NTU-JUL-1870-20

RESOLUTION OF THE
BOARD OF REGENTS OF
NAVAJO TECHNICAL UNIVERSITY

The Sponsored Projects Office puts forth the Sponsored Project Manual for approval which outlines a
new process for the Pre- and Post- award areas of grants management at Navajo Technical University,
Attached as Exhibit A

WHEREAS: '

1. The Board of Regents of Navajo Technical University is responsible for the administration, operations
and the development of policy as stated in Navajo Nation Council Resolution, CO-58-16, enacted on
November 10, 2016, that amended the University’s enabling legislation, codified at 15 N.N.C. §§1201-
1210; and

2. Pursuant to the University’s enabling legislation, Navajo Technical University (NTU) is organized as
an institution of higher learning for the primary purpose of providing post-secondary and post-graduate
education programs that serve both the academic and vocational/technical needs of the Navajo Nation
and its citizens, 15 N.N.C. §1203(A); and

3. Pursuant to the University’s enabling legislation, the Board of Regents of Navajo Technical University

is authorized to manage and control the University for the effective governance and administration of
the University; 15 N.N.C. § 1205(A); and

4. OnJuly 9, 2020, the Sponsored Projects Office puts forth for approval the Sponsored Projects Manual.
The manual is intended to streamline the processing of Pre-award and Post-award processes that will
help Navajo Technical University gain control over how and when proposals are submitted and on the
post award side will allow for an improved method of setting up awards, file management, and close
out procedures.

5. The Administration of Navajo Technical University recommends the Board of Regents of Navajo
Technical University approve the Sponsored Projects Manual, Attached as Exhibit A.

NOW THEREFORE BE IT RESOLVED THAT:

1. The Board of Regents of Navajo Technical University approves the Sponsored Projects Manual.
Attached as Exhibit A.

2. The President of Navajo Technical University is hereby authorized, directed and empowered to do all
things necessary to effectuate the purpose of this resolution.

CERTIFICATION

I hereby certify that the foregoing resolution was discussed and considered by the Board of Regents of
Navajo Technical University at a duly called meeting held by telephone conference call at which a quorum
was present and that this resolution was passed by a vote of 6 in favor, 0 opposed, and 0 abstained, this
16th da(/ of July 2020, )

ol

Tom Platero, Chairperson
NTU Board of Regents




NTU-JUL-2036-21

RESOLUTION OF THE
BOARD OF REGENTS OF
NAVAJO TECHNICAL UNIVERSITY

Approving Recommended Edits for Section 5.5 Cost Transfers and Approvals in the Sponsored Project

Manual Which Outlines Cost Transfers Are to Be Completed within the 90 days from the Fiscal Month-

End Close per Recommendations from National Science Foundation Site Visit December 2020,
Attached as Exhibit A

WHEREAS:

1.

The Board of Regents of Navajo Technical University is responsible for the administration, operations
and the development of policy as stated in Navajo Nation Council Resolution, CO-58-16, enacted on
November 10, 2016, that amended the University’s enabling legislation, codified at 15 N.N.C. §§1201-
1210; and

Pursuant to the University’s enabling legislation, Navajo Technical University (NTU) is organized as
an institution of higher learning for the primary purpose of providing post-secondary and post-graduate
education programs that serve both the academic and vocational/technical needs of the Navajo Nation
and its citizens, 15 N.N.C. §1203(A); and

Pursuant to the University’s enabling legislation, the Board of Regents of Navajo Technical University
is authorized to manage and control the University for the effective governance and administration of
the University; 15 N.N.C. § 1205(A); and

The National Science Foundation conducted a “virtual” site visit to NTU campus and recommended
that the Sponsored Projects Manual be amended to include a 90-day time limit for which cost transfers
will be prepared and submitted from the fiscal month-end closing of each month. The manual was
intended to streamline the processing of Pre-award and Post-award processes that will help Navajo
Technical University gain control over how and when proposals are submitted and on the post award
side will allow for an improved method of setting up awards, file management, and close out
procedures; and

The Administration of Navajo Technical University recommends the Board of Regents of Navajo
Technical University ratify the Sponsored Projects Manual as recommended, Attached as Exhibit A.

NOW THEREFORE BE IT RESOLVED THAT:

1.

The Board of Regents of Navajo Technical University ratifies the Sponsored Projects Manual.
Attached as Exhibit A.

The President of Navajo Technical University is hereby authorized, directed and empowered to do all
things necessary to effectuate the purpose of this resolution.

CERTIFICATION

I hereby certify that the foregoing resolution was discussed and considered by the Board of Regents of
Navajo Technical University at a duly called meeting held in Crownpoint, NM at which a quorum was
present and that this resolution was passed by a vote of 6 in favor, 0 opposed, and 0 abstained, this 26™ day

of July 2021

F_

/2

Tom Platero, Chairperson
NTU Board of Regents



Exhibit A

5.5 Cost Transfers and Approvals

A cost transfer is the reassignment of an expenditure to a sponsored project after the expense
was initially charged to another university account, or vice versa. Examples of cost transfers
include payroll paid from the wrong account, employee’s salary that was not removed from the
grant in a timely manner, expenses coded to the wrong account, or disallowed costs rejected by
the sponsor.

Cost transfers will be prepared and submitted within 90 days from the fiscal month-end close
date of the calendar month in which the transaction appears on the award, except in cases
where the sponsor’s (federal or non-federal) terms and conditions are stricter than NTU’s

policy.

Department correction requests
The NTU Financial Services department will have permissions in Jenzabar to perform cost
transfers.

Payroll cost transfers
The NTU Financial Services department will have permissions in Jenzabar to perform payroll
cost transfers.

Any expenditure moved from one account to another 90 days after the original cost transaction
will be subject to increased review and may only be approved under extenuating

circumstances.

When the cost transfers are complete, they will post overnight.
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Section 1: Introduction

1.1 Purpose and Scope of Manual

The primary purpose of sponsored agreements managed by Navajo Technical University is to
further the instructional, research, and public service objectives of the university in a manner
consistent with its status as an agency of the Navajo Nation.

All sponsored proposals and projects will be submitted through the Office of Sponsored
Projects (OSP) in conjunction with Navajo Technical University’s Mission, Vision, Philosophy,
and Goals.

Through its acceptance of sponsored agreements, the university agrees to administer
agreements in full compliance with federal, state, tribal, and other applicable regulations
associated with performing sponsored activities. Funds received by a sponsor for a particular
activity are restricted to that purpose. Various university offices share responsibilities for the
administration of sponsored agreements in regard to the oversight of funds, personnel, and
facilities involved in a sponsored activity.

This manual has been created to acquaint Principal Investigators with Navajo Technical
University’s Office of Sponsored Projects and to serve as a reference guide to the basic
processes involved in obtaining and administering external funding. We hope this manual will
serve as a useful guide for university faculty and staff, and we welcome any feedback
concerning its contents. Please send suggestions, comments, etc., to the Sponsored Projects
Manager at OSP@navajotech.edu

1.2 Types of Sponsored Projects

Sponsored projects are established when funds area awarded to Navajo Technical University by
external sources in support of research, instruction, training, service, or other scholarly
activities, typically in the form of grants, contracts, or cooperative agreements. Navajo
Technical University accepts the award, and by doing so, assumes the obligation to provide
deliverables in exchange for the sponsor’s funding. Sponsored projects require separate
accountability for the funds received. Cooperative agreements are grants that typically involve
a significant level of sponsor participation in the administration and direction of the project.

1.3 Cayuse Sponsored Project Online System

Cayuse is an online system that serves as a repository for records regarding sponsored projects.
All sponsored projects at Navajo Technical University are logged into the Cayuse system to
maintain a record of projects and route them for appropriate approvals prior to submission in
sponsors portal.

Personnel are provided with access to Cayuse with the necessary functions appropriate to their
university role and their level of approval. The Cayuse Administrator(s) will contact Human
Resources to determine if there are new employees who will need to be added to Cayuse.
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Ad hoc access will also be updated on an as needed basis by the Cayuse Administrator(s). Any
updates to users’ settings such as university roles, levels of approvals, and security updates
should be submitted in writing to the Cayuse Administrator(s). The email or memo should also
include the Dean(s) of Graduate Studies, Undergraduate Studies, Applied Technology, and the
Provost, or their delegate before its processed. The approved requests will be stored in the

Office of Sponsored Projects document repository for future reference.

Cayuse roles are listed below and the positions to which the roles are typically assigned. There
may be other positions to which the roles could be assigned, however, based on rationale,
these exceptions will be documented in the completed Cayuse Security Role Update Request.

Note that changes to Cayuse roles are listed in the most recent version of the Cayuse User

Manual, which shall take precedence over the roles listed below:

Role Name

Role Description

Access Level

Typically granted to

Account Indirect Cost
Reallocation
Administrator

Edit IDC reallocation
screen regardless of who
the Admin Org on the
account is

Administrative
Organization

Grant & Contract
Accountant

Admin Org Administrator

Edit Administrative
Organization profile, Task
Assignment Groups

Administrative
Organization

Cayuse Administrator(s)

Conflict of Interest

Create/edit/review

Administrative

Conflict of Interest
Official(s) for Campus

Official financial disclosures Organization . .
g (Business Office?)
Budget Manager,
Deliverables Create/edit project Administrative Contracts & Grants

Administrator

deliverables

Organization

Accountant, Sponsored
Projects Mgr.

Executive

Query access to proposal,
award, expenditures
summary data

Organization

Sponsored Projects Mgr.,
Dean(s), Provost,
Contracts & Grants
Accountant

Executive Admin

Query access to
Administrative dashboard

Administrative
organization

Sponsored Projects Mgr.,
Dean(s), Provost,
Contracts & Grants
Accountant

Federal Conflict Of
Interest Viewer

Query access to FCOI
disclosure data

Member

Sponsored Projects Mgr.,
Dean(s), Provost,
Contracts & Grants
Accountant

Negotiator

Create/edit project
records but restricted
from create/edit project
actions

Administrative
organization

Contracts & Grants
Accountant, Sponsored
Projects Mgr.

Project Administration

Create/edit project
records

Administrative
organization

Contracts & Grants
Accountant, Sponsored
Projects Mgr.

Project Report Viewer

Access to project reports
menu

Organization

Contracts & Grants
Accountant, Sponsored
Projects Mgr.




Project Viewer

View project records

Organization

Contracts & Grants
Accountant, Sponsored
Projects Mgr.

Proposal Administrator

Create/edit proposal
records

Administration
organization

Contracts & Grants
Accountant, Sponsored
Projects Mgr.

Proposal Report Viewer

Access to proposal
reports menu

Organization

Contracts & Grants
Accountant, Sponsored
Projects Mgr.

Proposal Routing
Administrator

Submit proposal for
electronic routing

Administration
organization

Contracts & Grants
Accountant, Sponsored
Projects Mgr.

Proposal submitter

Create/edit proposal
submission log

Administration
organization

Pls, Contracts & Grants

Accountant, Sponsored

Projects Mgr., Dean(s),
Provost

Proposal Viewer

View proposal records

Organization

Pls, Contracts & Grants

Accountant, Sponsored

Projects Mgr., Dean(s),
Provost

Reporting Administrator

Edit NSF Reporting,
Member settings, Task
Assignment Groups,
update reporting codes
on projects/proposals

Administrative
Organization

Contracts & Grants
Accountant, Sponsored
Projects Mgr.

Research Administrative
Assistant

Upload and complete

project deliverables (note

Pl also has to select user
as a delegate in My
Settings page and user
must be listed as
Secondary Assistant on
deliverable record

Pl Organization

Contracts & Grants
Accountant, Sponsored
Projects Mgr.

Research Data
Administrator

Create/edit Research
Data Management

Member

Contracts & Grants
Accountant, Sponsored

entries Projects Mgr.
Create/edit Proposal QC
template
. . . Contracts & Grants
Research System Create/edit Contact Administrative
L . o Accountant, Sponsored
Administrator Assignment Organization

Create/edit Task
Assignment Groups

Projects Mgr.

View access to
Researcher module

Organization

Contracts & Grants

Researcher Reviewer PI Accountant, Sponsored
(Accounts, Proposals, .
. Account Projects Mgr.
Projects)
_— . . Contracts & Grants
Researcher Worker Maintain PI eligible field
. . Member Accountant, Sponsored
Administrator in Workday .
Projects Mgr.
Maintain routing paths Contracts & Grants
Routing Manager EP Member Accountant, Sponsored

for members

Projects Mgr.

Template Administrator

Create/edit terms and
conditions templates
Create/edit deliverable
templates

Administrative
Organization

Contracts & Grants
Accountant, Sponsored
Projects Mgr.




Create, update, Contracts & Grants
User Account .
. deactivate users access Member Accountant, Sponsored
Administrator .
requests Projects Mgr.
Contracts & Grants
User Account Request .
. View user requests Member Accountant, Sponsored
viewer .
Projects Mgr.

1.4 Key Areas of Responsibility for the Office of Sponsored Projects

The sponsored project office will support both pre-award and post-award activities. The Navajo
Technical University’s Office of Sponsored Projects should be consulted for all questions about
sponsoring agency policies and/or procedures. The Sponsored Projects Manager within the
OSP office will be the central contact for Principal Investigators concerning pre-award non-
financial activities and the Contracts & Grants Accountant will be the central contact for post-
award financial activities.

All proposals for external funding of sponsored projects must be submitted through the Office
of Sponsored Projects (or its delegate).

The Office of Sponsored Projects also offers the following services to Principal Investigators as
needed:

Assist in identifying funding opportunities

Review and interpret sponsor guidelines

Review Budgets and Budget Justifications with assistance from Principal
Investigator(s) or Project/Program Director(s).

d. Review proposals for compliance with funding guidelines and institutional
policies

Edit proposals for grammar/make suggestions for strengthening the proposal
Prepare representations and certifications

Offer Cayuse assistance and training

Serve as liaison between Navajo Technical University/Pl or PD and sponsor
Read and review terms and conditions of incoming awards and summarize within
Cayuse for easier award administration

o L
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When a proposal or contract is awarded, the Sponsored Projects Manager, in coordination with
the Contracts & Grants Accountant in the Financial Services Department will:

a. Coordinate an informational “New Award Kick-off Meeting” with the Pl and
support staff that includes pre and post award processes and individualized
preview of project needs
Negotiate award terms
Prepare and negotiate sub-agreements and/or professional services contracts to
outside entities

d. Assist with routine requests to sponsor (e.g. no cost extensions, re-budgeting
requests)

e. Assist PI/PD with transfers of active sponsored projects to or from another
institution

f. Facilitate internal grant awards




g. Assist with day-to-day administration of the Export Control and Financial Conflict
of Interest

h. Set-up project accounts

i. Monitor account(s) and determine allowability of costs

j- Invoice sponsor

k. Conduct internal and external financial reporting

I. Close out account(s)

m. Monitor time & effort

Section 2: Proposal Preparation and Submission

2.1 Identifying Funding Opportunities

The first step in any sponsored project is locating a source of funding for research. Our primary
goal is to make the process as simple as possible with a number of tools and resources available
online and utilizing specialized databases dedicated to identifying grants such as Pivot and
GrantForward. The Office of Sponsored Projects webpage will have links to external federal,
state, and private researching sources.

Sponsored Guidelines and Proposal Forms
Once a Pl has identified a funding opportunity, he or she should contact the Office of Sponsored
Projects to begin the steps toward submitting a proposal. The Sponsored Projects Manager will
assist the Pl with the following:
1. Creating a Cayuse proposal as early as possible
2. Provide the necessary feedback about the proposal requirements after reviewing the
Requests for Proposals (RFP) as soon as it is provided in preparation to routing the
Cayuse file for approval prior to submission

In order to maximize our resources here at Navajo Technical University, PI's should plan well in
advance of a proposal deadline. In order to accommodate growth, it is imperative for the
Office of Sponsored Projects to develop the necessary personnel, keep up with the latest
technology and update to date software as needed. At the present time, the Office of
Sponsored Projects and the Contracts & Grants Accountant are in separate offices, however, as
an industry standard and through the implementation of an electronic proposal routing system
(Cayuse) to improve efficiency, as done by other research universities, these offices should be
combined in the near future. Continuous training will increase the overall professionalism of
grant administration and customer service. In anticipation of increased faculty interest and
success in seeking sponsored projects will continue, the timely notification of intent to submit is
imperative so that properly vetted proposals are likely to be funded.

To begin with, submission of a proposal transmitted to OSP close to sponsor deadline is
increasingly likely to be unsuccessful due to sponsor portal/system being unable to cope with
the volume of last-minute submissions. That is, last minute submissions jeopardize the chance
of even being able to successfully upload the required documents to the sponsor submission
websites, which often become slow or unresponsive during the days and hours approaching
deadlines.



2.2 Sponsored Project Key Personnel Eligibility

Eligibility to act as a University Pl, Co-Pl, or Co-Investigator on a sponsored project is limited to
University employees (faculty or faculty-equivalent research position), excluding positions for
which student status is a requirement. University Principal Investigators who have non-
faculty/non-faculty equivalent research position must be granted an exception based on the
approval of the Undergraduate Dean or designee. For those reporting to an academic college,
an approval from the Graduate / Undergraduate Dean(s) or their designee is acceptable. All
individuals who serve in the role of a principal investigator on university-sponsored projects
must be employed by the University in a budgeted position.

Key Personnel Roles & Responsibilities

Principal Investigator (PI): This individual has been designated by the University and the
sponsor as the responsible person for overall administrative, fiscal, scientific and technical
direction, and conduct of a sponsored project within the terms and conditions of the award and
in accordance with University and sponsor rules and regulations. Where there are other Pls on
the grant designated by the University and the sponsor, they are referred to as Co-Pls. In these
cases, the Pl assumes the role of project leader or lead Pl and is listed first on the proposal.

Co-Principal Investigator (Co-Pl): This individual has been designated by the University and the
sponsor as a Co-Pl and shares the responsibilities for the sponsored project with the PI. In
addition to responsibilities for the administrative, compliance, and scientific and technical
direction of a sponsored project, the Co-PI has fiscal authority and may oversee the spending of
a sponsored project in accordance with its terms and conditions.

Co-Investigator (Co-l): As an investigator on a sponsored project, this individual is responsible
for conducting research within the terms and conditions of the award and in accordance with
University and sponsor rules and regulations. Individuals serving in this role must be approved
by the University through the normal administrative channels. Co-Is do not have fiscal authority
by virtue of their title, but can be given authority if delegated in writing by the PI.

Collaborator: An individual who commits to contribute to the scientific development or
execution of the project, but does not commit any specified measurable level of effort on the
project. Individuals who qualify for the role of PI, Co-PI, or Co-l and who will contribute
measurable effort may not be listed as a collaborator. Individuals are not expected to meet the
eligibility criteria defined as a collaborator on a sponsored research proposal or project.

Special Conditions

Retired Faculty and Visiting Faculty may be approved to participate in a Sponsored Project at
Navajo Technical University on a case-by-case basis or under “special considerations” to
support a multidisciplinary “team.” Written approval may be granted by the Graduate Dean,
Undergraduate Dean and/or the Provost.

Individuals appointed with titles such as Research Associate, Postdoctoral Fellow or Graduate
student are not eligible to serve as a Pl unless the sponsor award is specifically directed at such
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individuals (such as a fellowship application) and appropriate faculty supervision is assured, by
a member of the faculty who is eligible to serve as a PI.

2.3 Preparing the Budget

The proposal creation is the most important step of the grant process. The proposal
requirements are determined by the sponsor and can be found in the sponsors’ funding
guidelines within the Request for Proposals (RFP) sometimes called Request for Applications
(RFA). The guidelines are often very specific, down to page limitations, font size, margin widths,
and organization of the narrative and budget. Some sponsors even provide templates that
must be used in the submission. An investigator is strongly encouraged to meticulously review
the RFP to ensure that the proposal is created following the instructions precisely. The
Sponsored Projects Manager will also review the requirements prior to submission and will
provide feedback to the PI’s if documents are not properly developed or timely provided.

24 Project Budget

The budget is developed in conjunction with the Office of Sponsored Projects following the
sponsor’s guidelines as well as the applicable University, System, and Federal requirements.
The Sponsored Projects Manager will work closely with the Contracts & Grants Accountant
when questions arise during the development of the proposal budget to ensure budgeted costs
are allowable, reasonable, and allocable to the project.

Allowable costs are those categories of costs that can be charged to a sponsored project.
Certain types of costs (e.g. liquor) are not allowable and may not be charged at any time; others
may be restricted by the sponsor. See CFR §200.403 - Factors affecting allowability of costs.

Costs are considered reasonable if a prudent person would have paid a similar amount for the
item in the same circumstances. See CFR §200.404 - Reasonable costs.

Costs of goods or services are allocable if, based on the benefit they provided, they can be
directly assigned to the award. See CFR §200.405 - Allocable costs.

The purpose of this section is to introduce cost categories in the proposed budget, discuss the
need for budget justification, and introduce a number of Navajo Technical Universities policies
and procedures affecting sponsored research budgets. The Principal Investigator is encouraged
to provide a draft of the budget to the Office of Sponsored Projects for review as soon as
possible in the proposal preparation process.

The proposal budget should delineate the entire cost of the project, lists the amount being
requested from the sponsor, and identify project costs that will be met by other sources. The
proposal's budget must accurately reflect necessary project costs that are allowable and
reasonable. These costs must also be supported by budget documentation. Elements of most
budgets include direct costs, indirect costs, cost sharing, and a budget justification. The budget
should clearly state to the sponsor how much the entire project will cost and what the specific
cost categories are.



If the project is well thought out, the budget will reflect the methodology described within the
proposal narrative. Most reviewers will be able to determine if sufficient funds are being
requested to successfully complete the project, and that those costs are reasonable given the
scope of work.

Accuracy and detail are essential in this section. Again, researchers are encouraged to follow a
sponsor's guidelines exactly. Be sure to show all costs related to the project. Keep in mind that
sponsors will support costs that are reasonable and justified in a budget description.

Direct Costs: Costs directly linked with carrying out the work of the project. Direct costs include
the following:

Salaries and Wages

The time and effort of all Navajo Technical University personnel should be included in the
budget. Proposed salaries must be in accordance with University approved salary scales and
position grades. For information and advice on salaries ranges and position grade levels contact
the Office of Human Resources. In developing a multi-year project budget, remember to factor
in salary increases. Note: allow for flexibility in hiring by requesting sufficient salary funding to
attract the best qualified or most experienced applicant.

Fringe Benefits

Fringe benefits include such items as health insurance, retirement benefits, and federal
withholdings. Rates are contingent on the type of appointment each staff holds, full time or
part time faculty. The rate must be charged to the grant in relationship to the salaries and
percentage of effort charged to the grant. Obtain current fringe benefit rates from the Office of
Sponsored Projects homepage.

Consultants

Consultants provide technical expertise for a limited duration necessary for the conduct of the
sponsored project. A consultant is not considered an employee of Navajo Technical University.

Equipment

Equipment critical to carrying out the project should be listed with a catalogue price or accurate
estimate of the cost of each item listed (capital equipment is defined as items costing more
than $5,000)

Materials and Supplies

Expendable equipment (up to $5,000) and supplies should be listed in this section. Each item or
group of items should be listed and carefully justified in terms of need.

Travel
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Domestic and foreign travel costs include meals, lodging, airfare, and ground transportation.
The type and extent of domestic travel and its relationship to the project should be specified.
Travel allowances for air travel normally cover round trip cost of coach accommodations.
Separate projected transportation costs from food and lodging costs. [NOTE: It is often
advisable to build staff interview costs into the total cost of project travel]

Other Direct Costs

May include services such as those activities performed to support the project effort. Examples
may include project specific postage, installation of equipment, maintenance on equipment,
delivery costs, human subject fees, and project specific telephone service. Some services list
exclusively as part of the project may also be considered subcontract expenses.

Subcontracts

Subcontracts and subgrants are agreements by which some scientific or programmatic aspects
of a grant or contract made originally to Navajo Technical University are contracted out to
another organization. A subcontract is appropriate when a portion of the research or grant
activity will be performed at another institution or commercial vendor. The primary proposal to
be submitted to a sponsor must include the subcontractor's statement of work and proposed
budget. A Letter of Intent from the proposed contracting organizations should be included with
the primary proposal information. Navajo Technical University will charge overhead on the first
$25,000 of a subcontract. Contact the NTU Business Office and/or Contracts & Grants
Accountant for guidance in obtaining outside bids, and contract negotiation with outside
vendors.

Indirect Costs

Indirect costs are costs that are not readily identifiable with individual projects. They allow an
institution to recover some of the costs associated with supporting the research project. In
developing the indirect cost rate such expenses as utilities and library use are factored into the
indirect cost rate. These costs must be included in all budgets as a percent of total direct costs,
excluding services and subcontract costs.

Indirect costs are computed into the final cost of the project using a rate that has been
established between Navajo Technical University and the Federal Government. Indirect cost
rates are fixed for a negotiated period of time and are consistent for all grant or contract
applications unless the sponsor prohibits indirect costs or designates another rate. There are
times when the OSP may negotiate a different indirect cost rate that is lower than Navajo
Technical University’s negotiated rate. Exceptions must be requested in writing and sent to the
appropriate Dean for your area.

At this time there is NO Off-Campus indirect cost rate, all Navajo Technical University sites are
subject to the provisional 40.35% rate.
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In all other projects not conducted in Navajo Technical University owned buildings, rent should
NOT be included as a direct cost item if the On-Campus rate is used. Rent is automatically
included in the On-Campus indirect costs and will be paid out of the indirect costs recovered.

Indirect Costs cannot be charged on equipment, alterations and renovations, patient care costs,
rental and maintenance of off-site facilities, tuition remission, scholarships and fellowships, and
subcontract amounts over $25,000.

Cost Sharing and Matching Funds

Some sponsors require that the University contribute a certain portion of funding to the overall
cost of a project or the purchase of a piece of equipment. This contribution may come from in-
kind (non-cash) or cash contributions and must be approved by the appropriate Navajo
Technical University official, Dean(s), Provost, and/or Finance Director, and/or Vice President of
Operations, and/or University President. For this reason, be sure to obtain written
authorization for cost sharing before writing or submitting a proposal requiring this kind of
commitment by the University.

Definitions

Cost sharing is that portion of the total costs - direct and indirect - of a sponsored project or
program that meets the following criteria:

1. Itis not provided by the sponsor, i.e., Navajo Technical University has agreed to fund it;
and

2. ltisincluded in the itemized costs of the project or program's budget that has been
approved by the sponsor.

Cost sharing as defined above may be included in either of the following categories:

Mandatory Cost Sharing: Cost contribution required of the grantee by the sponsor as a
condition of the award, such as the matching requirements of challenge grants.

Voluntary Cost Sharing: Cost contribution voluntarily offered by the Principal Investigator and
accepted by the sponsor in the program budget.

Federal Regulations Regarding Cost Share Dollars

Please note that the Uniform Guidance implemented in December of 2014 has made significant
changes concerning cost sharing and federal grants. Cost Sharing is now only allowed under
narrow circumstances. As stated in the Uniform Guidance "Under Federal research proposals,
voluntary committed cost sharing is not expected. It cannot be used as a factor during the merit
review of applications or proposals, but may be considered if it is both in accordance with
Federal awarding agency regulations and specified in a notice of funding opportunity."

Federal agencies must clearly indicate the nature and rationale for cost sharing requirements in
funding solicitations. Prime grantees are required to provide pass-through entities with indirect
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costs in relation to their negotiated indirect cost rate agreement or provide for a de minimus of
10%.

In order to be acceptable for cost sharing, costs must:

Per OMB Uniform Guidance

e Beallocable, i.e., necessary and reasonable for proper and efficient accomplishment of
project or program objectives;
e Be allowable under the applicable cost principles; and

Per OMB Uniform Guidance

e Be verifiable from the grantee's records;

¢ Not be included as contributions for any other federally-assisted project or program;

¢ Not be paid by the Federal Government under another award, except where authorized
by Federal statute to be used for cost sharing or matching;

e Be provided for in the approved budget when required by the Federal awarding agency;

¢ Not be unrecovered indirect costs without prior approval of the Federal awarding
agency; and

e Conform to all other applicable provisions of the OMB Uniform Guidance

Required Approvals for Cost Sharing

When cost sharing appears on a proposal budget, the source, type and amount of funds should
be identified by and authorized by the signature of the appropriate Dean(s). If the proposal
budget contains required matching funds, the Office of Sponsored Projects should also review it
to ascertain who is responsible for raising the funds externally.

Recording of Cost Share Transactions

The Business Office, along with the Contracts & Grants Accountant will record the direct

portion of a cost share transaction (1) initially by charging (under the appropriate expense type)
a sponsored account specifically created to capture the cost share related to a given sponsored
project or program and (2) subsequently by transferring the charge from the sponsored account
to the Principal Investigator's departmental account through the use of certain expense types.

The indirect portion of a cost share transaction is recorded (1) initially by charging the
sponsored account under expense type 5000 and crediting the appropriate revenue or pool
account under expense type 4000 and (2) subsequently by reversing this entry, i.e., crediting
the sponsored account under expense type 4000 and debiting the revenue or pool account
under expense 5000.

Budget Justification

The budget justification is the researcher's opportunity to describe in some detail any budget
expenses that needs further clarification or explanation.
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2.5 Compensation for Externally Funded Faculty (Course buyout)

A PI’'s compensation cannot exceed the employee’s Institutional Based Salary (IBS) as stated in
his or her appointment letter. IBS includes compensation for instruction, public service,
research, and other normal job activities but does not include fringe benefits, supplemental
compensation, or any income earned outside of Navajo Technical University. OMB Circular A-
21: Cost Principles for Educational Institutions 2 CFR 200 Uniform Administrative
Requirements. Cost Principles and Audit Requirements for Federal Awards.

Students or other personnel will be compensated from externally funded projects at rates
comparable to existing Navajo Technical University rates. Investigators are encouraged to
consult with Human Resources and/or Payroll to determine compensation rates for projects.
Investigators are encouraged to include allocations in the project budget to cover the
Investigators’ time, other personnel, including students, in addition to travel, goods, services,
equipment and indirect cost. Refer to 2.3 — Project Budget for more details on typical items to
include on your project budget.

Faculty Course Buy-out

A course buyout is when grant funds “buy” a faculty member’s released time by paying for that
portion of their salary so that the equivalent amount of effort can be spent working on the
grant.

A “Buyout” situation applies when a faculty member is granted a course release in order to
accommodate a faculty member’s work on an externally funded grant. The corresponding
percentage of the faculty’s appointment is directly charged (accounted for) to the grant
account (budget) during the term of the buyout.

Guidelines

A faculty member may elect to “buy out” of teaching (often referred to as “course release”) to
work on a sponsored project, at a rate equal to 1/8th of nine-month Institutional Base Salary
(IBS)* for each course released.

*Institutional Base Salary (IBS): is the annual compensation the university pays for activities
performed (including, as applicable, research, teaching, and clinical practice) as part of an
employee’s university appointment(s), specifically, INCLUDING: Regular Salary, Endowed Chair
or professorship stipends; and Paid Professional leave (pay for sabbatical, vacation, and sick
leave- not including sick leave pay payouts when departing from the university); EXCLUDING:
Administrative stipends; Summer salary for non-12-month appointees; Service in excess
payments; Royalties paid by the university; Reimbursements; and Any compensation of external
professional activities, such as consulting or compensated peer review activities.

NOTE: The National Institutes of Health (NIH) sets an annual salary cap. Effective January 1,
2015, total compensation for individuals receiving funds from NIH and institutional sources may
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not exceed $183,300. If a faculty member’s annualized base salary exceeds this amount, the
lower amount must be used[1].

The National Science Foundation (NSF) require that salary requests in grant budgets be
expressed as months. No more than 2 months’ salary may be requested for any senior
personnel on one grant[2].

If a PI/PD or researcher is awarded a sponsored project that will require release from some of
their teaching duties to participate on a project, the following guidelines have been established.
Faculty may use extramural funds to buy-out courses as follows:

1. The extramural funds must cover the percentage of annual salary (and the associated
benefits) equal to 10% of their 9-month salary regardless of normal teaching load of the
particular faculty member. For 12-month faculty, the cost of a course buy-out will be
10% in a given academic year.

2. This percentage is based on the (Faculty handbook/HR/Payroll) policy designation that
one course equivalent to 20% effort for a full-time faculty in any given semester, or 10%
in a given academic year.

A course buy-out does not carry the privileges of a sabbatical leave. Participation in the
program should in no way reduce the campus service and attendance responsibilities of the
faculty member. The faculty member must remain on campus for the duration of the buy-out
except when standard leaves of absence are granted with policy.

2.6 Facilities and Administrative Costs (F&A) or Indirect Cost (IDC) Rates

Navajo Technical University’s Fiscal Procedures policy directs the establishment of procedures
to recover all F&A or IDC based on the rates negotiated with the United States Department of
Health and Human Services. Any exceptions, such as if a sponsor has a written policy of paying
a specific F&A rate for all similar agreements regardless of which site is the recipient of the
funding, requires an explanation be included in the internal routing documentation. In the case
of a restriction of F&A costs by the sponsor, a copy of the sponsor’s written policy must be
included with the proposal package in Cayuse.

Navajo Technical University’s most recent F&A rate agreement may be found on the Office of
Sponsored Projects webpage (provisional agreement) and/or provided upon request.

Any voluntary requests (i.e., those not imposed by the sponsor) to waive or reduce F&A on
projects is considered a type of cost share and must be captured within the accounting system.
To be captured there must be an alternate account to which the charges will be expensed. For
example, this cost share can be expensed from the Principal Investigator’s portion of the
indirect costs or another’s such as the Dean’s or Department Head’s portion of the IDC upon
approval. The proposed waiver must receive internal approvals and uploaded to the Cayuse
proposal prior to submitting the budget to the sponsoring agency. Routing of IDC waivers must
be processed prior to the final project routing process in Cayuse.

Note that waiving F&A costs results in two undesirable consequences:
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1. The F&A costs incurred by Navajo Technical University will not be recovered for the
particular project activity, which results in no compensation for sponsored project
duties by the following, including but not limited to the Office of Sponsored Projects,
Finance & Administration, Dean’s Office, and the project Principal Investigators.

2. Itimposes and undesirable impact when future F&A rates are negotiated. Unrecovered
F&A costs cannot be included in future negotiations of the F&A cost recovery rate.

Applicability and duration of waived F&A

An F&A waiver will apply to the project and for the proposed amount of the waiver for the
noncompeting period of the project provided there is no material change in the project that
affects the basis on which the waiver was approved.

The approved F&A waiver will be uploaded to the Cayuse proposal.
2.7 Financial Conflict of Interests in Sponsored Projects

Navajo Technical University’s Financial Conflict of Interest (FCOI) policy is designed to promote
objectivity in research by establishing standards that provide a reasonable expectation that the
design, conduct, and reporting of research, regardless of funding sources, will be free from bias
resulting from Principal Investigator/Project Director financial conflicts of interest. It applies to
the PI/PD, and any other person, regardless of title or position, who is responsible for the
design, conduct, or reporting of research or research activities. This policy is not applicable to
students unless a student receives compensation from the project for their research efforts
(e.g. scholarship, salary, or tuition reimbursement). FCOI disclosure is required on an annual
basis and within 30 days after acquiring a new significant financial interest. The disclosure
requirement extends to covered family members as well. The FCOI training is required prior to
the first disclosure by a covered faculty member. The disclosures are completed through
Cayuse. Contact the Sponsored Projects Manager if you require assistance with the disclosure
or understanding the requirements.

This policy is distinct from and in addition to the current Faculty handbook and the current
Fiscal Policy which applies to consulting and external professional employment by faculty
members that is directly related to their academic and professional discipline.

2.8 Submitting the Proposal

The PI/PD must have a current FCOI Disclosure on file in Cayuse before a proposal will be
submitted to a sponsor. All proposals and/or applications for external support must be
reviewed by the Sponsored Projects Manager or its designee prior to submission to the
sponsor. The review process applies to all grant and contract proposals. This also applies to
pre-proposals or other preliminary grant applications, such as concept papers, if they involve
budget figures or a commitment of institutional resources.

At this time, only the President or the Board of Regents have institutional signature authority
for sponsored project proposals. Even when a funding agency’s electronic system gives the
P1/PD authority to submit their own proposals, they must be routed through Cayuse and
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reviewed by the Sponsored Projects Manager prior to submission. Likewise, proposals that do
not require an institutional signature must still be routed through Cayuse and the Sponsored
Projects Manager before submission to the funding agency.

No PI/PD is authorized to sign on behalf of the University.

Adherence to the suggested proposal submission date of 14 days prior to the agency due date
is strongly encouraged. Proposals need time to be reviewed by the Principal Investigator and
Sponsored Projects Manager before th