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OVERVIEW 
The Grants Post-Award Handbook (After You Get the Grant) was designed to answer many of the 
frequently asked questions by faculty after receiving a federal or state award.  The handbook is meant to 
be a simple guide both to faculty who have years of grants experience and to those who are new to the 
grants community.  Whereas the content is kept general, individuals should refer to the actual award or 
sponsor agency manual for more specific instructions.  Where more detailed information can be shared, 
a reference is included.  Most of the information guiding federal grants is taken from the Uniform 
Guidance - 2 CFR Part 200 issued in 2014.   

The Office of Grants and Sponsored Programs at Northern Virginia Community College (NOVA) is headed 
by Dr. Syedur Rahman, Associate Vice President, and staffed by Robert Henderson and Susi Mattheisen. 

Office of Grants and Sponsored Programs 
Northern Virginia Community College (NOVA) 

7630 Little River Turnpike, Suite 818 
Annandale, Virginia 22003-3796 



TABLE OF CONTENTS 

Key Offices and Support Functions ............................................................................................................ 1 

Accepting the Award .................................................................................................................................. 3 

Grant Responsibility Matrix ....................................................................................................................... 5 

Personnel and Grants ................................................................................................................................. 6 

Time and Effort Certification ..................................................................................................................... 8 

Student Scholarships .................................................................................................................................. 9 

Purchasing and Procurement ................................................................................................................... 11 

Making a Modification ............................................................................................................................. 13 

Reporting ................................................................................................................................................. 15 

Grant Closeout ......................................................................................................................................... 16 

How to Get Into Trouble .......................................................................................................................... 18 

Budget Glossary ....................................................................................................................................... 19 



KEY OFFICES AND SUPPORT FUNCTIONS 
As the project director, you will want to know where to find the answers on how to implement your 
grant activities.  The following helpful list describes the key offices at the college and their supportive 
functions as they relate to grants.  

Office of Grants and Sponsored Programs – Funding by any government agency at the federal, state or 
local level is treated as a grant.  Unless otherwise directed, all public sector grants go through the Office 
of Grants and Sponsored Programs. 

NOVA Foundation1 – All efforts within the college to raise funds from private sources, including 
corporations, foundations, individuals, or other non-public entities, is coordinated through the NOVA 
Foundation, a separate 501(c)(3) entity affiliated with the college.  

Office of Workforce Development – NOVA’s workforce development is responsible for managing 
federal Workforce Innovation and Opportunity Act (WIOA) Title I funds, i.e. career and technical 
training, including fiscal and operational administration of WIOA grants. 

Office of the Provost/Vice President – Before approaching any potential funding source, the employee, 
department or division must obtain approval from their provost or vice president.  

Office of Finance and Administration – All grant budgets and budget modifications prior to submission 
must be approved by the Office of Finance and Administration.  The VP of Finance and Administration is 
one of only several persons with the institutional signature authority to enter into legal agreements 
involving grants, contracts and/or cooperative agreements on behalf of the college.  

Office of Institutional Research (OIR) – If grant activities are anticipated to involve research on human 
subjects, i.e. students, (in the form of surveys, tests, etc.), a request must be made to OIR for review and 
approval prior to submission, which is meant to protect the individual’s rights. 

Department of Human Resources – HR can assist you in answering questions about academic 
workloads, salaries, and/or hiring personnel, in addition to the technical assistance provided by the 
Office of Grants and Sponsored Programs on grant-related requests. 

1 The Office of Institutional Advancement, which housed the NOVA Foundation, no longer exists after December 
2018. Page 1



In addition, the following people are generally the key contacts at the sponsor agency: 

Program Officer – This person is the primary agency contact for the grant program you intend to apply 
for, and can notify you of any changes or errors, and offer clarification or elaboration.  It is always a 
good idea to contact the program officer when preparing your proposal and ask for feedback on an idea 
or program plans.  This person also monitors your program performance. 

Grants Officer – The grant award and administration process falls on the grants officer.  This person 
maintains the responsibility to ensure amendments are issued in a timely manner.  Only grants officers 
can approve major budget and programmatic changes. 
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ACCEPTING THE AWARD 
You have been informed that your project was selected for funding! Now what? 

Notice of Award 

The various government agencies (federal, state, and county) follow their own specific award 
procedures. The National Science Foundation (NSF), for instance, usually sends an email with 
notification of an award to the designated point of contact at the college.  You may also access award 
notices via federal online portals such as Fastlane.gov, Research.gov, or Grants.gov.  Whereas, the U.S. 
State Department uses SAMS.com.  A notification usually consists of the award notice, including any 
special conditions.  It also includes a line-item budget with categories of expenses.   

Overview of Next Steps 

The visual below shows the sequential next steps of accepting an award, along with the responsible 
party/parties associated with each step. 

Negotiating an Award 

Depending on the award, the Office of Grants and Sponsored Programs may enter into a period of 
negotiation with the sponsor.  As the lead (or prime) institution, negotiations should take place directly 
with the program officer.  However, it you are a sub-awardee, you would negotiate with the lead 
institution on the grant who manages the grant and funnels “pass-through” funding to all partner 
institutions.  In both examples, the goal is a legally-binding, signed Award Agreement that is mutually 
acceptable to the sponsor and the recipient.   

What Does This Look Like? 

First, a careful review of the Agreement documents by the Office of Grants and Sponsored Programs will 
take place.  The grant specifics (award date, start and end date, reporting periods) should be stated up 
front.  Less obvious contractual information, such as the college’s DUNS number or EIN number, are also 
checked.  The terms and conditions should be acceptable to the college, particularly any special budget 
and programmatic restrictions, and then noted as part of the grant record.  A final review of each line of 
the project budget provides one last opportunity to ensure that costs are accurately presented.  

Now is also the time to inform the sponsor of any changes to the project, as in some cases six months or 
a year may have passed since the original proposal was submitted.  An example would be a change in 
key personnel because the project director has left the college.  In this case, the budget needs to be 
adjusted to reflect the new director, and the sponsor will likely ask for additional information.   
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The Signature 

After a final review, the award documents are forwarded within the college for signature.  Note that 
only the president of NOVA is authorized to accept and sign off on all contractual/grant agreements.  
NOVA’s president has designated that signature authority to the Vice President of Finance and 
Administration.  The documents are then returned to the sponsor, who countersigns the Agreement, 
and sends a copy of the entire official package back to NOVA.  The recipient also indicates acceptance 
of the award by beginning to draw down or obtain funds from the grant payment system.  
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Office of Grants Project Lead/Director Budget Accountant
Technical Assistance and Compliance 
Oversight on federal and state grants

Management of grant personnel, 
activities, and budget (and subawards)

Manage fiscal responsibilities for grant

Secure signatures on Award documents 
from designated signatory, and forward 
to sponsor for countersignature

Maintain copy of countersigned award 
package on file, and any future 
modifications

Maintain copy of award agreement and 
final budget on file, and any future 
modifications

Provide assistance in setting up grant in 
College/VCCS system 

Request Budget Set Up and Department 
Account Code

Set up AIS Account (department & fund 
codes) and budget crosswalk

Conduct post-award kick-off meeting for 
project team to review terms and 
responsibilities

Attend kick-off meeting, and 
subsequent meetings as needed

Provide fiscal overview at kick-off 
meeting, if needed

Contact program and grants officers to 
assist with grant process, sponsor visits, 
and compliance issues

Contact program officer to seek 
guidance on on-going grant activities, 
and any changes 

Prepare all financial reports and billings, 
and send out invoices to funding 
sources

Provide assistance in completing and 
submitting forms, and determine when 
appropriate

Complete and submit appropriate forms 
(personnel, procurement, speaker 
honoraria, etc.)

Maintain copies of PAR (109-094) and 
RAT (109-085), and General Ledger 
changes

Track and assist with programmatic and 
fiscal reporting requirements, as 
indicated by Sponsor

Develop and submit programmatic 
reports to sponsor, and forward final 
copies to Office of Grants

Complete and Submit federal form FFR 
SF-425/SF 425A

Track spending throughout the entire 
grant cycle, and provide corrections 
where necessary

Track spending, in alignment with 
program budget, and review and 
approve monthly Financial Status 
Report from budget office

Prepare and obtain approval of monthly 
Financial Status Reports from project 
directors, and make corrections, if 
needed

Enter Time & Effort information for 
each project personnel into IT Works 
database

Certify Time & Effort for each project 
personnel on quarterly basis in IT Works

Maintain and monitor Time & Effort 
reporting in IT Works

Compliance oversight of all federal and 
state grants

Programmatic and fiscal oversight of 
grant requirements

Fiscal oversight of spending and budget 
modifications

Advise on college/VCCS and federal 
regulations (2 CFR) focused on grants 
management

Follow college/VCCS and federal 
regulations (2 CFR), where relevant to 
grant

Follow college/VCCS accounting rules 
and cost principles for federal grants

Determine timely course of action 
regarding programmatic or fiscal 
problems, when needed

Adjust workplan and/or scope of work, 
and any budget alignments, in 
collaboration with Office of Grants

Make fiscal amendments or 
modifications to grant, as approved

Manage Closeout phase upon 
completion of grant

Undertake Closeout activities, both 
programmatic and fiscal, and final 
reports

Prepare all final fiscal reports and 
billings

Maintain electronic copies of RFP, 
proposal package, award, modifications, 
and support materials (emails) for three 
years

Maintain copies of RFP, proposal 
package, award agreement, 
modifications, and any backup (emails, 
receipts) for three years

Maintain copies of fiscal back-up to the 
grant for three years

Office of Grants & Sponsored Programs

Responsibility Matrix
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PERSONNEL AND GRANTS 
As project director, you are responsible for assembling a project team, which began during the pre-
award phase with a proposal and an estimate of each person’s percentage of effort to be spent on the 
grant.  The proposal budget and the individual “Scope of Work” are the guides for who does what and 
when for the duration of the project.  Most of the preparation should already have taken place, in 
anticipation of kicking-off activities and starting to spend down the money.  But inevitably, there are 
procedures to be followed post-award that will need your attention. 

Hiring Project Personnel 

First, you need to hire someone to fill that vacancy you budgeted for, if you chose not to use existing 
faculty and staff.  While developing the proposal, the project director will have created a restricted 
Position Description/Employee Work Profile (EWP)1.   A “restricted” position means a position exists for 
a specific project or function and ends when the project ends.  The EWP is entered into the Position 
Management Portal of the NOVA Applicant Tracking System (NATS).  After going through the NATS 
approval chain, Human Resources will help you to post the position.  The complete hiring process is 
explained on NOVA’s site, “Hiring and Recruiting.”  Be aware that the hiring of grant-funded, temporary 
positions can still take several months before on-boarding can happen.  More information can be found 
in the HR How-To Pamphlets.2  

Hiring a P-14 

You may decide to hire a part-time P-14 employee.  Hourly employees are limited to working an average 
of 29 hours per workweek, cumulative for all hours worked at any VCCS institution for the measurement 

1 The Virginia Department of Human Resource Management (DHRM) has a “Guide for Designing an Employee 
Work Profile (EWP)” at http://www.dhrm.virginia.gov/agencyhumanresourceservices/performancemanagement . 
2 https://www.nvcc.edu/hr/hiring.html  

•New position: create
position description

•Replace position: update
position description

•Position must go through 
approval process in NATS

Position 
Description

•Once approved, the 
position is posted

•Interview and select
candidate

•Complete hiring proposal
found in the NATS portal

Personnel 
Selection •HR makes verbal offer,

and once accepted, a
formal offer letter is sent

•HR requests LAN account
•Candidate starts on the 

10th or 25th and attends
orientation

Official Offer
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period of May 1 to April 30.  The employee must inform his or her supervisor if employed elsewhere at 
NOVA or any VCCS institution.  A how-to on hiring a P-14 employee is on the HR website.3  Note also 
that an employee can be both an adjunct and P-14 at the same time.  Due to ACA regulations, however, 
there are limitations on how much the employee can work for each assignment.4 

Implementing Buy-Out 

More likely, you have identified colleagues already employed by the college and who are teaching in 
your field to be the key project personnel.  Grant funds to support 9-month Teaching Faculty allows the 
college to hire an adjunct to replace faculty working on a grant at their Institutional Based Salary rate 
(not adjunct rate).  If grant activities take place over the summer, then the grant-funded hours must be 
written into summer contracts in order to get paid.  

The forms you will need to put these changes in motion are the 105-094 (Personnel Action Request or 
PAR) and 105-085 (Faculty Reassigned Time), which are available at NOVA’s online forms library.  The 
105-094 requests a distribution % and budget code change, while the 105-085 indicates the number of
teaching credits of reassigned time and the estimated cost to draw down the money.

Both forms are filled out by the Project Director, and forwarded to the appropriate supervisors for 
approval (including the Dean and Provost), and then sent to Payroll to request the diversion of funds 
from the budget.  This can take several weeks to process, so prompt attention to this step is not only 
recommended, but advised, to prevent any disruptions in covering salaries.  In the event that personnel 
costs are not pulled down in a timely manner during the life of the grant, you may need to submit a 
form 105-180 (General Ledger ACTUAL Expense/Revenue Transfers and Adjustments) to request a 
transfer or adjustment of actual expenses or revenue from one account code to another.  This action is 
only done in unusual circumstances, and a description and rationale for the request must be included.  

3 3 “HR Presents: How to Hire a P-14 Employee” - https://www.nvcc.edu/hr/_docs/how-to-hire-a-p14.pdf 
4 See “Multiple Part-Time Position Workload Calculations” 

Note: If grant activities take place over the summer, then those hours must be written into summer 
contracts in order to get paid, even if this consists of your entire workload for the semester and you 
elect not to teach in the summer.  Both the summer contract and form 105-094 are submitted 
together to HR’s DataOps (dataops@nvcc.edu) for payment. 
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TIME AND EFFORT CERTIFICATION 
IT Works & Effort Certification 

Once a grant is awarded, a record is created in IT Works, a grants management data base used by the 
Budget Office and the Office of Grants and Sponsored Programs.  This site contains all the 
comprehensive information related to the grant, such as budget periods, key personnel, contacts, and 
reporting schedules.  IT Works also supports the effort certification process.  Each quarter, an email is 
sent to all individuals who have committed effort on one or more federally sponsored awards, as well as 
to the supervisors who are required to review and approve the reports for their staff.  The person effort 
is assigned during the pre-award period, and is included in the approved budget. 

Certification serves as verification that the work was performed at the end of specified reporting 
periods, and should be a reasonable estimate of how time was expended.  The Budget Office has 
available a manuali on certifying effort as an employee to help you through this process. 

CERTIFYING EFFORT AS AN EMPLOYEE 

1. Enter the website address provided by IT Works in the address bar of any web browser. After entering
the website address and navigating to that page, the landing page of the system will appear.

2. Once the landing page appears, click “Login”.

3. The login box will then appear, enter username and password; then click “Log In”.

4. After logging in, the system landing page click “Effort”

5. The effort needing certification will now appear. Click the button to view the effort details.

6. Here you can view all the effort details via the tabs.

7. After review, if the information is correct, click “Certify”.

8. Add any comments, select to send notifications to next approver (if desired) and apply signature and
certify effort. Click “Save”.

CERTIFYING EFFORT AS A SUPERVISOR 

1. See steps 1-4 in the Certifying Effort as an Employee section.

2. Now, as a supervisor, not only personal effort but also those whom are under the user’s supervision
will appear. Click the desired button to view the effort details.

3. Certifying a subordinate’s effort is the same as outlined in steps 6-8 of the Certifying Effort as an
Employee section.

i “Effort Administrator, End Users, User Manual,” Information Technology Works, Inc., March 2016. 
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STUDENT SCHOLARSHIPS 
If you are awarded a federal grant that includes student scholarships, it is a good idea to familiarize 
yourself with how NOVA handles student financial aid, in general.  Scholarships come from many 
external sources, such as Federal Pell Grants, the Pathway to the Baccalaureate Program, and the Jack 
Kent Cooke Foundation, and also internally through the NOVA Foundation.  Questions on the processes 
should be directed to Joan Zanders, Director of Financial Aid, or Bridget Johnson, Director of Financial 
Services, as not one fits all.   

To start with, it is important to understand the process for selecting students that protects the integrity 
of the program and the college.  NOVA, for instance, has a scholarship committee responsible for 
reviewing scholarships and determining recipients.  Financial Aid also utilizes AcademicWorks, a 
scholarship management system, to assist in selections through a ranking process.  Note that different 
student groups may also be given different consideration, such as military veterans.  

Federally-Funded Scholarships 

Some financial aid programs, such as Pell Grants, are funded through an annual subsidy from the U.S. 
government for needy students to pay for college.  Alternatively, many federal agencies solicit grant 
proposals seeking to provide scholarships to low-income, first-generation, disabled, and other qualified 
individuals.  The difference is that student loans and Pell Grants are provided to individual students, 
whereas grants from federal agencies are given to the institution, such as NOVA.  Recent examples at 
NOVA include scholarships focused on cybersecurity and engineering, funded by the National Security 
Agency (NSA) and the National Science Foundation (NSF), respectively. 

Scholarships through a federal grant are received by the college through the Office of Grants and 
Sponsored Programs, as either the lead institution or a sub-awardee to a 4-year university.  Like all 
grants, a project director manages the award for the duration of the project.  This person must follow 
procedure on the selection and distribution of the scholarship(s), coordinate tuition and book payments, 
and provide other services such as mentoring and professional development opportunities (if specified), 
and then facilitate the transfer of the student for completion of their studies. 

Scholarships Come With Restrictions 

As with all federal money, these types of grant-supported scholarships are subject to federal rules and 
regulationsi.  Instructions on how to manage the award are contained in the official agreement 
document, with some variations depending on the sponsor agency, and in the Grant Solicitation/ 
Request for Proposal (RFP). 

As an example, the NSF Scholarships in Science, Technology, Engineering, and Mathematics (S-STEM) 
program requires award recipients to establish selection criteria.  The S-STEM work plan should indicate 
how student eligibility will be determined, the mechanisms by which scholarships for students will be 
provided, and how scholarship program outcomes will be evaluated and disseminated.  Students in the 
S-STEM program must demonstrate academic talent and financial need.  They must be U.S. citizens,
permanent residents, nationals, or refugees.  They also must be enrolled full-time in a program leading
to an associates or higher degree in a STEM-related discipline.
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Returning Scholarship Funds 

Of special consideration is what happens when the student drops out or does not maintain a satisfactory 
grade point average.  At NOVA, students receiving assistance through the Financial Aid Office who drop 
out of school before completing 60% of the enrollment period may be required to pay all or a portion of 
the financial aid funds back to the school or the U.S. Department of Education.   

However, the requirements for maintaining a scholarship will vary from agency to agency and program 
to program.  For example, NSF CyberCorps Scholarship for Services (SFS) states that failure to satisfy the 
academic requirements of the program or to complete the service requirement will result in forfeiture 
of the scholarship award, which will revert to a student loan with repayments pro-rated accordingly to 
reflect partial service completed.  Further, under the SFS program, the college would be responsible for 
collecting the repayment amounts, including interest, which is then returned to the U.S. Treasury.   

Transparency is Key 

As Project Director, you are responsible for informing the student of their responsibilities, academic and 
service requirements, as well as any relevant guidelines outlined in their service agreement. 

i See federal 2CFR (200.466) 
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PURCHASING AND PROCUREMENT 
Effective July 1, 2018, the Virginia Community College System (VCCS) started using the Shared Services 
Center (SSC) to process common administrative transactions – such as purchasing and procurement, and 
travel expense reimbursement.  

How does it work? 

All purchases for goods and services are to be entered into “eVA,” Virginia’s eProcurement Portal, 
typically at least 3-4 weeks in advance of the need-by date.  The following transaction types are 
currently the only exceptions to this rule and do NOT need to be entered in eVA: 

• Membership dues and conference registration fees
• Travel-related expenses (i.e. transportation, lodging, meals)
• Tuition Management System disbursements
• Intra-agency payments
• Utilities and rent payments
• Payments for employees and students
• Other business office generated transactions

To initiate the procurement of goods and services: 

1. Determine what you want to purchase, when you need the good or service, and how much it
will cost.  This will guide what purchase method to use and any additional requirements.

2. If you plan to use a specific vendor, keep in mind that priority goes to Micro vendors first for
purchases under $10,000, then SWaM vendors (Small, Women-Owned, or Minority-Owned).  If
you choose to use a non-SWaM vendor, a justification, as well as documented research for
Micro and SWaM vendors, must be provided with your requisition.  The research for Micro and
SWaM vendors can be done either by the buyer or SSC.

3. A Purchase Order (PO) is submitted by an eVA user (i.e., campus procurement staff), as either a
Full Requisition Form or Strategic Sourcing Request Form (for multi-year contracts or
expenditures more than $100,000) in eVA for review/approval.

4. The PO makes its way through a series of approvals through NOVA and SSC.  If you opted to
allow SSC to determine the procurement type1 and vendor, they will determine both at this
point in the process.  Once the order is fully approved in eVA, a PO# is generated.  Obtain the
number from the eVA user and send to the vendor to include on their invoice.

1 If <$5,000, it is a single quote, whereas >$5,000 is a quick quote, Request for Proposal (RFP), Invitation for Bid 
(IFB), or sole source 

Please note: The procurement process is complex and has varying factors depending on the type of 
purchase being made and the cost of the good or service.  Detailed below is a generalized overview 
of the procurement process. 

Page 11



5. Once the good or service has been received, notify the eVA user who will submit a Purchasing
eVA Receiving Request Form (105-189e)2.

6. Request the invoice from the vendor and submit the invoice to invoice@ssc.vccs.edu with the
PO# included in the email and/or invoice.  Note: Only one invoice per email.

7. Provided all information is correct, SSC will remit payment after the invoice is received (if paying
by P-card, the invoice must also be sent to the assigned card holder for payment).

You are responsible for: 

• Identifying what to buy, what the good or service is needed, and how much to spend
• Approving the purchase request after the SSC has identified a vendor and price (if applicable)
• Using appropriate department, account, and fund codes
• Submitting the invoice to SSC and, if applicable, the assigned P-card holder
• Overseeing the procurement process and addressing any delays or issues should they arise

What is a P-Card? 

Small purchase cards are used for purchases equal to or less than $5,000 per transaction (however, 
certain users will have lesser transaction limits).  P-Cards are used only for limited, unscheduled, over 
the counter (point-of-sale) purchases, as well as emergencies in accordance with state procurement 
regulations.  Allowable charges include: 

• Purchases of food tied to instructional programs (e.g. culinary arts)
• Pre-approved meals that are documented in eVA and made in accordance with the state Non-

Travel Related Meals
• Purchases such as professional memberships and related conference registrations, other travel-

related procurements (e.g., airlines, hotels)
• Food and lodging for students only when the students are in travel status
• Emergencies in accordance with state procurement regulations

Employees will not be reimbursed for out-of-pocket food expenses that should have been procured 
through standard processes.   

The Shared Services Center help desk can be contacted at help@ssc.vccs.edu or (877) 340-5577. 

2 See NOVA’s Forms Library (Form 105-189E) 

• Single Quote – cost of goods or services is $5,000 or less.
• Quick Quote – to solicit competitive quotes from a number of sources, including SWaM, for small dollar

purchases (typically $5,000 - $100,000).
• RFP (Request for Proposal) – to conduct competitive negotiations for desired goods or services when the

price is only one criteria.
• IFB (Invitation for Bid) – an invitation to contractors or equipment suppliers to submit an offer, when there

is no substantive difference among the products or services, to get best price.
• Sole Source – a product or service is practically available only from one source.
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MAKING A MODIFICATION 
Stuff happens. 

Even the best grant-funded programs need a tune up along the way.  Key personnel may leave midway 
through the grant, a strategic partner may not be performing well, or you may have under budgeted for 
necessary supplies.  These are examples of when you should review your project and/or program 
budget, and determine whether a modification is needed.1 

Grant recipients are allowed a certain degree of latitude to re-budget within and between budget 
categories to meet unanticipated needs and to make other types of post-award changes.  Some changes 
may be made at the recipient's discretion as long as they are within the limits established by the sponsor 
agency.  In other cases, prior written approval may be required before a recipient makes budget 
modifications or undertakes other activities. 

Change in Objectives or Scope 

A grant is awarded based on certain expectations that predicate success.  For this reason, neither the 
scope of work nor the objectives of the project stated in the proposal can be changed without prior 
approval from the sponsor agency, even if there is no budget revision involved.  A discussion with your 
dean or provost, and all other individuals and partners involved in the grant, should be initiated first. 

Significant Change or Delay 

In the event there are problems, delays or adverse conditions that will affect the ability to attain the 
objectives of the project or to meet the time schedules as proposed, the agency’s program officer 
should be immediately notified. 

If requesting a no cost extension (NCE), the recipient must notify the sponsor agency in writing with the 
supporting reasons and a revised period of performance at least 10 calendar days before the end of the 
period of performance.  This one-time extension may not be exercised merely for the purpose of using 
unobligated funds.  

Change in /Project Director or Amount of Effort Devoted to the Project 

The decision to support a project is based to a considerable extent upon an evaluation of the proposed 
project director and his or her knowledge of the field of study and their capability.  If a project director 
expects to devote substantially less effort to the project than anticipated or plans to leave the 
institution, the college will propose a substitute with similar credentials who has the ability to manage 
the grant.  The Office of Grants and Sponsored Programs will initiate the change, which usually involves 
entering the substitute’s information in Grants.gov for approval by the program officer.  (Note: A budget 
modification may also need to take place to reflect the change in individual’s salary.) 

Change to the Grant Budget 

A grantee may need to move funds in the approved budget from one category to another, or within a 
budget category, due to overspending or underspending in one or more of the line items.  Some federal 

1 See federal 2 CFR 200.308. 
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agencies may require prior approval of budget revision to certain budget categories.  In general, 
however, the following rules2 apply: 

(a) The federal awarding agency may restrict the transfer of funds among direct cost categories or 
programs, functions and activities in which the cumulative amount of such transfers exceeds 10 
percent of the total budget. 
 

(b) Any circumstance where the grantee wishes to reduce personnel costs and/or fringe benefits to 
raise amounts in other categories must be approved by the program officer. 
 

(c) Participant Support may not be used by grantees for other categories of expense without the 
specific prior written approval of the Federal Sponsor.  These are direct costs for items such as 
stipends or subsistence allowances, travel and registration fees paid to or on behalf of participants 
or trainees (but not employees) in connection with meetings, conferences, symposia or training 
projects.  It also applies to student tuition, fees, and books. 

 

 

2 2 CFR § 200.308 Revision of budget and program plans 
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REPORTING 
Generally, the sponsor agency will specify the reporting requirements in the official grant agreement, or 
direct you to an agency portal such as Research.Gov (the NSF grants management system) or 
Grants.gov.  There are two types of reports: financial and programmatic.  NOVA’s Budget Accountant 
submits the financial report (Federal Financial Report FFR SF-425/SF 425A).  Financials at the college are 
kept in the AIS accounting system, but you will want to maintain you own financial records to avoid any 
miscoding.  Your job will be to ensure that the reports are complete, submitted on time, and in the 
correct format.  Even if no activity takes place during the reporting period, for whatever reason, a report 
must still be submitted to have on record and to comply with the sponsor guidelines. 

Reports are typically submitted on a quarterly and annual basis.  A final report is submitted within 90 
days after the expiration date of the agreement.  While this is broadly true for federal grants, state and 
local agencies may have other reporting requirements. 

Representing the College 

It is best to keep in mind that grant reports are a 
reflection of the college.  Careful thought should be 
taken to highlight success stories and progress – and 
provide an honest assessment of problems you may 
have encountered.  The program officer will be 
reading your reports, which form the basis of 
whether to continue funding or not.   

It does not necessarily reflect poorly on your 
program if problems arise, as long as you are prompt 
and candid when reporting the issue and propose a resolution.  Events may occur between the 
scheduled performance reporting dates that have significant impact upon the supported activity.  In 
such cases, you must inform the sponsor agency as soon as any problems, delays or adverse conditions 
become known.  This information could include, if appropriate, the reasons why goals were not met, or 
an explanation of cost overruns or high unit costs.  By the same token, you should report on favorable 
developments which result in meeting time schedules and objectives sooner or at less cost than 
anticipated or producing more or different beneficial results than originally planned. 

Moreover, with the issuance of federal 2 CFR (200.328), performance reports are now focused on 
whether performance goals and outcomes have been achieved.  Rather than reporting on a list of 
activities that took place during the grant (going to meetings, holding workshops), sponsors now want a 
comparison of what was accomplished in relation to project objectives.  It helps to report programmatic 
change when they are defined and measurable, so include numbers and statistics (or even a graphic) to 
measure your progress, if possible. 

Once your report is submitted on Research.Gov or another specified grant portal, a copy should be 
forwarded to the Office of Grants and Sponsored Programs for record keeping. 

Effective January 1, 2016, agencies are 
required to review and consider any 
information about the applicant in the 
“Federal Awardee Performance and 
Integrity Information System” or FAPIIS.  
This information is considered when making 
a judgement about the applicant’s record of 
performance under federal grants. 
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GRANT CLOSEOUT 
Congratulations!  You have completed the grant, delivered your outputs and outcomes, and spent down 
the money.  Now begins the closeout process. 

But, wait.  The process of closeout actually starts about 3-6 months before the end date of the award, 
when you start to prepare the final deliverables, review encumbrances, complete personnel paperwork, 
enter time and effort, and collect together all the backup materials (such as procurement invoices, other 
receipts, email documentation, etc.).  This information is a record of your grant.  You are required to 
retain these records for at least three years from the date of the final expenditure report (or for the 
timeline specified in the award, if different) should there be an audit later. 

So what exactly is Closeout?  

Grant closeout is the completion of the grant life cycle and the official end of the sponsor’s relationship 
with the grantee on that grant.  In order to complete a closeout, you must submit the final financial and 
programmatic reports within 90 days following the expiration of the grant period of performance.  The 
awarding agency will review these reports to ensure compliance with all the grant terms and conditions, 
as well as to make sure you spent all the funds appropriately.  Any unexpended funds will be de-
obligated and returned to the sponsor agency during the closeout process.  (An extension up to one year 
with justification can be considered and approved on a case-by-case basis.)   

What are things to look out for? 

To sum up, you should charge the grant allowable expenditures incurred during the funding period.  This 
means no additional costs may be incurred after the expiration of the grant.  Do not make unusual 
expenditures at the end of the project.  Purchases of supplies or equipment may be disallowed by 
auditors if they occur too late in the program to be legitimately needed. 

Closeout Checklist 

The sponsor agency will usually provide its own closeout package to help you navigate the process.  The 
variety of different agency requirements and processes precludes one simple common form, so most 
institutions develop a Closeout Checklist.1  Basic criteria includes a property inventory, a final federal 
financial report, grantee performance report, and grant monitoring documentation.  

Note on Equipment and Supplies 

The grantee must account for all equipment and supplies by completing a Property Certification Form 
(check with the sponsor) for all equipment with a current fair market value of $5,000 or more per unit 
and any remaining supplies with an aggregate value of $5,000 at closeout.  The college may retain the 
equipment to be used for the purpose under which it was acquired, whether or not the program 
continues to be supported by federal dollars (2 CFR 200.313).  The college may also use the equipment 
in connection with other federally sponsored activities (2 CFR 200.313).  

1 NOVA closeout form under development 
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There are a number of regulations governing the closeout process found under the Uniform Guidance: 

a. 2 CFR 200.343: Closeout – describes the actions that the non-Federal entity and the Federal
Sponsor or pass-through entity must take in order to complete the closeout process at the end
of the period of performance.

b. 2 CRF 200.344: Post Closeout Adjustments and Continuing Responsibilities – details what may
be necessary as a result of an audit or a monitoring review.

c. 2CFR 200.345: Collection of Amount Dues – defines monies due to the Federal Sponsor, and the
steps that may be taken to ensure any amounts due are repaid to the U.S. government.

d. 2 CFR 2900 – Uniform Guidance Requirements, Costs Principles, and Audit Requirements for
Federal Awards.
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HOW TO GET INTO TROUBLE 
The purpose of grant policies and procedures is to provide instructions on how to handle an award in 
compliance with federal and state guidelines.  But following these rules also keeps you out of trouble, or 
at least avoid turning a minor misstep into a major upset that requires considerable time and energy 
(not to mention loss of prestige) to fix.  You may want to become familiar with some common mistakes 
and avoid them while managing a grant. 

• Not spending down the budget items in a timely manner, leaving a substantial amount of remaining
funds to be spent by the end of performance date.

• Making large purchases near the end of the award, when the potential for these purchases to make
a significant impact are slim.

• Waiting until the start of the new fiscal year to bill salaries on the grant for work completed prior to
June 30, when the Budget Office is not able to make cost transfers for any payroll costs.  Do get an
early spring start on submitting summer contracts.

• Not becoming familiar with grant procedures, particularly in relation to HR, which impedes and
often subverts proper payments to staff, consultants, contractors, and others.

• Not spending funds that have been budgeted because the process is later deemed cumbersome; the
college ends up covering those costs and the unspent grant funds are returned.

• Delay planning for the grant or drafting individual EWPs prior to the award, which may cause
substantial delays in starting the project, sometimes six months into the grant.

• Co-mingling grant funds, including travel and conference expenses.  Do keep track of your spending
in separate accounts, to ensure there is no spillage into other projects which is prohibited.

• Not checking the monthly financial status reports from the Budget Office for errant postings or
invoices that may create havoc with your budget and then time is spent tracking down the error.

• Using grant money to replace funds that were previously obtained from the college's operational
budget.  This is called supplanting and it is illegal.

• Not having any criteria to select student participants (such as scholarships), even if there is only one
student.  Do have a process in place, and keep any backup on student status.

• Being remiss in submitting a scheduled report or update because activities have not taken place.
The sponsor still needs a record of what has or has not occurred in order to determine progress.
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BUDGET GLOSSARY 
The cost principles and restricted expenditures for federal projects are covered in the “Uniform 
Guidance” (2 CFR Part 200).  Officially implemented in December 2014, the Uniform Guidance 
synthesizes and supersedes guidance from earlier OMB circulars to create a government-wide 
framework for grants management across Federal agencies.  All Federal awards must follow the 
requirements of the Uniform Guidance, particularly when preparing/revising your budget. 

The following is a glossary of common budget terms. 

Allocable (2 CFR 200.405) – A cost is allocable if the goods or services involved are incurred specifically 
for the Federal award, and are necessary to the overall operation of the award. 

Allowable (2 CFR 200.403) – Costs must conform to any limitations or exclusions stated in generally 
accepted accounting principles or in the sponsored agreement. 

Closeout (2 CFR 200.16) – The process by which the Federal awarding agency or pass-through entity 
determines that all applicable administrative actions and all required work of the Federal award have 
been completed. 

Consultant/Professional Service (2 CFR 200.459) – Costs of professional and consultant services 
rendered by persons who are not officers or employees of the non-Federal entity.  Normally, consultants 
are paid a consulting fee plus travel expenses based on a past pattern of such costs. 

Contractual (2 CFR 200.22) – A contract is a legal instrument by which the college purchases property or 
services needed to carry out the project or program under a Federal award.  There is no relationship to 
carry out a public good, as with a subaward.  

Cost Sharing or Matching (2 CFR 200.306) – The portion of project costs not paid by Federal funds.  
Common examples are salary costs in excess of the Federal award cap or donated supplies.  Any shared 
costs or matching funds, including third party in-kind contributions, cannot be included from any other 
Federal award.   

Direct Costs (2 CFR 200.413) – Costs that can be identified specifically with a particular sponsored 
project, an instructional activity, or any other institutional activity, or that can be directly assigned to 
such activities relatively easily with a high degree of accuracy. 

Equipment (2 CFR 200.439) – Equipment is defined as an item of property that has an acquisition cost of 
$5,000 or more and an expected service life of more than one year.  If the item meets this criterion then 
all federal procurement policies and procedures must be followed.  If an item does not meet these 
criteria, it is considered a supply. 

Fringe Benefits (2 CFR 200.431) – Allowances and services provided by employers to their employees as 
compensation in addition to regular salaries and wages.  Fringe benefits include, but are not limited to, 
vacations, holidays, and sick leave. 
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Indirect (Facilities & Administration) Costs (2 CFR 200.414) – Costs that are incurred for common or joint 
objectives and, therefore, cannot be identified readily and specifically with a particular sponsored 
project, e.g., payroll, processing, accounting, HR, and depreciation of buildings and equipment.1 

Modified Total Direct Cost – MTDC (2 CFR 200.68) – The base to which indirect cost rates are applied.  
MTDC means all direct salaries and wages, fringe benefits, materials and supplies, services, travel, and 
up to the first $25,000 of each subaward.  MTDC excludes equipment, tuition remission, scholarships, 
participant support costs, and the portion of each subaward in excess of $25,000. 

Non-Federal Entity (2 CFR 200.69) – A state, local government, Indian tribe, institution of higher 
education (IHE), or nonprofit organization that carries out a federal award as a recipient or subrecipient. 

Participant Support Costs (2 CFR 200.75) – Direct costs for items such as subsistence, travel allowances, 
and registration fees paid to or on behalf of the participants or trainees in connection with conferences 
or training projects. 

Pass-Through Entity (2 CFR 200.74) – A non-Federal entity that provides a subaward to a subrecipient to 
carry out part of a federal program. 

Personnel (2 CFR 200.430) – This section should include any senior or key personnel employed by the 
college who are dedicating effort to the project.  All personnel should be listed with their base salary 
and percentage of effort, even if they are not requesting salary support.  Compensation from grants is 
paid as a portion of the institutional base salary (IBS) for actual work performed on the grant.  In no 
event will charges to Federal awards exceed the proportionate share of the IBS for that period. 

Reasonable Costs (2 CFR 200.404) – A cost is reasonable if it does not exceed that which would be 
incurred by a prudent person under the circumstances prevailing at the time the decision was made. 

Subaward (2 CFR 200.92) – An award provided by a pass-through entity to a subrecipient to carry out 
part of a Federal award to perform a public good.  It does not include payments to a contractor.  A 
Subaward needs a written agreement or MOU between the pass-through entity and the subrecipient. 

Subrecipient (2 CFR 200.93) – A non-Federal entity that receives a subaward from a pass-through entity 
to carry out part of a Federal program. 

Supplies (2 CFR 200.94) – Indicate general categories (other than equipment) such as pens and paper, 
flash drives, books, and binders, and include an amount for each category.  These costs are considered 
essential for carrying out the project.  A computing device is a supply if the cost is less than $5,000.  

Travel Costs (2 CFR 200.474) – Include the destination, number of people traveling, and dates or 
duration of your stay for all anticipated travel.  Expenses include airfare and/or vehicle transportation, 
lodging, and meals and incidental expenses (M&IE).  Such costs are charged on an actual, per diem or 
mileage basis.2 

1 NOVA’s negotiated F&A IDC rate is 40% on campus and 20% off campus.  If a federal program has an IDC cap, 
then that rate must be used.  For instance, Virginia Dept. of Education uses an 8% rate. 
2 See the GSA Travel portal to calculate these rates: https://gsa.gov/portal/category/26429  
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