
Department Research Office (DRO) Training Materials:
Working hours: 8:00 am – 4:30 pm (with flexible hours)
Training Plan
The training plan incorporates various training methods including online, supervisor-led, on-the-job, and cross training on clinical trial budget review:

Pre-Award Grant submission process step-by-step:
1. Principal investigator (PI) informs us that they will be submitting a grant (either prime, being that UMMC is the prime submitting institution or subaward, in that UMMC is a subrecipient to the prime institution on a grant and not the submitting institution)
2. We request that our Notice of Intent to Apply (NIA) form be filled out and submitted.
3. We request any and all draft documents that pertain to the grant (opportunity announcement, Scope of Work (SOW)/Research Strategy (Plan), budget, budget justification, biosketch, etc. (many times, we are drafting a few of these documents for them, so they won’t be available)
4. Use SOW to begin drafting the budget using correct salaries and fringe benefit rate.
5. Draft justification using budget figures and allow PI or other contact person (typically a project manager) to define project roles on justification. We may need to add details for these roles, once we have the roles defined by the PI or project manager.
6. If prime submission, create application in ASSIST or other grant submission portal (does not apply to subaward proposals)
7. Create a proposal for routing in Cayuse (Cayuse login (internal routing of proposals for UMMC approval).
8. Submit all final documents to Office of Research and Sponsored Programs (ORSP) office for review.
9. Once ORSP reviews and approves, submit application in ASSIST or by email to prime institution. This last step may differ depending on each proposal. We may have everything in ASSIST already for review, and ORSP reviews the entire ASSIST proposal and approves.

Review this next: https://grants.nih.gov/grants/pre-award-process.htm

*Allowability of Costs (review each of these and add bookmark):
https://grants.nih.gov/grants/policy/nihgps/HTML5/section_7/7.9_allowability_of_costs_activities.htm#Pre-Award_(Pre-Agreement)_Costs

Reminder:
1. The Four Cost Principles – Allowability, Allocability, Necessary and Reasonable and Consistently Applied

Understanding a Notice of Award (NOA):
https://researchadmin.asu.edu/understanding-your-notice-award-noa

Read over grant mechanisms to understand purpose behind them (R series and other research grant mechanisms, the K series and the P series): https://grants.nih.gov/grants/funding/funding_program.htm

*Interpreting NIH Award Numbers:  https://artsci.case.edu/funding/understanding-nih-grant-numbers/

*After reviewing interpreting NIH Award Numbers, review this:
https://www.era.nih.gov/files/Deciphering_NIH_Application.pdf

Read over the parent R01 grant mechanism: PA-20-185

*Post-Award Process:
https://grants.nih.gov/grants/post-award-monitoring-and-reporting.htm

*Read this document under Research/ORS_DRO/1_PostAward/ Titled “1_PostAwardProcesses_111423”

Post-Award topics video: https://www.youtube.com/watch?v=j3l1aOVRdPM

Add bookmarks in your Internet browser, if you don’t have these already:
Workday login  
Notice of Intent to Apply (NIA) form
Cayuse login (internal routing of proposals for UMMC approval)
eRA Commons login (for grant submissions in ASSIST and progress reports; you can also access NCBI through this login)
Velos login (use this for referring to clinical trials at UMMC)
NCBI login (this is where investigators and our office both manage biosketches and publications listings)
Email quarantine (in case you don’t already have this)

* Notice of Intent to Apply (NIA) – add bookmark: https://www.umc.edu/som/Departments%20and%20Offices/SOM%20Departments/Medicine/Research/Notice-of-Intent-to-Apply.html

OMB Part 200 (add bookmark for reference):
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200

Part 200 - SubPart E (add bookmark for reference):
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E

Federal Websites:

*Read NIH Expanded Authorities Policy: Research/ORS_DRO/Training/NIH_ExpandedAuthoritiesPolicy
[bookmark: _GoBack]
*Public Access Policy (Read NIH Policy from the Public Access Compliance toolkit and *focus on quick facts Powerpoint)
http://publicaccess.nih.gov/communications.htm

Grants Process Overview  
http://grants.nih.gov/grants/grants_process.htm


Peer Review Process – just read (1 webpage)
http://grants.nih.gov/grants/peer_review_process.htm

Workday Reports:

*Discuss with me: Costing allocations and Payroll accounting adjustments (PAAs)

*Use Grant Manager Dashboard in Workday. It contains most of the reports below, which is helpful.

Pay Analysis (type “Pay analysis” into search bar: UMC RPT GR Pay Analysis by Budget Date by Grant, by Grant, by Grant v2, by Cost Center, etc.) – each report shows a different view of personnel paid on individual grants

Summary of Award (“Award Budget to Actuals (Departmental)”) – this shows a summary of the initial budget funding plus amendments minus the expenses over the life of the grant period (can be for 1 budget period or more)

Costing allocations reports (Type “costing allocations”: All Workers Costing Allocations; Grant Costing Allocations Expiring within the next 30 days and no subsequent allocation)

Clinical Trials (UMC RPT GR Clinical Trials Financial Summary v1) – shows summary of clinical trial funding and expenses
