Make sure the primary department is selected under “PI Departments”. You may need to add this manually. Do NOT change the “Associated Department”. This is the PI’s division. If this in incorrect, please contact ellen.jamieson@bmc.org to update
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6. Select “Budget by Total Project” as the budgeting model. It is easier to develop the budget using this scheme.
In the SF424 (R&R) page:

1. Ellen Jamieson should be selected as the Administrative Official and Authorized Representative. Click on the blank boxes and a drop down menu will appear. By selecting Ellen, her information will automatically populate the boxes.
In the personnel page:
1. All key personnel/significant contributors must have their entire personal profiles filled out (including zip code).

2. Biosketches should be in the new NIH format with a personal statement.
a. 15 publications MAX.
b. No $ amounts or % effort should be listed on research support section.
c. Biosketches are typically limited to 4 pages, but special funding opportunities may limit it to 2 pages. Review the sponsor guidelines to confirm.

d. Certain fellowship/training applications require a different biosketch template for fellows/trainees. Review the guidelines for the specific fellowship to see if this applies to your application.

3. If you want to include a biosketch for a consultant, add them as a significant contributor in the personnel section. Their consultant fee (if applicable) should still be listed under non-personnel costs in the budget page.
4. Make sure Pubmed Central IDs are included in the PI biosketch and references section for any publications that are NIH-funded and authored/co-authored by the PI.
5. Make sure that eRA Commons username is listed in the Credential box for the PI. The application will not be accepted by NIH/AHRQ/CDC if this is omitted.
         In the budget page:
1. Modular grants should have a budget justification for personnel only.
2. In applications using non-modular budgets, the subcontract justification should be added to the BMC justification and uploaded as one document. In applications using modular budgets, the subcontract justification should be uploaded as a separate document in the Consortium Justification. 
**Specific instructions and more detailed information for system to system applications can be found in Appendix B of the Pre Award training manual as well as the BMC internal grants website**
Q3: What are some helpful hints for Generic sponsor applications?
         A3:
1. Generic sponsor applications in InfoEd are a way to submit all other application types to the BMC grants office for review and approval. This includes, but is not limited to foundation grants, federal electronic applications that can not be submitted system to system, paper applications, subcontract applications, etc. 

If you have any questions whether an application should be developed using the system to system mechanism or generic sponsors, please contract your PDS.
2. Components of the application must  be uploaded in the Internal Documents tab for us to retrieve and review. 
3. The budget tab of the generic sponsor template must be completed even if a separate budget page is uploaded in the Internal Documents tab.

4. When completing an Adobe package for federal applications that can not be submitted system to system, do not include spaces, numbers, or special characters in attachment filenames. Using underscores is OK. Also, all attachments in Adobe grants package must be converted to PDFs.

5. If BMC is a subcontract, the proposal sponsor should be set as the prime institution (eg. Children’s Hospital) in InfoEd. The originating sponsor (eg. NIH) can be set on the setup questions page, once the question “Is this a flow through Project?” is marked “yes”. 
**Specific instructions and more detailed information for generic sponsor applications can be found in Appendix C of the Pre Award training manual as well as the BMC internal grants website**
