Mental Health Law and Policy Pre-Award Guide
The purpose of this guide is to detail a formal structure for conducting pre-award processes within the Department of Mental Health Law and Policy (MHLP).  The ultimate goals are to identify the basic steps for developing and submitting requests for external funding, including grant applications, contracts, and other types of awards; to identify contacts and clarify each person’s role in the pre-award process for MHLP; and to clarify the pre-award process so it is efficient and helpful for both faculty and staff.

The MHLP Pre-Award Guide was developed in May 2008 by a Workgroup established by the Department Chair specifically to meet the goals outlined above.  The Workgroup consisted of seven members of the department, including three staff members and four faculty members.  The Guide may be reviewed and amended annually, as needed, by the Pre-Award Coordinator and the department Chair.

MHLP faculty and staff are expected to follow the steps outlined in this Guide when developing any proposals, contracts or making any request for external funding.  All requests for funding will be reviewed and approved by the director and/or department Chair, Pre-Award Coordinator and the Division of Sponsored Research.
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Guiding Principles for MHLP Pre-Award Activities

· Create and consistently utilize a system for all proposals and contracts developed for external funding to allow the information to be organized and maintained centrally.
· The first step is for each faculty member to complete the MHLP Pre-Award Checklist and the Pre-Award Abstract (see Appendix: Forms) prior to any preparation or negotiation of an award.  The Checklist will ensure that the information can be:

1) Catalogued in a central electronic record and double-checked for accuracy and completeness.

2) Compared with other proposals to ensure no duplication of application for the same funding.

3) Sent to a Senior Grants Specialist in Division of Sponsored Research (DSR).
4) Announced monthly by email to MHLP faculty and staff.  This will increase communication about ongoing projects; and
5) Helpful in supporting the ability to track and monitor faculty performance in seeking external funding and research.

· The second step is for the Checklist data to be entered into an Awards Database*, which will contain key information about each past and current proposal and be accessible to department employees to run reports that identify, among other details:

1) Who has applied for funding.

2) Agencies to which MHLP faculty have applied.

3) Amounts of funding requested.

4) Titles of projects and type of research or training conducted, and
5) Status of any proposal.
· Distribute the MHLP Pre-Award Guide to all staff and faculty members to allow for input and to ensure adherence to the outlined process when applying for any external funding for research, training and/or evaluation, regardless of whether MHLP is a primary applicant or the recipient of a sub-award (as is the case when evaluating other programs, for example).  

· Provide additional support and training, when needed, to support endeavors to seek external funding.  
___________________

* Pre-award database may be developed either by staff in the MHLP Dissemination Unit or by the PSRDC.

Contacts and Roles for MHLP Pre-Award Processes
	
	Name
	Title
	Role

	Funding and Resources
	Ardis Hanson

hanson@fmhi.usf.edu
4-6428
	Director, Research Library 
de la Parte Florida Mental Health Institute
	Assists with funding searches, including federal and foundation opportunities; confirms citations; assists PI with use of Procite, End Notes, and other cataloging databases.

	
	Ezra Ochshorn

ochshorn@fmhi.usf.edu
4-4632
	Information Specialist MHLP
	Assists with funding searches; literature searches; and editing of grant proposals.

	
	Jian Wang 
jwang@research.usf.edu
Rebecca Puig

rpuig@research.usf.edu
4-2897
	USF Division of Research Resources
	Assists with funding searches, including federal and foundation opportunities, and helps obtain access to eRA Commons and Grants.gov.

	
	Brenda Simmons
bsimmons@research.usf.edu
4-8778
	TRAIN Facilitator & Research Council Coordinator  (DSR)
	Assists PI who is interested in applying for a USF Internal Award.

	Data
	Charles Dion
cdion@bcs.usf.edu
4-3656
	Director

Policy Services & Research Data Center (PSRDC)
	Assists PI with acquisition of data, estimate costs and ensure access to data; oversees Data Analysts and analyses conducted by the PSRDC.

	Proposal & budget development; processes internal paperwork. 
	Jane Galantini

jgalantini@fmhi.usf.edu
4-4415


	Pre-Award Coordinator
Mental Health Law & Policy (MHLP)
	For Mental Health Law & Policy:  Assists PI with completing paperwork and submission to funding agency.  Liaison to the Dean’s Office, Division of Sponsored Research and the funding agency.

	
	Karen Collier

collier@fmhi.usf.edu
4-9205


	Pre-Award Coordinator

Training Consortium
	For the Training Consortium:  Assists PI with completing paperwork and submission to funding agency.  Liaison to the Dean’s Office, Division of Sponsored Research and the funding agency.

	
	Kim Molinar/Alfonso

alfonso@fmhi.usf.edu
4-1186


	Pre-and Post Award Coordinator

Center for HIV Education and Research 


	For the HIV Center:  Assists PI with budget development, completing paperwork and submission to funding agency.  Liaison to the Dean’s Office, Division of Sponsored Research and the funding agency.

	
	Michelle Kunkel

kunkel@fmhi.usf.edu
4-1138
	Associate Director (MHLP)
	Provides consultation to Pre-Award Coordinator, as needed, for proposals and contracts.

	Review & Approval
	Norm Poythress

poythress@fmhi.usf.edu
4-9306
	Research Director, MHLP
	Reviews proposals and provides feedback to faculty.

	
	Michael Dow

dow@fmhi.usf.edu
4-1928
	IRB Director, MHLP
	Reviews IRB proposals and provides feedback to faculty.

	
	Paul Stiles

stiles@fmhi.usf.edu
4-9349
	Chair, Social & Behavioral IRB
	Can work in consultation with PI to determine aspects of the IRB application including type of approval to seek.

	
	Roger Peters

peters@fmhi.usf.edu
4-9299
	Department Chair, MHLP
	Approval of proposal or contract; signs internal form and IRB form.

	
	Roger Boothroyd

boothroyd@fmhi.usf.edu
4-1915
	Associate Department Chair, MHLP
	Oversees graduate Research Assistants; can assist faculty with using Grants.gov; approves proposal or contract and signs internal form in Chair’s absence.

	
	Junius Gonzales
jgonzales@fmhi.usf.edu
4-1990
	Dean, Florida Mental Health Institute and College of Behavioral & Community Sciences
	Reviews and approves all proposals and contracts submitted from MHLP.

	USF Approval
	Sandy McDonald 
smcdonald@research.usf.edu
2-4619

or 4-2897

	Sponsored Research Administrator (DSR)
	Award acceptance on behalf of FMHI; negotiates F&A and oversees budget matters; coordinates review of contract language with USF Legal Counsel; submit proposal or contract to funding agency; create project in FAST financial system.

	
	Rebecca Puig
rpuig@research.usf.edu 
4-2897
	Director, Division of Sponsored Research (DSR)
	Signatory for all research contracts and awards; signatory for Letters of Commitment from USF.


	Post Award Administration 
	Elida Porro

porro@fmhi.usf.edu
4-1927
	Post Award Coordinator
	Oversees accountants who assist PI with tasks for open projects, including Underwrites, No-Cost Extensions, Renewals, etc.

	
	Harold Daniels

hdaniels@fmhi.usf.edu
4-9292

Reni Jude

rjude@fmhi.usf.edu
4-8190

Alexis Mootoo

amootoo@fmhi.usf.edu
4-2007

Carol Newman

cnewman@fmhi.usf.edu
4-7521
	Accountant
	Works with assigned PI to develop proposal budgets, narratives, and proposal budget forms; manage finances for open and awarded projects.


Steps for Pre-Award Processes for MHLP:

I. Identifying Potential Funding Sources
A. Principal investigator (PI) may obtain assistance with identifying funding opportunities by contacting Ardis Hanson in the FMHI Library, Jian Wang or Rebecca Puig in Division of Research Resources in the Office of Research, or Ezra Ochshorn within MHLP.

B. USF offers to faculty free membership to funding search engines, such as the Community of Science.  A list of these sites is available on the Division of Sponsored Research (DSR) webpage.

II. Pre-Application Process
A. PI obtains a copy of the funding announcement, if available, and completes MHLP Pre-Award Checklist and MHLP Pre-award Proposal Abstract (see Appendix: Forms). 

B. PI emails to Chair or Sectional/Unit Director the completed Checklist, Abstract and also the funding announcement, if available, for approval prior to developing proposal.

C. Once approved, PI then emails the same information to the Pre-Award Coordinator.
D. The information is entered into the Awards Database and a pre-award file is created.

E. The Pre-Award Coordinator contacts the Sponsored Research Administrator, Estella Bunch, to share the proposal information and timeframe for submission.
F. The Pre-Award Coordinator sends an email message to the PI indicating what has been received; what additional paperwork is needed; timeframes for completion; and also sends an electronic copy of the budget template for use in developing project budget.  Additionally, PI and Pre-Award Coordinator schedule a meeting to discuss other details of the proposal.

III. Human Subjects Approval

A. PI is encouraged to determine whether approval will be required for human subjects’ research and, if so, to develop IRB application at this time.  For information on whether to seek IRB approval, visit http://www.research.usf.edu/cs/quickstart.htm.  PI may also contact Paul Stiles or Michael Dow for information.  If an IRB application is required, then PI sends two completed applications to Michael Dow.  The application is then sent to two internal reviewers for review prior to being sent to the Division of Research Integrity and Compliance.
IV. Proposal Development (concurrent with Step V)
A. Literature Review

· Ezra Ochshorn and departmental research assistants can assist PI with literature reviews.
· Ardis Hanson and student/research assistants can assist PIs with updating the Procite database.
B. “Boilerplate” Proposal Language

· There is standard language maintained by MHLP for insertion into grant applications and contracts that is available from the MHLP shared drive.  Pre-Award Coordinator contact can assist PI in identifying language for proposal.

C. Biographical Sketches

· Carrie Wagner emails faculty annually to request an updated profile for MHLP website.  Request will also ask faculty to create/revise a vita and 2-page PHS 398 biographical sketch.

V. Budget Development (concurrent with Step IV)
A. PI and Pre-Award Coordinator meet to discuss proposal application and identify types of support needed.

· Whether Letters of Support will be needed.
· Probable start and end dates for the project.

· Other documents or supporting materials that may be needed for application
B. PI meets with assigned accountant to discuss budget (using Budget Template already provided to PI) and justification details, including:
· List of personnel whose effort will be charged.  Include amount of effort for each employee.

· Indirect (overhead) costs, maximum award amount, allowable and non-allowable costs, and cost share requirements.

· Possible sub-awards to external parties and the mechanism (purchase order, subcontract, etc).
· Estimated expenses including travel, consultants, participant payments and tuition for graduate students.  MHLP Pre-award can assist with estimating costs for expenses.
· Assigned accountant will assist PI with the development of the budget, narrative, and with entering data into the application.

C. Pre-Award Coordinator reviews budget and provides feedback if needed.  Budget is then shared with the Sponsored Research Administrator in DSR to check for accuracy.

VI. Internal Review and Paperwork
A. A complete proposal packet intended for the funding agency should be submitted to the Pre-Award Coordinator.  The packet includes a scope of work, budget, budget justification/narrative, and may also include a biographical sketch, letters of recommendation and other items depending on the funding agency.

B. Pre-Award Coordinator may assist PI with completing the new electronic Internal Review and Proposal Certification form (“Internal Form”).  The Internal Form is routed electronically to the Chair and Dean for signature.  The Chair and/or Dean may request a copy of the budget, abstract and/or scope of work, and other relevant documents for review provide electronic signatures.
C. Norman Poythress is the Research Director for MHLP and is available to consult with PI on proposal development.  PI may initiate review by contacting other faculty directly.
D. Pre-Award Coordinator completes a final review before submitting the application packet to the Sponsored Research Administrator in DSR. 
VII. Submission of a grant application or proposal
A. Pre-Award Coordinator assists PI with submission to DSR and/or negotiation with funding agency.
B. File is maintained by Pre-Award until award is granted.
VIII. Submission/negotiation of contract

A. Existing contract templates should be used when possible to expedite development and execution of contract.

B. Pre-award Coordinator will review contract and scope of work for standard questions, corrections or issues (such as proper name of USF, deliverable and payment dates, presence of appropriate fixed-price or cost-reimbursable language, attachments, etc.).  Pre-Award Coordinator will work with PI and sponsor to make additions or corrections to contract that do not require DSR or general counsel involvement.

C. MHLP Pre-award Coordinator assists with negotiation of contract terms with DSR and/or sponsor.
D. File is maintained by Pre-Award until contract is executed.

IX. Award

A. When the award is made, DSR creates the project ID and establishes a grant account and sends Research Award Notice (RAN) to the PI and other department and college contacts

B. Assigned staff members prepare the FAST workflow and send to PI for approval and submission.  This document provides authority for various staff to approve use of funds for the project.
C. Pre-Award Coordinator meets with the Post-Award Coordinator and the Accountant to transfer the files to the post award team and to relay the details of the project.
D. Assigned Accountant will prepare and disseminate an email to all parties involved in the project with basic information such as the FAST Project number; type of project (fixed or cost reimbursable); what type of charges are allowed to be charged to the project; etc.
E. Assigned Accountant will also confirm level of effort (FTE) for each person working on the project and prepare and submit pay distribution forms so that the project is charged properly for staff time.
F. See Post Award Guide for further details of the process once the award is made.
Appendix: Forms 

Below is a list of pre-award forms that may be completed during the proposal development process.  All forms, whether completed by the Principal Investigator or the Pre-Award Coordinator, can be accessed on the MHLP website and/or on the Division of Sponsored Research website.  They will also be sent to the PI by the Pre-Award Coordinator.
Copies of each form listed are attached in sequential order.
By Faculty Member (PI)

· MHLP Pre-Award Checklist
· Pre-Award Abstract
· Budget Template

· Proposal Review and Certification Form, a.k.a. “Internal Form”
· IRB Determination of Human Exemption Form

· IRB Application for Initial Review
· IRB Application for Exempt Certification

By the Pre-Award Coordinator
· Review Checklist

· DSR Cover Memo

· Underwrite Form
· Underwrite Form with Cost Share
· Grant Budget Release

· Grant Budget Release with Cost Share
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