Grant Proposal Process

Finance Issues

The steps below should lead you through the grant proposal process at The Citadel. 

Note: If the grant is being obtained through TCF, please contact your school’s Development Director at TCF and your respective Dean.  All others should immediately begin the process below.

A. Go to the Financial Services grants web page and complete the “Citadel Grant Proposal Form”. (http://www.citadel.edu/fins/grants.html).  This is a two page form that contains the Citadel’s internal grant proposal process.   You need to plan to leave time for the Provost and other persons on the form to read the proposal before they sign off.  In other words, do not plan on walking it through at the last minute.  If necessary, you can send the form through before the budget is completed.  The Director of Financial Services must review the budget before the Vice President for Finance and Business Affairs signs the application.

BUDGET

B. In preparing a budget, you need to classify expenses the way the college does.  For example, consultant travel is a contractual service (non employee travel), it is not travel.  Minor equipment, those items costing less than $5,000, are supplies, not equipment.  Your departmental administrative assistant should be familiar with the college’s categorization of expenses.  In general, budget categories on grant applications should be the same categories for departmental general fund budgets: personnel, contractual services, supplies, fixed charges, and equipment.  Budgeting should not deviate from these categories unless absolutely required by the grantor.
C. The college’s overhead rate is 40% of total salaries and fringe benefits.  You should always request overhead unless the grant application guidelines limit or prohibit overhead.  (1/2 of the overhead generated by the grant will go back to your department as an increase to its operating budget).

D. The college has a variety of fringe benefits rates. The most commonly used are:

Faculty: 25%, Staff: 30% (Note: the benefits are the same, but average faculty salaries are higher than average staff salaries).  Temporaries: 8.45%,   Students enrolled in classes: .6% (less than 1 per cent).

E. Some items are not permitted as a direct cost on grant since they are part of the overhead.  Federal cost principles do not permit these to be charged to grants, even if the grant does not allow overhead.  See “Indirect Costs May Not Be Charged To Federal Grants” on the grants web page (http://www.citadel.edu/fins/grants.html)

F. Faculty may only receive increased compensation for working on grants during the summer.  Total summer pay, including grant work and summer school is capped at 30% of salary.  If you are going to be paid from the grant, you should review: “Faculty Salary Rates for Federal Grants” on the grants web page: http://www.citadel.edu/fins/grants.html
G. Please remember that hotels and restaurants charges a variety of fees on top of their stated costs.  And remember to include sales tax for all equipment and supplies.

H. If cost sharing is required, review “Cost Sharing Requirements” on the grants web page (http://www.citadel.edu/fins/grants.html).  Generally cost sharing can be done with effort you may provide during the academic year i.e. effort that you may not be paid for.  Any other cost sharing will require you to document the funding source.

I. Once your budget is developed, or if you have any questions, contact the Grant Accountant (Patty Fitzgerald) or the Director of Financial Services (Sue Reynolds) who can assist you and answer questions.

