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Maine EPSCoR at the University of Maine

5717 Corbett Hall, Room 444, Orono, ME 04469-5717

Phone:  (207)-581-2285   Fax:  (207)-581-9487

maineepscor@umit.maine.edu
                                   www.umaine.edu/epscor
Maine EPSCoR Institutions
Administrative Guidelines for NSF EPSCoR Grant Project
(Revised: 08/20/2014)
Travel Procedures for University Employees:  
Maine EPSCoR project participants are asked to adhere to the following procedures for any travel expenses.  This process should begin no later than 2-3 weeks in advance of a trip and before making any travel arrangements.  Please refer to University of Maine APL IV-B Travel and Expense Procedures form.
1. Travel context:   All travel supported by Maine EPSCoR needs to be in alignment with the goals and objectives of the project, and have a specific proposed outcome that will be of benefit to the individual’s role in the project.
2. Travel
All travel requests must include the following for approval:

· Purchase Request Form (see attachment)

· Travel Request Form (see attachment)

· Itinerary of Event – Conference, etc.
3. Longer-term or out-of-state travel:  
· In general, airfare and conference registrations are handled and paid for in advance by the administrative office, and participants are reimbursed for hotel, per diem, and other miscellaneous expenses.
· Requests for reimbursement should be submitted within two weeks after the trip, along with original, detailed receipts attached as applicable.
4. Reasonable costs:  It is assumed that participants will make every effort to minimize all costs (i.e. book airfare > 3 weeks ahead of time).  Any air transportation needs to be in coach class (all travel has to be on a U.S. carrier).  Meal and hotel costs should be reasonable for the area travelling to, and educational rates obtained whenever possible.
5. Meals at actual cost:   While per diem is preferred, if requesting actual costs for meals, please note that detailed receipts are needed (not credit card slips) and alcohol cannot be reimbursed.  The maximum allowable tip is 15%.  If multiple individuals are on one receipt, their names must be indicated.  
6. International Travel:  There is no international travel approved by NSF for any grant project. 
Non-employee Travel Procedures:

Travel guidelines for non-employees are similar, with the following exceptions:

· pre-authorization is not required
· expenses cannot be advanced to participant, but will be reimbursed afterwards, or travel arrangements can be directly made by the administrative office.
· per diem meals are not allowed for non-employees; they can be reimbursed for actual costs following rules above.
· visiting participants can have meals and other travel costs reimbursed, but NSF cannot support personnel costs to take them out for meals (it is considered “entertainment expense”).

Purchasing & Expenditures:
1. Initiating purchases:  Initiate all purchases/expenditures on a Maine EPSCoR Purchase Request form, obtain appropriate signatures as applicable, and turn in to the designated administrative contact. (see attachment)
2. Purchase limits:  In general, purchases over $10,000 need three estimates or a justification for using the vendor, and purchases over $25,000 require a formal sole source or three quotes.  
3. Expense allocation:   Each expense needs to be coded to indicate that it is for a specific faculty member on the project (we have to report to NSF by the amount spent per faculty member).  This includes allocating students, supplies, travel, etc. to a faculty member.   
4. Packing slips:  It is very important for auditing purposes that packing slips are signed and dated as received and forwarded to the administrative office immediately.
5. Cost transfers:  There is a policy of not allowing cost transfers (journal vouchers) on this project as a general practice.  Therefore, it is extremely important that participants not charge project costs to other departmental/grant accounts and then expect to have them reimbursed by the Maine EPSCoR project.  Cost transfers should be used only when necessary to correct errors.
6. Food costs:  NSF funds cannot be used for general meals or food, with the exception of travel and larger events such as conferences and workshops where business is transacted throughout the day and external participants are the primary reason for the event.
7. Computers:  In general, computers cannot be purchased on this grant with NSF funds.  Only computers that are a “permanent part of the research” (i.e. attached to run a piece of equipment) and used 100% on the project can be considered.  Since this is impossible to monitor, especially when laptops are involved, the rule is no computers.
8. Miscellaneous:  NSF will not fund scholarships or prizes.  Other rules for NSF allowable costs can be found in applicable OMB circulars.
Human Resource Actions:
All human resource actions on this project need to be handled by the designated administrative office (not by individual departments).
1. New Hires:  Faculty should work with the administrative office on all requests for new hires.  Any position advertisements are subject to Equal Employment Opportunity policies.  Position ads can be forwarded to the Maine EPSCoR office for inclusion on the overall project website.
2. Support of existing personnel:  Note that it is very tricky to support existing non-faculty personnel, as 100% of their proposed time involvement has to be spent on the research and they cannot be available to the department at all for anything else during that time.  An appropriate justification for switching their previous job focus is also needed if it will be full-time involvement.  Personnel time cannot be paid retroactively.
3. Senior personnel compensation:  NSF policy states that salary compensation for senior project personnel (faculty) is limited to no more than two months of their regular salary in any one year from all NSF-funded grants.  In addition, NSF funds may not be used to augment the base salary or rate of faculty members.  Therefore, compensation under this project consists of summer salary or release time (no stipends).
4. Graduate students:   Research assistantships are based on a student taking classes and working part-time year-round (20-30 hours per week), with the annual stipend amount equally divided over 12 months.  (This amount must be equal to or greater than the minimum required by the Graduate Student Office.)  If the student will be working full-time during the summer (40 hours per week), then an additional amount to the annual stipend needs to be allocated from another source to account for the additional time and effort for the summer.  Teaching Assistantships cannot be supported.
5. Foreign Nationals:  NSF EPSCoR funds can support U.S. Citizens and resident aliens, and will also support foreign nationals who are not resident aliens (i.e. undergraduate or graduate students on study/work visas), even though they are still residents of a foreign country.
6. Consultants:  Consultants must provide appropriate documentation of their independent contractor status, be subject to the guidelines for independent contractors, and be paid accordingly.  
Compliance:
1. Research:  It is expected that relevant compliance approval will be obtained for any research that requires it.  This may include Animal Use (IACUC), Biosafety (IBC), and Human Subjects (IRB).  Written proof of compliance approval should be forwarded to the designated administrative office prior to beginning the activity.
2. Safety:  All staff and students are required to have reviewed and completed any applicable safety checklists and tests that are required by the institution.  This should generally include an initial safety training session for all students and new hires.
3. NSF Certifications:  Institutions will need to certify in the sub-contract that they are in compliance with NSF-required items, and that they have been notified of the specific NSF Terms and Conditions for the overall award to Maine EPSCoR that also apply to sub-awardees.
4. NSF Conduct of Research: All undergraduates, graduate students, and post-doctorate students must go to: http://umaine.edu/orsp/compliance/responsible-conduct-of-research/  and complete the RCR Training Requirements for NSF.  Graduate as well as post-doctorate students must be enrolled in at least one credit, undergraduate students are to email their classes to Amanda Ashe.
Institutions must also agree to abide by these administrative guidelines.

Evaluation & Assessment:

External evaluation is a component of the grant project that is mandated by NSF, and the continuation of our annual funding will be partly based on the results of this process.  Therefore, it is critical that all project participants be willing to respond to requests for information or participation that come from the external evaluators, management team, or the Maine EPSCoR office regarding this.
The external evaluation and assessment for this project has four components:

1. External evaluation will be done by an independent evaluator(s).
2. Two AAAS site visits over the next four years
3. Advisory Board
4. Two NSF EPSCoR Reverse Site visits

The independent external evaluators will be communicating directly with the project participants as appropriate.  This may be to provide instructions on how to complete the on-line baseline survey that is currently pending, or to request that an individual participate in a focus group, etc.   Maine EPSCoR may also follow up with e-mail reminders as needed for this, and will also coordinate the AAAS sessions and the NSF Reverse Site Visit.  The SSI management team will coordinate the Advisory Board meetings and participation.
There is also an internal team that is conducting research on the research, and they will also be seeking input from members on various areas of study. 
Reporting:
1. Activity Reports:  (see attachment) A Maine EPSCoR Activity report can be used by participants to help keep track of activity participants funded by this project.   Examples of activities/travel that should be reported are attendance at conferences, workshops, outreach activities, larger meetings with stakeholders, or special events.  This data will be used in calculating direct and indirect participants for NSF evaluation purposes.  Please note that diversity estimates are critical for any activity.  (Note:  plans are to put this report on-line in the future.)
2. Faculty Staff Profile Database:  Participants will be asked to provide data on outputs through the Maine EPSCoR Faculty Staff Profile Database, which will be posted on the Maine EPSCoR website.  You will be asked to indicate what is relevant to the project (i.e. publications, presentations, grants, etc.) as well as overall output.  Participants will be asked to update their profiles by mid-March of each year in order to allow the preparation of the NSF annual report by the April 1st deadline.  Requests to update profiles may also be made periodically at other times in order to prepare additional progress reports for funders and evaluators.
3. Annual reports:  Project teams need to submit a written annual report for each year of their project.  This report will address all of the parameters in the approved proposal for the project, include detailed evaluation metrics, and be submitted within 30 days after the end of the project.

Record-keeping:

As this NSF ESPCoR grant is very high profile, it is subject to high scrutiny.  Therefore, a complete, auditable, written trail of all activities needs to be kept on file by the administrative office.
1. Purchasing records:  A complete, auditable record needs to be kept on file for all transactions that incur an expense.  This includes:  1) signed purchase request form; 2) copy of the purchase order; 3) quotes or sole source as applicable; 4) copy of invoice; 5) signed packing slips showing receipt, justifications if applicable.
2. Human resources:  A complete, auditable record needs to be kept on file for all human resource transactions, such as summer salary, technician percent of time, student hires, etc.
3. Activity participants:  For all activities where participants are in attendance (i.e. workshops, conferences, seminars, etc.), sign-in sheets need to be used to prove attendance figures.  Estimates of diversity and participation by women also need to be gathered for each activity.  This documentation should be kept as part of the project files.  In addition to or in lieu of a Maine EPSCoR Activity report (see above) it may be helpful to keep a basic spreadsheet list that keeps track of all activities on this project, i.e. meetings, workshops, student events, etc.  Include participant #s and diversity/women #s.
4. Meetings:  There should be some documentation of any meetings and who is in attendance.  This can be a sign-in sheet, agenda, or minutes. 
Sub-contract & Invoicing:

An official sub-contract will be issued to a University for each year’s funding, and will include a scope of work and project budget.  Any deviation from the scope of work or budget needs to be approved in advance by Maine EPSCoR, and in some unusual cases by NSF EPSCoR.  
The University should invoice Maine EPSCoR for reimbursement on at least a quarterly basis (can be more frequent if desired), and invoices will include the following summary information for both NSF and matching funds:  1) prior balance in each expense category; 2) current period expenses; 3) resulting new balances in each expense category.  A detailed listing of all expenses for the period must also be submitted.   A final invoice for the project year needs to be submitted by the end of July.
NSF awarded funds cannot be carried over to the following grant year, and must be fully expended by June 30th or they will revert back to the main project.  No expenses can be charged to the project after June 30th.
Publicity:

1. Project evidence:  All participants are encouraged to provide publicity materials for their projects such as photos, video, press releases, or print materials by forwarding them to the Maine EPSCoR office.  This material will be utilized to showcase the success of the project to NSF, evaluators, and the general public.
2. Social networking sites:   Maine EPSCoR is moving to establish a presence on social network sites such as YouTube, Twitter, and Facebook.  If you have established an account for your research on any of these or others, please let us know so that we can link them in.  Please also provide us with the links to any websites created for this project.
3. NSF Credit:  The following statement and logos must appear on any general materials, publications, posters, websites, etc. that involve Maine EPSCoR research or education:
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