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INTRODUCTION

Grants can be an integral part of improving the strength and quality of PVCC by funding projects
that allow PVCC to meet its mission to prepare students for transfer to four-year institutions or for high-

demand careers that support the region’s economy. Recently funded projects demonstrate that grant
funding can:

Attract and retain new students, faculty, and staff

Upgrade current programs, equipment, and facilities

Provide new educational opportunities and resources
Promote and enhance diversity and accessibility

Expand services and activities provided to the community
Continue the PVCC gquest to become a world-class institution

VVVVVYY

PVCC is particularly committed to pursuing grants to fund those projects that will accomplish the
college’s short- and long-term strategic initiatives and institutional priorities and that meet PVCC’s
overall mission to provide accessible, quality education to the citizens of Charlottesville and Albemarle,
Buckingham, Fluvanna, Greene, Louisa, and Nelson counties.

The purpose of this manual—and the Grants Office—is to assist faculty and staff in developing

grant proposals that will succeed in procuring institutional grant funding.

Who to Contact:

Robert J. Antrobus

Grants Officer

Room 727, Jessup Library
(434) 961-5278
rantrobus@pvcc.edu

(Pursuit of professional development or other grants for individuals will remain the responsibility of those individuals, but

please contact the Grants Office for consulting and referral services and to share a final copy of your proposal for the PVCC
grants archive.)
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HAVE A BRILLIANT IDEA FOR A PVCC PROJECT?

All great projects start with an idea. Your job as the visionary is to figure out how PVCC can im-
plement your idea (plan a project) and make a case for why your idea deserves funding (create a pro-
posal). The job of the PVCC Grants Office is to partner with you and your project team to match what
you’ve planned with potential funding sources and to help develop your initial proposal into a competi-
tive grant application.

Contact the Grants Office early in your grant development process. The PVCC Grants Office
policies and procedures have been designed to encourage a coordinated, consistent, and efficient ap-
proach to the development process. Dozens of new grant announcements surface in any given week,
so please stop by Room 727 in the Jessup Library or email the Grants Officer (rantrobus@pvcc.edu)
with your ideas so we can search those postings with your needs in mind.

Along with meeting the eligibility requirements and deadlines in any grantor’s funding an-
nouncement or Request for Proposals (RFP), a grant proposal must clearly demonstrate why PVCC'’s
project deserves the grantor’s support, how the project matches the grantor’s interests, and how effec-
tively the college will initiate, manage, and evaluate project activities and resources if the project is
funded. In the highly competitive world of higher education grant-seeking, the odds of success for any
proposal that does not present a well-planned project are slim to none. According to industry reports
(crdnet.org), the success rate for major grant proposals ranges from a low of 10% to 30%, so it’s cru-
cially important to do everything possible to improve the odds by giving grant readers what we know
they want. For instance, only 24% of all eligible Department of Education Title Ill submissions were
funded in FY2003; that means that out of more than 300 applications, just over 70 projects received
funding. The most competitive grant applications are those that convince reviewers of both the merit
and thoughtful preparation of the proposed project. Federal grant reviewers will be looking for a careful-
ly thought-out plan that’s ready for implementation once funding is approved.

Much as everyone hopes to pursue a pool of “free money”—especially if there’s a great idea un-
der discussion that appears to match the grantor’s priorities—the successful proposals are those that
go beyond describing a brilliant idea and justifying need to proving that the proposed project has been
thoroughly researched and carefully designed, will be closely monitored by a well-qualified Project Di-
rector, and will produce successful results for students, the college, and the funding agency or founda-
tion. In other words, it's nearly impossible to successfully bluff your way past a grant reviewer or make
a case for a great idea without presenting a solid project through which the idea will be implemented.

How does all of that relate to your part in the PVCC grants process? It means that you’re strong-

ly encouraged to continue to brainstorm ideas that will improve college services, initiatives, and pro-
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grams, and to always keep alert for funding sources—but please then also be prepared to present a
carefully considered plan for the project(s) you believe PVCC should undertake in order to implement
those brilliant ideas. Consulting with the Grant Officer and completing the forms found in this manual

should be helpful to you and your colleagues as you begin the proposal development process.
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WHO DOES WHAT? ROLES AND RESPONSIBILITIES OF COLLEGE OFFICES

Grant development involves cooperation between project visionaries, planners, and their super-

visors, the Grants Office, and other PVCC staff and administration at all levels. Following is a general

outline of the roles and responsibilities of key personnel on grants projects:

A.

wN e

N =

o0k W

whN e

whN e

wnN e

PVCC Grant Application Procedures Manual

The President

Sets funding priorities.

Must approve pursuit of grant-funding opportunities.

As the ONLY authorized institutional official, signs all grant proposals, letters of intent, letter of
inquiry, support letters, and partnership agreements.

Is the final authority in the approval of grant budgets.

After award of funding, approve any revisions to objectives and budget.

Vice President for Instruction and Student Services

Must approve pursuit of grant-funding opportunities.

Provide leadership during development of all grant projects and grant budgets that affect aca-
demic programs, student support services, and workforce programs.

Contribute information on feasibility and desirability of the project.

Approve Project Director, other key personnel for grant-funded projects.

Serve as Project Director, when appropriate.

After award of funding, approve any revisions to objectives and budget.

Vice President Finance / Business Office

Must approve pursuit of grant-funding opportunities.

Review and approve grant budgets, including cash and in-kind match amounts.

Monitor expenditures, budget amendments, and other fiscal matters related to grant-funded
projects, which may include issues of:

a. Matching funds arrangements between the college and collaborators.

b.  In-kind contributions.

c. Indirect costs and rate negotiation.

d. Development and maintenance (in coordination with Project Directors) of official records
for audit purposes.

e. Review of requests for purchase and reimbursement.

f.  Review of budgets and expenditures to insure accurate project accounting.

g. Draw down funds as required.

h.  Prepare and submit quarterly (or other) financial reports.

Director of Institutional Advancement and Development

Must approve pursuit of grant-funding opportunities.

Coordinate communication with foundations, when appropriate.

Help eliminate duplicate requests to funding agencies from PVCC departments and the PVCC
Educational Foundation.

Oversee Grants Office and assist President and Vice President for ISS in setting grant appli-
cation submission priorities.

Deans / Other Administrators

Identify funding needs.
Identify potential Project Directors.
Seek appropriate faculty and staff to join grant/project development teams.
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Provide technical assistance and expertise in project design and grant proposal development.
Ensure grant budget has all budget items necessary for successful implementation of the
project.

Review and approve grant proposals in their respective area, with a special emphasis on en-
suring feasibility of project plan: Make sure budget matches scope of activities and that time-
line is reasonable.

Support and supervise the Project Director and the funded project activities.

After award of funding, approve any revisions to objectives and budget.

F. Project and/or Activities Directors (may be faculty, staff, administrators)

Grant Development Process

1.

2.

12.

13.

14.

Initiate grant-seeking process or respond to Grants Office after notification of a funding oppor-
tunity is circulated.

Complete PVCC “Grant Project Preliminary Approval” form or “Grant Project Fast-Track Ap-
proval” form as applicable; consult with Grants Office as needed.

Upon internal approval to proceed, establish grant project design team.

Gather data to demonstrate need for grant funding; Grants Office might be of assistance.
Search the literature for best practices, peer-reviewed research to support ideas for project;
provide input and expertise in the development of grant project plan and activities.

With other key personnel, develop ideas into a project plan.

If collaboration with groups outside PVCC is a component of the plan, then managing this col-
laboration is also your responsibility, including obtaining letters of commitment (the Grants Of-
fice will draft them on request).

Write pieces of grant proposal.

Edit grant proposal portions that were written by other team members.

Work with team and Grants Office to meet RFP requirements/schedules.

Beginning with the draft budget template provided by the Grants Office, add all budget items
necessary for successful implementation of the project.

Ensure feasibility of project plan: Make sure budget matches scope of activities and that time-
line is reasonable. Remember if grant is funded, you have to deliver!

Complete PVCC “Grant Application Final Approval” form or bottom section of “Grant Project
Fast-Track Approval” form, as applicable.

Plan for management and administration of the project.

After Grant Submission: Before Final Award

1.

2.

3.

With other key personnel, respond to inquiries for additional information from the funding
agency.

With other key personnel, determine if change in circumstances requires change to project
plan or budget. Work with funding agency to obtain approval.

If not funded, request reviewers’ comments.

Grant Management: After Award of Funding

1.

2.
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Manage the project according to the approved statement of work/project description in the
grant proposal and award letter.
Understand the regulations for the federal or foundation program that funds the project and
manage the project according to those regulations. This includes ensuring compliance with
funding agency schedules and requirements for:

a. Expenditures

b. Project activities

c. Evaluation activities, including maintaining any data not maintained by PVCC IR
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d. Time and effort records for project personnel
Do all things that are described in the grant as your responsibility.
Work with your division and HR to hire and supervise grant-funded personnel.
Prepare progress reports, including evaluation results, as required.
Prepare renewal or no-cost extension requests.
Coordinate activities with funding agency, Grants Office, PVCC business manager, PVCC
administrators, key project personnel, and evaluation personnel.

G. Grants Office

The Grants Office provides the following services:
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9.

10.

11.
12.
13.
14.
15.
16.

17.
18.
19.

Monitor funding opportunities.

Notify the PVCC community of funding opportunities, RFPs, etc.

Help ensure proposed projects match college priorities, resources, and capabilities.

Connect related (potential) Project Directors who might both be considering similar projects.
Help avoid duplicate requests for funding from separate PVCC divisions to the same funding
source.

Assist in completion of internal grant request forms.

Based on Project Director’s approved project plan and other supporting information, find ap-
propriate funding opportunities.

Once project development team has been identified, facilitate brainstorming or story boarding
sessions to assist team in arriving at goals and objectives.

Develop grant writing plan and timeline.

Facilitate communication between Project Director(s), division deans, Director of Institutional
Research, Planning & Institutional Effectiveness, Finance Division, and other college areas in
developing grant proposals.

Assist Project Director with coordination for the writing of pieces and parts of the proposal.
Write portions of proposal; provide “boilerplate” descriptions of college.

Develop draft budget; write budget narrative.

Facilitate communication with funding agencies.

Ensure compliance with sponsoring organization’s rules and regulations.

Coordinate final editing, review by appropriate administrators, and packaging of institutional
grants.

Obtain needed signatures and submit proposal package.

Provide grant development workshops and other grants resources for college faculty and staff.
Edit/proofread drafts of grant proposals for individuals as time permits.

H. College Board / Alumni Board / PVCC Senate

1.
2.

May require presentations pre- and/or post-award of external funding.
Will pass resolutions in support of grant applications as necessary.
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NOW WHAT? A STEP-BY-STEP GUIDE TO DEVELOPING YOUR PROJECT PLAN

Step One: Development and Discussion of Idea — Convert your brilliant idea into a working
project plan (begin 3to 12 months before known grant deadlines)

A. Review college and division strategic initiatives, institutional priorities, and mission statements;
consult with colleagues about how your ideas might become (or match) a project that solves college
problems or meets divisional needs; identify potential funding sources. This step may lead to productive
partnerships with other college groups working on similar projects.

B. Search for and review literature published in peer-reviewed journals related to your project. Find
documented solutions to the problem you are trying to help PVCC solve. What have other colleges
tried? What works? What doesn’t? What questions remain unanswered? Analyze whether your idea
takes a best practice one step further or is entirely innovative and untested (if so, find some literature
that supports the underlying principles). Funding agencies look for these qualities; they are less inter-
ested in funding the simple implementation of old ideas.

C. Consult with the Grants Officer to obtain preliminary grant submission approval forms, to review
the major criteria for institutional grant applications, to discuss possible funding sources, and for help
with interpreting funding announcements and Requests for Proposals (RFPs) you may already have
found.

Step Two: ldentify Funding Sources; Obtain Preliminary Approval — Submit either the “Grant
Project Preliminary Approval” form or “Grant Project Fast-Track Approval,” as applicable, to
Grants Office

A. One of the best ways to firm up an idea for a project is to write a brief but descriptive and persua-
sive sales pitch for the project assuming the intended reader knows nothing about the project you've
planned. Please let your response to the following issues (and Appendices) be a guide as you convert
your great idea into a fundable project plan:

1. Overview of the Project: Describe the overall purpose for the project, explain your vision, your target
audience and expected benefits for them, the college, and/or the field at large; tell how this project
matches the grantor’s stated interests.

2. Need for the Project: All potential funding sources will want to know: What need or problem is your
project designed to address? Why is it so important for you to deal with that problem or need? What
data, statistics, and examples substantiate your claims? Why is PVCC uniquely qualified or positioned
to accomplish the project and more deserving than its competitors to receive funding from the funding
source?

3. Goals & Objectives: What are your planned goals (the conceptual end results you want to accom-
plish)? What are the plan objectives (steps that are concrete, measurable, achievable, and have a time
dimension)? Be specific about broad goals, measurable objectives, and quantified outcomes. How do
these relate directly to the needs you've identified?

4. Project Description: What process will you use to accomplish the objectives? What is the time frame
and sequence? Who will carry out the project? Have you already started the project or has another in-
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stitution tried a similar project? What are your accomplishments so far? Who will be your Project Direc-
tor and key activity and/or management personnel? What are their qualifications?

5. Evaluation: What outcomes do you expect, both immediate and long term? What quantitative and
gualitative data will you collect to assess the success or effectiveness of the project?

6. Budget: What money and resources are needed over what length of time? How much of your time
(or that of other personnel) will be needed to carry out the project? What other specific resources are
needed for project success, management, or evaluation (personnel, equipment, supplies, facilities, tra-
vel, etc.)? Why are they necessary? What other college or external sources of support might be sought
for this project during and after the grant period? Would the funding you seek supplant or supplement
existing funding streams? What match or in-kind contributions will PVCC be required to make (and
what funds will provide for that?)

Typical budget categories:

Salaries: Usually expressed as percent effort for full-time faculty and staff or credit-hour cost for adjunct
faculty. Don’t forget to include summer hours if appropriate. Keep in mind needs for administration &
coordination, instruction, tutors. Do not include as a direct cost funding for any job category or specific
position that has been included in the negotiated indirect cost rate. Include a 5% annual raise for staff
and 8% annual raise for faculty.

Fringe Benefits: 37% of salary for full-time personnel, 7.65% for part-time and adjuncts.

Professional development expenses for faculty and staff: Include conference registration fees and tra-
vel expenses in the Travel portion of the budget. Stipends to attend summer conferences should be in-
cluded in the Salaries portion.

Professional Services & Contractual Fees: Include travel and fees for visiting consultants; licensing
costs for software; subcontracts with other institutions; and any other contractual elements.
Equipment: This category is defined differently by different funding agencies. For some, only include
items exceeding $5,000 per unit; for others, include items with a life longer than one year and costing
more than $500. Again, don’t include as direct costs anything that was included in the negotiated indi-
rect cost rate.

Supplies: Include project-specific supplies that would not be used generally in the absence of the grant-
funded project. Avoid including office supplies such as paper clips and pens, as these are part of the
negotiated indirect cost rate.

Participant support costs: This category applies to projects where students receive direct funding such
as scholarships, incentives, or stipends to attend program activities.

Other (specify)

Indirect costs: Also known as Facilities and Administration costs. These are not project budget items,
but overhead/operational expenses that may result from project activities; usually must have a nego-
tiated rate with the federal government; as of Fall 2006, PVCC was investigating the process for apply-
ing for an indirect cost rate.

B. Grants Office routes your completed request form and any attachments to appropriate administra-
tors for preliminary approval of the project as noted on the request forms:

Step Three: Formal Proposal Development — Go for the Gold

A. After a project plan receives approval to proceed, the Project Director/team works with the Grants
Officer to determine college strategy for pursuing funding sources and to establish the project team’s

responsibilities and schedule for preparing the grant proposal.
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B. Project team and Grants Officer regularly consult with and/or submit proposal drafts for review to
appropriate Deans / Vice Presidents / Administrators. (Also seek periodic draft review by objective “out-
side readers” not involved with the project.)

C. Grants Officer, Project Director, and team follow RFP instructions closely to insure compliance
with required format and page limitations, endorsements, budget limitations, appendices, and signature
requirements for the final grant package.

D. Grants Officer and outside readers perform final editing and review. (Fresh eyes find er-
rors/inconsistencies much more readily than those who have been involved in previous rounds of re-
view.)

Step Four: Final Internal Approval and Proposal Submission — Complete “Grant Application Fi-
nal Approval” form or bottom section of “Grant Project Fast-Track Approval,” as applicable, ob-
tain sign-off by Dean/VP/Director, and deliver to the Grants Office with final proposal draft and
budget one week before known grant deadline.

A. Route as relevant and incorporate final revisions by:

1. Appropriate Division Deans or Division Director
2. Appropriate Vice President

3. Chief Financial Officer / Business Office

4. President

Seek College/Alumni Boards, College Senate, or other endorsements and approvals.

B
C. Follow RFP mailing or electronic submission and deadline instructions.
D. File documentation to show proof of timely mailing/delivery.

E. A copy of the grant is sent to the Project Director and other key project personnel as appropriate; a

file copy is maintained in the Grants Office.

Step Five: Post-Submission Activities — Spread the good news

A. When the college wins grant funding, the Grants Office completes and distributes a “Notice of
Grant Award” form to all interested parties and the project team and appropriate administrators meet to
prepare for implementation of the project plan.

B. If the proposal is not funded—and in many cases even if it is—the Grants Office will continue to

monitor grant opportunities and persist in the pursuit of grant funding for your projects.
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BUDGET CONTROL FOR GRANT FUNDED PROJECTS

The grant program director is responsible for carrying out approved grant funded projects and for ap-
proving expenditures against the grant budget. The program director and the business office staff mon-
itor costs charged against grant budgets to insure that obligations are not in excess of total funds avail-
able. If grants require line item budgeting, analysis are performed between budget and expenditures to
comply with line item’s flexibility criteria. Various queries, reports and spreadsheets are available to
assist in budget and expenditure control. The project director will follow the required grant process to
obtain budget modification approval. The business manager is responsible for submitting required fi-
nancial reports.
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COST TRANSFERS

A cost transfer is the transfer of an expense from one department or account to another. Transfers
may be made from a departmental account to a grant account or the reverse.

Circumstances that may require a cost transfer are:

4.
5.

1. to correct clerical errors made in the original expense
2.
3. to reallocate costs incurred by the college on behalf of a grant project (postage, copying costs,

to reflect legitimate realignment of expenses due to budget reallocation

supplies, etc.)
to reallocate expenditures between accounts when requested by departments
to transfer disallowed grant expenditures back to a departmental account

Transfers are processed on an Agency Transaction Voucher (ATV). Supporting documentation for the
adjustment must be attached to the ATV. Expenditure transfers must be processed within 90 days of
the error being discovered. Careful monitoring of budget and expenditures by departmental managers
and grant program directors should provide early detection that an error exists and minimize the need
for expenditure transfers.
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P
Grant Project Preliminary Approval PVCC

PIEDMONT VIRGINIA
COMMUNITY COLLEGE

N
Policy/Procedure: Project Director — Submit this form to the Grants Office, Room 727, for sign-off to start a grant project.
If needed, consult with the PVCC Grants Officer (Ext. 5278) about the project before completing. (The Project Director is
responsible for project development and post-award implementation, reporting, and budget management.) )

THIS IS A FILLABLE PDF FORM: COMPLETE IN ADOBE READER, SAVE, AND PRINT

Working Title
Request Date Project Start Date Project End Date Grant Amount Grant Deadline Date Grantor (If Known)
Project Director Requested By (If Other Than Project Director) Department / Division

INTERNAL CASE FOR SUPPORT / PROJECT BENEFIT

A. PURPOSE: In one sentence, explain the mission of the project.

B. STRATEGIC ALIGNMENT: Describe how the project supports one or more of PVCC’s Institutional Priorities.

C. RATIONALE FOR PROJECT: Describe the need or problem (student, institutional, community) and identify the scope of the
population that the project will serve. List the primary strategies that will enable PVCC to successfully serve the need or problem
of the targeted population or of the institution. Reference applicable research and literature review.

D. ACTIVITIES: Describe the primary activities that the project/program will conduct and who will conduct them.

E. EXTERNAL COLLABORATION: Summarize any collaborative partnerships contemplated by the project.
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F. OUTCOMES: List specific outcomes that will be achieved by the end of the project (What will change? By how much?). Identify
who/what will be impacted by checking either “S” for Student/Graduate or “C” for College/Community.

s oc |1
s oc |2
gsoc |3
s ocC | 4.
s oc | s.

G. CONTINUATION PLAN: How will the College fund the project/program after the grant period ends?

Estimated Project Costs (Whole Dollars)

H. OTHER IMPACTS: How will the project affect other departments or programs at PVCC?

: PRELIMINARY PROJECT BUDGET (complete or attach budget spreadsheet)

Estimated Project Funding (Whole Dollars)

Personnel $ PVCC Contribution: [ In-Kind or [J Cash $
Fringe Benefits $ Partners Contribution: 7 In-Kind or 7 Cash $
Travel & Prof. Dev. | $ Grant Funding Requested $
Equipment $ TOTAL FUNDING (should equal Total Costs) $
Supplies $ Is the PVCC Contribution arequired match?
Contractual $ [ Not Required [1 Required: Match %
Construction $ Other Potential Grantors (if applicable):

Other $

TOTAL COSTS $

Comments about funding, costs, or resources required (personnel, equipment, space, training, 1T support, partner contribution, etc.):

Other comments from deans, directors, vice presidents, or additional comments from Project Director:

Approved:
LOYLDON OYON
Grants Officer Date VP, Instruction and Student Services Date
LOYLDON OYON
Dean Date VP, Finance & Administrative Services Date
LOYDON OYON
Director, Institutional Advancement and Dev. Date President Date
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/\
Grant Application Final Approval PVCC

PIEDMONT VIRGINIA
COMMUNITY COLLEGE

Policy/Procedure: Project Director — One week before the grant submission date, submit this form with the completed pro-
posal and application/budget attached for sign-off. Obtain the Division Dean’s signature and deliver the form and applica-
tion packet to the Grants Office, Room 727. (The Project Director is responsible for project development and post-award
implementation, reporting, and budget management.)

.

THIS IS A FILLABLE PDF FORM: COMPLETE IN ADOBE READER, SAVE, AND PRINT

PROJECT

Project Title
Request Date Project Start Date Project End Date Grant Amount Grant Deadline Date Grantor
Delivery Method Project Director Department / Division
FUNDING SUMMARY Whole Dollars

PVCC Contribution: [ In-Kind or 1 Cash

Partners’ Contribution: 1 In-Kind or (1 Cash

Grant Funding Requested

TOTAL FUNDING

Direct Cost to be Funded by Grant

Indirect Cost to be Funded by Grant (Indirect Cost Rate Used %)

Is the PVCC Contribution arequired match? [ Not Required [ Required: Match %
Comments about funding, match, or in-kind contribution:

B | AR | BB | P

IMPACT ON FACULTY/STAFF RESOURCES

Name or Position New Hire Percent Effort Funding Source Release Time
Y [N % [l Grant-funded [ In-kind | [JN []Y: Units/Hours
Y [N % [l Grant-funded [ In-kind | [JN [1Y: Units/Hours
Y [N % [l Grant-funded [ In-kind | [JN [1Y: Units/Hours
JY [ON % U Grant-funded JlIn-kind | O N 0 Y: Units/Hours

Will the department need part-time faculty or staff to cover any project team member’s regular responsibilities? 1Y [N
If yes, describe the department’s plan:

FUTURE COMMITMENTS/CONTINUATION PLAN
Describe the College’s commitment and/or resources required to continue project activities afier the grant period:

Approved to Submit: O0YON
Director, Insti. Res., PIng. & Insti. Effectiveness Date
OYON
Grants Officer Date OYON
VP, Instruction and Student Services Date
LOYLDON
Dean Date OYON
VP, Finance & Administrative Services Date
LOYDON
Director, Institutional Advancement and Dev. Date OYDON
President Date
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Grant Project Fast-Track Approval PvCC

(VCCS and Private Foundation Requests of $25,000 or Less) i B i Lo

Policy/Procedure: Project Director — Submit this form to the Grants Office (Room 727) for (1) sign-off to start a grant
project eligible for Fast-Track, and (2) for final approval before submission. For the final approval, attach the grant appli-
cation and note any material changes from the preliminary approval in the Comments section. (The Project Director is re-
sponsible for project development and post-award implementation, reporting, and budget management.)

THIS IS A FILLABLE PDF FORM: COMPLETE IN ADOBE READER, SAVE, AND PRINT

Project / Program Title

Request Date Project Start Date Project End Date Grant Amount Grant Deadline Date Grantor (If Not Included in Title)

Project Director Requested By (If Other Than Project Director) Department / Division

I. Describe purpose or rationale of project:

J. Identify the PVCC institutional priority supported by the project:  [] Provide Expanded Access  [] Ensure Transfer Success

[ Create a Student-Centered Environment (1 Support Economic Vitality and Workforce Dev. [ Address Infrastructure Needs
K. Describe the primary activities that the project/program will conduct and who will conduct them. What is the continuation
plan for sustaining the activities after the grant period?

L. List specific outcomes that will be achieved by the end of the project (What will change? By how much?). Identify
who/what will be impacted by checking either “S” for Student/Graduate or “C” for College/Community.

s oc | 1.

s oc |2
s oc |3
Personnel $ Contractual  $ PVCC Contribution: [ In-Kind or [ Cash $
Travel/Prof Dev  $ Construction  $ Grant Funding Requested $
Equipment $ Other $ Total Funding (should equal Total Costs) $
Supplies $ Total Costs  $_______ | Is the PVCC Contribution a required match?

[J Not Required [ Required: Match %

OYON YN OYDON OYDON

Dean Date Grants Officer Date VP-ISS Date Dir-IAD * Date
* Private foundation requests only

FINAL APPROVAL TO SUBMIT (Signature and Date)

OYDON OJYON
Dean Date Director - IRPIE Date

OYDON OJYON
Grants Officer Date Director - IAD (private foundation requests only) Date

OYDON OJYON
VP, ISS Date VP, FAS Date

Comments (Note any material changes between Preliminary and Final requests for approval):
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A: PVCC GRANT PROPOSAL CHECKLIST / SCHEDULE

Step 1. Development and Discussion of Idea

Review the literature, best practices, programs in the field for project ideas, discuss
ideas with division dean, administrators, other colleagues; identify other faculty/staff
with similar interests, possible partnerships. Write one-page preliminary proposal (or
abstract) with budget estimate.

Step 2: Identify Funding Sources and Obtain Preliminary Approval

Consult with Grants Office

Get on the Internet, visit PVCC Grants Resource Center

Contact potential sponsors and ask questions

Submit “Grant Project Preliminary Approval” or “Grant Project Fast-Track Ap-
proval” form, as applicable, to Grants Office to start the grant request and ap-
proval process.

Step 3: Formal Proposal Development

Upon receipt of approval to proceed with project proposal, work with Grants
Office to identify and begin pursuit of realistic funding source(s)

Establish project team responsibilities/schedule to meet deadline

Follow the guidelines of the RFP for narrative and budget

Seek regular divisional and Grants Office review of draft(s)

Obtain any necessary data, certifications, supporting documents, and signed
forms as required

Step 4: Final Internal Approval and Submission

Polish final version of draft grant application package

Complete, sign, and distribute final draft including attachments and obtain divi-
sional approval signatures on “Grant Application Final Approval” form
Incorporate final divisional revisions, then submit completed forms and final
draft of proposal package and approval form to VP Finance and President
Grants Office delivers approved application to grantor and distributes copies to
all appropriate administrators/faculty

Step 5: Post-Submission Activities

.
0]
0]

O O e O

If funded:

Copy of award letter distributed by Grants Office

Project Team, VP Finance, others meet to discuss account procedures and
review project requirements; implement project

Complete and submit progress reports by required deadlines

If not funded:

Request reviewers’ comments

Rewrite and resubmit if appropriate

Explore activities that can improve your future funding chances
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B: GRANT WRITING RESOURCES

Proposal Format

The final proposal format will depend on the guidelines provided by the sponsor. Feder-
al agencies give very specific instructions and forms. A private foundation, however,
may provide very little direction other than a page limitation. There are some basic ele-
ments you will find in all proposals:

Narrative — This is the WHAT and WHY section of your proposal. Generally, you begin
with a statement of need or problem you will address. Next, state the overall goals and
specific objectives of your project. Finally, describe your plan of action, providing
enough detail for the reviewer to judge whether your project can be run both efficiently
and effectively. The narrative should demonstrate that you have carefully thought
through all aspects of the project and its results. You must convince the reviewer of the
significance of the problem, the appropriateness of your proposed response,
your/PVCC’s ability to conduct the planned activities, and the college’s ability to carry on
project activities (and fund them) after the grant period.

Evaluation — Evaluation is important because it demonstrates accountability and con-
cern for program outcomes; federal grant reviewers become increasingly focused on a
strong evaluation plan each year. You may want to consider adding an evaluation spe-
cialist to your proposal development team; the PVCC Office of Institutional Research,
Planning & Institutional Effectiveness can be an enormous help with this section. Use
this section to explain the methodology you will use to determine whether or not your
program was a success.

Timeline — Include a well-developed project timeline or “implementation plan” to help
the reviewer understand what you plan to do and when. It can show that you have
thought through your project’s long-term needs and goals.

Budget — While many view the budget as a tedious technicality, it is in fact a key ele-
ment of your proposal. Grant reviewers often use the budget to get a quick sense of
how well you've organized your project. Typical budget categories include personnel,
travel, equipment, materials, and indirect costs. (See page 8 and Appendix D for more
detail.)

Abstract — The abstract may be the only section read in detail by some reviewers. It
should be a concise, one-page summary of your project that provides a good overview
of the proposed activities and it should capture the reader’s interest.

Supporting Materials — Often included in an appendix, these may include the graphs,

pictures, tables, letters of commitment, biographical sketches of the project team, and
other forms or documents that support the credibility of your project.
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Tips

» Get a style manual, read it, and FOLLOW IT! Be consistent.

> Help the reviewer find the information he or she needs by carefully organizing
your proposal. For example, use explicit titles, headings and subheadings
throughout your proposal. Be consistent in the use of fonts and formatting.
Use tables and graphics to summarize information.

» Check for faulty/circular logic in your arguments, spelling, typos, and gram-
matical errors, and inconsistencies in data or references.

» Compare your final proposal to the program guidelines. Did you include all of
the requested information? Have you addressed the review considerations/
answered the specific RFP questions? Budgets match?

» Obey the rules stated in the program guidelines for font, margin, page limits,
and other form and content requirements.

» Ask a colleague who is familiar with your topic to read your proposal for con-
tent, and ask readers outside your area to read drafts as well (more than
once) to catch other errors.

» Start early, revise often, and submit before the deadline.

Grant Writing Guides
Consult with the Grants Office for articles and books on writing successful proposals,
and try some of these web sites to find one that suits your style:

“A Proposal Writing Short Course” — Foundation Center
http://fdncenter.org/learn/shortcourse/propl.html

Proposal guidance and funding searches from the Council for Resource Development
http://www.crdnet.org/pubs/Grant Resources.cfm

FAQ (and answers) about grant proposals from the Foundation Center
http://fdncenter.org/learn/fags/html/proposal writing.html

“A Guide to Proposal Writing” from the National Science Foundation
http://www.nsf.gov/publications/pub summ.jsp?ods key=gpg

Everything you'd ever want to know about US Department of Education (ED) grants
http://www.ed.gov/fund/grant/about/grantmaking/index.html

A selection of articles on grant proposals from The Grantsmanship Center
http://www.tgci.com/magazine/proposal.asp

An article on writing proposals from the Cataloqg of Federal Domestic Assistance
http://12.46.245.173/pls/portal30/CATALOG.GRANT PROPOSAL DYN.show

General grants information from Non Profit Guides.com
http://www.npguides.org/index.html
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Jessup Library

Books, manuals, and electronic resources (NetLibrary) available from the shelves of

Jessup Library include:

Author Title Available at:
Bray, llona M. Effective fundraising for nonprofits: NetLibrary
real-world strategies that work
Grantmakers for Effective | Funding effectiveness: lessons in NetLibrary
Organizations building nonprofit capacity
Hopkins, Bruce R. The law of fundraising NetLibrary

Karsh, Ellen. The only grant-writing book you'll HV41 K377 2003
ever need

Kelly, Kathleen S. Effective fund-raising management | NetLibrary

Klein, Kim. Fundraising in times of crisis NetLibrary

Lefferts, Robert

Getting a grant : how to write suc-
cessful grant proposals

HV41 L413 1978

Mikelonis, Victoria M.

Grant seeking in an electronic age

HG177.5.U6 M55
2004

New, Cheryl Carter How to write a grant proposal NetLibrary

Orlich, Donald C. Designing successful grant propos- | NetLibrary
als

Pettey, Janice Gow Cultivating diversity in fundraising NetLibrary

Quick, James Aaron Grant seeker's budget toolkit NetLibrary

Reed, Sally Gardner

Getting grants in your community
(this is for libraries, primarily)

Z681.7.U5 R443
2005

Reif-Lehrer, Liane Grant application writer's handbook | NetLibrary

Warwick, Mal How to write successful fundraising | NetLibrary
letters

Wason, Sara D. Webster's new world grant writing NetLibrary
handbook

Wendroff, Alan L. Special events: proven strategies for | NetLibrary
nonprofit fundraising

Zimmerman, Robert M. Boards that love fundraising: a how- | NetLibrary
to guide for your board
Grantsmanship for small libraries NetLibrary
and school library media centers
The nonprofit handbook, Fund rais- | NetLibrary

ing

Peterson's scholarships, grants &
prizes 2006.

Careers Collection
#48

The scholarship book [2004] : the
complete guide to private-sector
scholarships, fellowships, grants and
loans for the undergraduate

Careers Collection
#HA44
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Samples of Successful Proposals

e National Science Foundation's awards search function
http://www.nsf.gov/awardsearch/index.jsp

e Grantsmanship Center's Proposal Samples
http://www.tgcigrantproposals.com/search/cdlist.asp

e School Grants Samples (K-12)
http://www.kl12grants.org/samples/samples _index.htm

e Non-Profits' Guides grant samples http://www.npguides.org/
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C: FINDING FUNDING

PVCC Grants Office

The Grants Officer will work with you to navigate grants-seeking websites and forums,
interpret funding announcements/RFPs you’ve seen in membership periodicals and
electronic notices from professional affiliations or networks, and help you find the best
(and most likely) match for your project. Any general questions or concerns you have
about grants, proposal writing, or other grant policies and procedures may be directed
to the Grants Office as well. Please contact Bob Antrobus by e-mail rantro-
bus@pvcc.edu or phone (434) 961-5278, or drop by Room 727 inside the Jessup Li-
brary. Visit the PVCC grants webpage: www.pvcc.edu/grants/

The Grants Officer has completed extensive research to find the foundations and corpo-
rations most likely to fund projects and programs at PVCC. Each foundation and corpo-
ration has restrictions on giving (to a particular focus area and/or to a geographic area).
Please contact the Grants Officer with information about your area of interest to find the
best funding match. If you have the name of a foundation or corporation and would like
to do additional research, the links below from the Foundation Center will get you
started.

« The Foundation Center
o Private Foundations on the Internet
o Corporate Grantmakers on the Internet

Federal Sources

Use Grants.gov to search all federal funding sources
U.S. Department of Education Grant Information
National Endowment for the Humanities
National Endowment for the Arts

Health Resources & Services Administration
Health & Human Services

US Department of Commerce

Department of Labor

Corp for National and Community Service
Institute of Museum and Library Services
National Science Foundation

National Telecom & Info Institute

Private Foundations and Corporate Sources

e Foundation Center’s Philanthropy News Digest RFP Bulletin
http://fdncenter.org/pnd/rfp/index.jhtml

e Grants information from eSchoolNewsonline
(http://www.eschoolnews.org/erc/funding/)
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e Education grants listing from the Rural Assistance Center
(http://www.raconline.org/funding/funding _topic.php#Education%20and%?20traini
ng)

e Search options and info from Fundsnet (http://www.fundsnetservices.com/)

e Charlottesville Area Community Foundation (http://www.cacfonline.org/)

e Grants help from the American Association of Community Colleges
(http://www.aacc.nche.edu/Content/NavigationMenu/ResourceCenter/GrantOppo
rtunities/Grant_Opportunities.htm)

Contacting Potential Sponsors

Evaluating potential sponsors and grant RFPs involves more than simply reviewing de-
scriptions of their programs on their websites or in a resource guide. Consider contact-
ing:

e Past grantees

e Program officers

e Past reviewers

Please do not contact any foundations or corporations without first checking with the Di-
rector of Development. Also, please contact the PVCC Grants Office to discuss how
best to approach the sponsor (e.g., via emalil, a formal letter, or phone call).

Questions you may want to consider asking grantors:
e Does my project fall within your current priorities?
Would you be willing to review a pre-proposal or draft proposal?
How many new awards do you expect to make this year?
What are the most common mistakes in the proposals you receive?
Do you accept unsolicited proposals?
Would you be willing to share a copy of a funded proposal with me?
Are there any other insights you can share with me on how to be successful?
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D. BUDGET ISSUES

The budget and budget justification sections of a proposal request and defend the dol-
lars and cents required for your project. Therefore, both sections are vitally important to
the project and to you; these sections inform the sponsor how much it will cost to im-
plement the proposed project, why the money is required, and how well the budget
items relate to the success of the project.

There are two general categories of costs for undertaking a grant-funded project: direct
costs and facilities and administrative costs (F&A, formerly often known as “indirect
costs”).

Direct costs can be specifically identified with a particular sponsored project:
Salaries and wages

Personnel fringe benefits

Supplies for project activities

Travel and professional development

Equipment

Mainframe or super computer use

Rent, alterations, and renovation

Participant support costs

Consulting and contractual fees

F&A costs are incurred for the general support and management of an institution. Typi-
cal F&A costs include:
e General administration and general expenses
Plant operation and maintenance
Library expenses
Departmental administration expenses
Depreciation or use allowance
Student administration and financial aid services

A final major issue to consider when preparing your budget is whether or not cost shar-
ing or matching is required under the grant terms, both of which will require a financial
commitment from the college if your grant is funded. All cost sharing and matching
must be approved by the President and VP of Finance in advance of the deadline
and may require special tracking if you are funded, which is one of the reasons for
maintaining regular contact with divisional and executive administration throughout the
grant development process and for routing the final budget through their offices 2
weeks prior to the proposal deadline.
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