
 
GRANTS PRE-AWARD 

HANDBOOK 
(Before You Get the Grant) 

 

 

 

 
 
 
 
 
 
   
 
 
 
 

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

August 2019 



OVERVIEW 
The Grants Pre-Award Handbook (Before You Get the Grant) was designed to answer many of the 
frequently asked questions by faculty who are interested in obtaining a grant.  Taking on the task of 
writing a grant proposal can seem daunting, particularly the many details that make up the application.  
However, if you have a strong project and truly want to make a contribution to your field, then success 
can be achieved.  The Office of Grants and Sponsored Programs provides technical assistance each step 
of the way – from developing a scope of work, a narrative and a budget to submitting the completed 
application.  During this process, it will be important to adhere to the sponsor’s Request for Proposal 
(RFP)/Program Solicitation for complete instructions.  The college also follows the federal Uniform 
Guidance – 2 CFR Part 200, issued in 2014, on federal grants. 

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 
7630 Little River Turnpike, Suite 818 

Annandale, Virginia 22003-3796 



General Outline of the Grant Process 

Pre-Award

•1. Review project idea and acquire authorization
•2. Plan and develop proposal
•3. Prepare and submit final proposal package

Award

•1. Receive award notification and negotiate terms
•2. Meet to kick-off project
•3. Implement project
•4. Review and submit programmatic and financial reports
•5. Submit grant modification request (as applicable)

Closeout

•1. Prepare and submit final programmatic and financial reports
•2. Consolidate and archive project records
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START = IDEA 
Often, a faculty member will approach the Office of Grants and Sponsored Programs with an idea for a 
grant and is seeking to find sources of funds.  Or, the person already has a sponsor in mind and wants to 
know the process for applying through the college.  Maybe it is a brand new idea or perhaps a request to 
keep a particular program going for a few more years.  Our office can provide you with the technical 
assistance you need.  But first, we ask that you consider how the grant you seek will benefit the college 
and how it will support the college’s current priorities and goals. 

Take a moment to review Pathway to the American Dream – NOVA’s Strategic Plan 2017-20231 which 
identifies and articulates the primary strategic priorities for the college.  With this document, NOVA has 
pledged to advance the social and economic mobility of its students while producing an educated 
citizenry for the 21st Century.  The three priorities that will guide NOVA’s course over the next several 
years are success, achievement, and prosperity.  A list of goals and objectives with an action plan are 
presented in the strategic plan to advance this agenda.  

OK, How Do I Get Started? 

• Step One – Consult with your Dean and Provost (or department head) if you propose to seek
external funds, particularly if it will require buying-out some of your time to work on the grant.

• Step Two – Present the idea to the Office of Grants and Sponsored Programs for a technical
feasibility review at least 90 days prior to proposal submission to ensure enough time.

• Step Three – If given the go-ahead, you (as project lead) will need to create a summary of the
project, the preliminary costs, and a list of personnel for review.

• Step Four – The Office of Grants and Sponsored Programs will conduct a compression planning
session for you and your team to outline a draft, i.e., breakdown the RFP, develop a timeline,
identify community partners, task people with proposal assignments, and sketch out a realistic
budget.  Ideally, this should be done at least 75 days before submission.

• Step Five – Over the next 60 days, the project lead will develop a complete narrative, budget,
budget narrative, and scope of work while the Office of Grants and Sponsored Programs
continues to provide technical assistance.  At least 15 days before submission, you will need to
route a transmittal package (form 105-052) for final approval and signatures.

• Step Six – The Office of Grants and Sponsored Programs assembles the application package
according to sponsor specifications and submits the request at least 2-3 days before the
proposal deadline.

1 https://www.nvcc.edu/mission/strategic-plan2017-2023.pdf 
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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 graph describes the key offices at the college and their supportive 
functions as they relate to grants.  

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. 

Pr
e-

Aw
ar

d 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. 

NOVA Foundation – 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 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.

Pr
e-

Aw
ar

d 
an

d 
Aw

ar
d 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 
(including the Associate VP 
of Academic and Student 
Services) with the 
institutional signature 
authority to enter into legal 
agreements involving 
grants, contracts and/or 
cooperative agreements on 
behalf of the college. 

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.

Pr
e-

Aw
ar

d,
 A

w
ar

d,
 a

nd
 C

lo
se

ou
t 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.

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.
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THE PARTS OF THE PROPOSAL 
The grant announcement – also called the Request for Proposal (RFP), Program Solicitation, or Notice of 
Funding Opportunity – contains the summary of program requirements.  First and foremost, the 
announcement describes the need for the program and the specific funding objectives tied to those 
needs.  If your project falls outside of those interests, then you will not be funded.  Matching your 
project activities with the right grant program is essential, and setting up a time to talk with the program 
officer will provide clarification whether your proposal is hitting the mark.  Also, take a look at the 
eligibility requirements to be sure the college can apply, whether as the lead or part of a consortium. 

Typically, the RFP will outline the parts of the proposal in the instructions.  There may be variances 
depending on the agency.  For instance, the U.S. Department of Labor (DOL) may limit the narrative to 
25 double-spaced pages, whereas the U.S. Department of Education has a 60 page limit.  Likewise, there 
is not just one way to write a narrative; it depends on the guidelines.  There are however common 
themes throughout that taken together describe why your program should be funded. 

A general list of selection criteria is as follows: 

A. EXECUTIVE SUMMARY.  A proposal should contain a summary of the project not more than one
page in length.  This overview includes a description of the activity that would result if the proposal
were funded and a statement of objectives and methods to be employed.  It should be informative
to persons working in the same or related fields, and, insofar as possible, understandable to a
scientifically or technically literate lay reader.  It should NOT be an abstract of the proposal.

B. NEED.  There is a problem you have identified that needs to be addressed.  Make a persuasive
argument for taking action and visualize success.  Identify the target geographic area in which the
project will be located.  If focused on a specific population (i.e., high-poverty, disabled, military
veterans), then dig deep to include the latest, most relevant statistics available for the region and
the target population, as a comparison.

C. GOAL(S) AND OBJECTIVES.  State upfront and clearly what you hope to achieve as a result of this
project.  The goal is the broad primary outcome, whereas objectives define strategies or
implementation steps to attain the identified goal.  Unlike goals, objectives are specific, measurable,
and have a defined completion date.

D. WORK PLAN.  This is where most of the writing takes place.  The work plan (or project description)
should include the broad design of activities to be undertaken, and, where appropriate, a clear
description of experimental methods and procedures.  Proposers should address what they want to
do, why they want to do it, how they plan to do it, how they will know if they succeed, and what
benefits could accrue if successful.

E. QUALITY OF PERSONNEL.  This is where you put your best foot forward.  The project director should
have the work experience and the professional background to manage all activities successfully, so
showcase their experience on similar projects.  The team this person assembles needs to have the
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technical and/or academic skills to handle their tasks.  The sponsor agency may also be looking for 
personnel who have succeeded in overcoming barriers similar to the target population to be served. 

F. EXPECTED OUTCOMES.  The outcomes are the measurable results of the project.  This is what you
hope to achieve as a direct result of the strategic approach described in the plan of work.  They can
be quantitative or qualitative, but specific, and are used to measure your project performance.

G. EVALUATION PLAN.  Evaluation is often seen as a process conducted after activities.  However, a
strong evaluation plan should shape the development of the project from the beginning of the
grant.  It should describe how you will monitor and evaluate your program, using bench marks, as
well as how you intend to use evaluation results for program improvement and decision making.  A
key aspect of the plan is the evaluation questions that align with the project’s goals and outcomes.
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CREATING A PROJECT BUDGET 
Most federal agencies ask grant applicants to use and submit budget form SF-424A for non-construction 
programs (Form SF-424 is the standard application for federal assistance).  See also Budget Narrative.  
The form separates costs into personnel, direct, and indirect line items, in the following sequence: 

a. Personnel
b. Fringe Benefits
c. Travel
d. Equipment
e. Supplies
f. Contractual
g. Construction
h. Other
i. Total Direct Charges
j. Indirect Charges
k. TOTALS

NOVA has cost principles that help define how a program budget is constructed.  These rules follow the 
college budget office and Virginia Community College System (VCCS) guidelines.  For instance, the fringe 
benefit rate is currently 41.275% for full-time faculty and 7.65% for part-time faculty and summer 
months, but these rates may change.  Faculty costs must also follow the workload limitations contained 
in the Faculty Handbook for 9-month, 12-month, or P14 employees. 

In addition, in late 2014, the federal government issued the Uniform Guidance 2 CFR Part 200 that is a 
government-wide framework for grants management.  The new OMB guidance particularly is used to 
define federal budget-related items, ranging from what is meant by Contract (§ 200.22) and Equipment 
(§ 200.33), to what constitutes a Modified Total Direct Cost (§ 200.68).  The framework also has
important guidelines on how federal grants should be managed.

Why Do We Need Indirect Costs? 

A note on “Indirect Costs” (IDC), also known as Facilities and Administrative Cost (F&A).  IDC is the cost 
of operations which generally cannot be assigned to specific projects, such as electricity and central 
administrative services.  This required cost is negotiated with a federal cognizant agency every four 
years.  NOVA’s current IDC rate (negotiated with the U.S. Department of Health and Human Services) is 
40% for on-campus and 20% for off-campus activities.  The rate is a mathematical computation that is 
the ratio between the total indirect costs (pool) and an equitable direct cost base.  At times, a state or 
federal agency may limit the IDC to a lesser percentage, which in that case would be the IDC cost that 
applies.  For instance, the Virginia Department of Education will usually limit IDC to 8% on grants 
because that agency already supports Virginia community colleges. 
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BUDGETING FOR PROJECT PERSONNEL 
As project director, you are responsible for assembling a project team, which begins 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 (see below) are the guides for who does 
what and when for the duration of the project.  This is a short primer on how to prepare personnel costs 
to include in your program budget.  Also see Compensation. 

Scope of Work (SOW) 

A SOW is a short description of the tasks that the individual and/or the institution is committing toward 
a project in order to achieve the goals and objectives.  The SOW has several purposes.  One, it separates 
out the tasks, and defines each person’s role on the project, so these responsibilities are clear from the 
start of the grant.  Second, the SOW is used to build the personnel costs in the budget based on the 
tasks and a percentage of effort for each person.  It is usually not more than one-half to one page long, 
and the tasks are presented as bullet points.  Both the SOW and the personnel costs are reviewed 
together by HR prior to submission to determine if these costs are reasonable based on what you are 
proposing. 

Budgeting for Project Personnel 

First, you will need to hire someone to fill that vacancy you budget for, if you choose not to use existing 
faculty and staff.  While developing the proposal, the project director will need to create 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.  If you are awarded funding, then 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.   

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, with a limit of 1500 hours for the period of May 1 to April 30.  The employee 
must inform his or her supervisor if employed elsewhere at NOVA or any VCCS institution, as these 
hours are cumulative for all hours worked at any VCCS institution.  A how-to on hiring a P-14 employee 
is on the HR website.2  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.3 

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 Base Salary rate (not 

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 “HR Presents: How to Hire a P-14 Employee” - https://www.nvcc.edu/hr/_docs/how-to-hire-a-p14.pdf  
3 See “Multiple Part-Time Position Workload Calculations” 
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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, even if this consists of your entire workload for the 
semester and you elect not to teach in the summer.  If awarded funding, the forms you will need to put 
these changes in motion in the post-award phase 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 to start drawing down money on the grant, whereas 
the 105-085 indicates the number of teaching credits of faculty replacement.  
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COMPENSATION 
Compensation from grants is based on the individual’s Institutional Base Salary (IBS) for work performed 
on the grant.  Compensated services must be performed during the project period, and are captured in 
effort certification reporting.  In no event will charges to federal awards exceed the proportionate share 
of the IBS for that period.   

Employees involved in directing, managing, and carrying out federal grants at NOVA are, for the most 
part, full-time and adjunct faculty (teaching and administrative), and classified staff.  In determining 
compensation for grant-funded personnel, the applicant should consider if such costs are reasonable, 
allocable, and allowable.  The amount of faculty buyout is based on the project deliverables and the 
individual’s workload.  Normal work duties and time allocated to any other grant must be taken into 
consideration for each person.  

What is faculty buyout? 

Faculty may choose to apply for a grant to work on a project that improves the college or leads to 
student success.  There is no extra pay involved, because a portion of their workload then shifts from 
teaching or administrative duties to working on the grant project.  The college is then compensated for 
the funds used to hire an adjunct to cover their absence. 

Workload or credit hours are determined by the percentage of effort projected to do the work.  Once 
awarded a grant, the individual must complete and submit a Faculty Reassigned Time form (105-085), so 
that Payroll knows to draw down the federal funds.  If working in the summer, and if the individual is 9-
month teaching faculty, the grant-supported workload needs to be added to their summer contract. 

It should be noted that individual workloads vary.  As an example, 9-month teaching faculty have a 
normal workload of 30 teaching credits during the academic year.  Yet, for some, because of the 
differences in their teaching disciplines, a full-time workload may not top out at 30 credits.  A faculty 
member in the lab sciences, for instance, may have a normal workload of only 27 credits.  If the person 
chooses to apply the additional three credit hours to a project during the academic year, it is not 
considered extra pay and the IBS salary remains the same.  Extra pay comes into effect when the 9-
month employee works beyond the 30 hour threshold and then takes overload. 

What is extra pay for overload? 

Faculty may elect to earn extra pay by working overload hours beyond their full normal workload.  
During the academic year, teaching faculty may be offered a teaching overload of not more than 5 
teaching credits per semester, not to exceed 10 credits, and elect to take 3 additional overload credits if 
working the summer term.  Overload is calculated at the rate of the faculty member’s 9-month salary 
multiplied by .015 for each overload teaching credit. 

Supplemental Work Assignment 

Another option is to request compensation for faculty who perform substantial professional-level, non-
instructional work assignments: 1) during the period of regular full-time employment contract, or 2) 
during the summer academic session or non-contractual period.  The faculty member agrees to the 
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terms of the assignment as described in the “Supplemental Work Assignment for Faculty” form1, and is 
approved by the employee’s supervisor and Administrative Council Member. 

The following workloads are expected of faculty: 

Twelve-month teaching faculty are employed to teach 15 teaching credits in each of the fall and spring 
semesters and 10 teaching credits in the summer term, for a total of 40 credits.  In addition, they may 
teach an overload of not more than an average of 5 teaching credits per fall and spring semesters (a 
maximum of 10 credits) and an overload of 3 credits for the summer session, for a total of 53 credits.2  
Also, while 12-month faculty employment follows the fiscal year, for teaching workload calculations, the 
academic year begins with the fall semester and ends with the summer term.   

12 Month Faculty Buyout – multiply salary rate by % of effort: e.g., 
$90,000 x 10% effort = $9,000 (or 4 credits) over 12 months 

Extra pay for overload – convert 12-month salary to the equivalent of a 
nine-month salary, then multiply by 0.015 for each overload credit hour:  
1 teaching credit = (IBS salary ÷ 1.333) x 0.015 

Nine-month teaching faculty are employed to teach 15 teaching credits in each of the fall and spring 
semesters, for a total of 30 credits.  Appointments begin on August 16 and end on May 15.  Individuals 
may also elect to work 10 teaching credits during the summer.  These employees may teach not more 
than an average of 5 overload credits per fall and spring semesters (a maximum of 10 credits) during the 
academic year, and a maximum of 3 overload credits in the summer term. 

9 Month Faculty Buyout – multiply salary rate by % of effort: e.g., $60,000 
x 10% of effort = $6,000 (or 3 credits) over 9 months 

The Summer Term for 9-month faculty is calculated at: 1 teaching credit = 
1/15 x 16.5/39 x previous year’s nine-month salary  

Extra Pay for overload (nine-month faculty) – multiply salary by 0.015 for 
each overload credit hour: 1 teaching credit = 0.015 x previous year’s nine-
month salary 

Twelve-Month Administrative Faculty and Professional Faculty are employed on a twelve-month basis 
beginning on July 1 and ending on June 30.  They may teach up to 9 credits per fiscal year for teaching 
assignments beyond those that are required as part of their regular non-teaching duties.  Twelve-month 
administrative and professional faculty can request a “buy out” of their time to work on a grant, i.e., 
reduce their teaching loads, and use the grant funds to support a portion of their base salary.  A 
Personnel Action Request form (105-094) must be submitted to HR for the official personnel file of the 
faculty member.  Because teaching is capped at 9 credit hours, administrative and professional faculty 
are not eligible for overload.  

1 See Administrative Council notes (April 5, 2016), Pay Policy 
2 In other words: 15 (5) + 15 (5) + 10 (3) = 53 credits.   
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Adjunct faculty are not eligible for buyout or extra pay for overload.  They are limited to a maximum of 
12 credit hours in the fall semester and 12 credit hours in the spring semester.  They may not teach 
more than 24 credit hours per academic year (fall and spring).  In addition, adjuncts are limited to a total 
of 8 credit hours in the summer term.  They may not teach more than 32 credit hours total during the 
year.3  The measurement period for all adjunct employees is May 1 to April 30 for each year.  The total 
workload includes credit hours taught at all VCCS colleges.  

A Student or Employee P-14, also referred to as a wage/hourly employee, is an individual working on a 
temporary or seasonal basis, as an interim replacement, or assisting with completing short-term projects 
(such as a grant).  P-14 employees cannot exceed 29 hours per work week, with a 1500 hour limit per 
year (May 1 to April 30), at any VCCS college, and have no guarantee of continued employment.  Some 
part-time employees, including adjuncts, may elect to participate on a grant as a P-14 to earn additional 
hours outside of their other workload.  The individual would still need to go through the HR internal 
process to fill the grant-related opening, and is restricted by number of hours working at NOVA. 

Classified Staff (Exempt only).  The standard work week for all full-time classified employees normally is 
a five-day, 40- hour week for every seven-day period.  Exempt classified employees are not required to 
submit time sheets each pay period.  However, they are required to submit a time and effort sheet as 
part of a modified work schedule, such as a grant, and in this case may buyout their time.    

3 In other words: 12 + 12 + 8 = 32 credits. 
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BUDGET NARRATIVE 
What is a Budget Narrative? 

The written budget narrative explains the cost in each budget category.  If relevant, the narrative shows 
which budget items will be covered by the grant and which ones will be covered by matching funds (e.g., 
cost share or in-kind).  It provides supporting justification of each proposed line item and describes the 
programmatic relevance.  It also identifies the basis of estimate i.e., how the cost was determined.  The 
descriptions in the narrative must match the items in the budget sheet. 

A. Personnel – List each position that pertains to the proposal.  The cost calculation should show the
employee’s institutional based salary (IBS) and the percentage of effort devoted to the project.

1. Project Director: $90,000 12-month faculty salary @ 5% = $4,500 (cost share).  The Project
Director will review all protocols, monitor project timeline and activities, and oversee budget
expenditures and reporting.  S/he will supervise the Project Coordinator, and ensure integration
of proposed activities into the continuum of services provided.  The college will contribute all
costs associated with the Project Director’s work on the project.

2. Project Coordinator: $65,000 9-month faculty salary @ 15% = $9,750.  The Project Coordinator is
responsible for programmatic needs, reporting and evaluating the program, as well as providing
direct services to student participants during the grant year.

3. Part-time P14 Employee: $35.00/hour x 4 hours/day x 5 days/month x 12 months = $8,400.  The
part-time employee will assist the Project Coordinator with data collection and analysis.

B. Fringe Benefits – Fringe benefits are calculated at 41.275% for full-time employees and 7.65% for
part-time employees and in the summer months for 9-month faculty.

Project Director: $1,857 (cost share) 
Project Coordinator: $4,024 
Part-time P14 Employee: $643 

C. Travel – Explain the reason for travel expenses for faculty and/or students (e.g., faculty travel to
participant institutions or conferences, student field trips or site visits, etc.) and show the number of
people traveling and unit costs.  Identify the location of travel.

1. Local Mileage: Local travel will be required for the Project Coordinator to attend trainings and
other activities related to the project.  Current rate is $0.58/mile.  Estimated cost for the 12-
month project year is $58 ($0.58 x 100 miles = $58).

2. Long Distance Travel: The Project Coordinator expects to travel to Richmond for meetings.  For
100 or more miles, the rate is 0.246/mile.  Estimated cost for 2 trips to Richmond is $98.40
($0.246 x 200 miles R/T x 2 trips = $98.40).
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3. National Training Conference: Denver, CO
The 3-day national program conference held by the funding agency is required attendance.  The
Project Director and Project Coordinator will attend.  The tentative location selected is Denver,
Colorado from May 3 – 5.

Registration Fees - $200 x 2 persons = $400
Roundtrip airfare - $187 x 2 persons = $374
Baggage Fees - $30 x 2 = $60
Lodging – ($181/night x 3 nights = $543) x 2 persons = $1,086
Per Diem – ($76/day x 2 days = $152) + ($57/day x 2 travel days = $114) x 2 persons = $532

D. Equipment – List non-expendable items to be purchased.  Explain how the equipment is necessary
for the success of the project and, if requested, the procurement methods to be used.  Equipment
must have a threshold of $5,000 or greater, and have a useful life of one year or more.

Portable 3D Scanner (1) - $5,640.  One scanner to develop hands-on practical science projects and
lab experiments related to the project to train student participants.

E. Supplies – List expendable items by type, and show the basis for computation.  Identified supplies
should be essential to the project activities, and may include folders, labels, pens, paper, writing
pads, etc.  The cost for each unit cannot exceed $5,000.

Large Display Boards (6) - $10/each x 6 = $60.00.  Posters are needed to advertise the program on all
6 campuses and for additional community outreach.

F. Contractual Services – Provide a description of the product or services to be provided by the
consultant and an estimate or details of exact cost.  Include a) consultant fees (for each consultant,
enter the name, if possible, service provided, hourly or daily fee, and estimated time on the project),
and b) consultant expenses (e.g., travel, meals, lodging, etc.), if appropriate.

A trainer/consultant from ABC Company will provide a leadership course on-site for a total of 15
hours (3 days, 5 hours per day).  The cost for the course is $1,425 ($95/hour x 15 hours = $1,425).

G. Construction – n/a Construction costs are typically not included in most grants.

H. Other Costs – List items, such as rent, insurance coverage, printing/copying, etc. by major type and
show the basis of the computation.  For example, provide the capacity and the cost for facility or
room rental and the duration of need.  Other costs may also include partner subawards and student
participant costs (such as travel, tuition, fees, and books).

The project will rent the Ernst Community Theater, a 520 person capacity venue, for one day to
accommodate participants and trainers @ $225/hour x 8 hours = $1,800.

Two VCCS colleges that are partners on the project will receive $10,000 each ($20,000 total)
subaward payment to assist in hosting and training the participants.

I. Total Direct Costs – Add up lines A through H
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J. Indirect Costs (IDC) – The expenses of doing business that are not directly tied to a particular project
or activity.  Indirect cost rates distribute those costs among all the work that the institution engages
in to keep operating.  NOVA’s current IDC rate through June 2022 is 40% for on-campus and 20% for
off-campus activities.

K. Modified Direct Cost - Total Direct Costs minus equipment, rental, scholarships, student participant
costs, and the portion of each subaward in excess of $25,000) is $53,169 x .40 = $21,268

L. TOTAL PROJECT COST - $81,877.  This includes NOVA cost share of $6,357.
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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. 

Contract (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) – Indicates general categories (other than equipment) such as pens and paper, 
flash drives, books, and binders, and includes 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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