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What does Extension Grant & Contract Support do?

In the broadest terms, our team helps you bring funding into Extension
through sponsored projects (i.e., grants and collaborative agreements) and
fee-for-service activities.

This can include:

Support through MSU'’s grant process

Finding funding
Drafting budgets

Creation of PD and coordination of
proposal review

Review of proposal for compliance with
sponsor requirements

Coordinating submission of proposals

Drafting and neqotiating of agreements

Drafting budgets and agreement
language

Signature collection
Subaccount set-up
Invoicing
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Our Esteemed Panelists

Mariel Borgman
Katie Brandt
Ana Heck
Kea Norrell-Aitch
Remi Rice

Please introduce yourself and your experience with the grant process.
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Why do you apply for grants?

How do salary savings benefit you in Extension?
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Salary Savings - Institute Perspective

« Removes salary expenses from general accounts.

« Benefits the institute by freeing up funds to cover broader operational
expenses that cannot be allocated to a specific project.

» Benefits the educator by strengthening institute infrastructure and support
services.

Thank you to the Extension FOs for their input on this slide!
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Principal Investigator (PIl) Eligibility

Michigan State University policy:

MSU Extension policy exception:

Non-academic staff OR academic
staff without graduate degree

Faculty members and research or fixed-term
faculty employees of the University with a paid
appointment and rank of assistant professor or
higher

Any faculty/academic staff with a master’s degree
or higher

Allowed to serve as Co-Investigator with eligible
staff as Pl of record

Option to apply for an exception using the Pl &
Co-P| Exception Request form, with Institute
Director approval.



https://www.canr.msu.edu/ors/waivers/principal-investigator-pi-status-requests
https://www.canr.msu.edu/ors/waivers/principal-investigator-pi-status-requests
https://www.canr.msu.edu/ors/waivers/principal-investigator-pi-status-requests
https://www.canr.msu.edu/ors/waivers/principal-investigator-pi-status-requests
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What are examples of projects or programs that fit well with grant
funding?

How do you decide which funding opportunities to apply to?

Are there any differences between different types of sponsors?
Federal
State
Foundation
Industry
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Extension Grant & Contract Support Process

* Review incoming Proposal Request Forms (submit early!)

« Email timeline/deadline dates for budget review, routing, complete proposal, etc.

« Create and process the required Proposal Document (PD) in Kuali Research
(KR)

Work together on building the budget and budget justification

Assist in providing templates and completing forms needed for submission

Coordinate with OSP on budget review, proposal review, OSP submitted
proposals and obtaining signatures

Coordinate with other institutions or partner agencies on subawards


https://msu.co1.qualtrics.com/jfe/form/SV_a2BLl5jl8nhz2qG
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What is your process for creating a grant team?

Are there any advantages/disadvantages to applying as
lead institution vs. subaward vs. contractor?

What do you think is key to successfully working with
collaborators on grants?
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Investigator Roles

e All proposals must have a Principal Investigator (Pl). The Pl is
the individual responsible for the preparation, conduct, and
administration of the grant, cooperative agreement, public
service project, contract, or other sponsored project.

e Co-Principal Investigator (Co-Pl) is named on the award and
shares all the administrative, fiscal, and scientific
responsibilities with the PI. Inform our team if a collaborator
is @ Co-Pl so we can select the Co-Pl check box in the
Proposal Document (PD).
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Investigator Roles (continued)

e A Co-Investigator (Co-l) is considered a key person who makes
significant contributions to the project but does not have overall
responsibility or authority for the project.

e Key Personnel are involved in the project but do not have the
responsibilities of the Pl or Co-PIl or contribution level of a Co-I.

e When added to a proposal, Key Personnel should have their
roles defined. Roles could include titles such as Consultant,
Extension Educator, Program Instructor, etc.
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Investigator Roles (continued)

e KR automatically adds the PI, Co-PI, and Co-I to the PD credit
split. The Pl should inform our team of the percentage split
among the personnel to total 100%.

e Personnel with a credit split in the PD are automatically added
to the route log and are required to approve the PD in KR.

e Key Personnel are not automatically added to the route log or
credit split. If the Pl requests it, they can be added to the credit
split. KR will automatically add them to the route log, and they
will be required to approve the PD in KR.
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What does this look like in KR?

Key Personnel Credit Allocation
(i) Document was successfully saved. (@) Document was successfully saved.
Search for and add key personnel Post Award Unit: = | 10058940

2 Add Personnel

F&A Allocation
Jeannine Schweihofer 50
? Jeannine Schweihofer (Principal Investigator) (Certification Incomplete)
*  Phillip Tocco (Co-Investigator) (Certification Incomplete)
»  Mollie Woods (Key Person: Director ) b el
Phillip Tocco 50
Unit Total: 100

Investigator Total: 100
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Kuali Research — Proposal Document Route Log

Route Log refresh
" ID: 29381663 = 1
Titl Proposal Development Document - Proposal No: 57573; PI: Jeannine Schweihofer; Sponsor: Mational Inst of Food &
il Agriculture; Due Date: 03/03/2026
Type Proposal Development Document Created 09:28 AM 04/29/2022
Initiator Grubb, Sarah Last Modified 03:2% PM 05/22/2026
Route Status SAVED Last Approved
Document .
Status Document Status Modified
Node(s) Initiated Finalized
Actions Taken  hide i,
Action Taken By For Delegator Time/Date Annotation
SAVED Grubb, Sarah 09:28 AM 04292022
Pending Action Requests - hide i,
Action Requested Of Time/Date Annotation
IN ACTION LIST
» show COMPLETE Grubb, Sarah 09:28 AM 04/29/2022
Future Action Requests - hide \L
Action Requested Of Time/Date Annotation
b show PENDING -
APPROVE | T2cge. Phillip 02:20 PM 07/16/2026| KC-PD COI
b show PENDING - .
APPROVE Schweihofer, Jeannine 02:20 PM 07/16/2026 KC-PD PI
y show | | PENDING Schueller, Jean (DEPT_CHAIR)
APPROVE Bates, Ronald ({DEPT_CHAIR) 02:20 PM 07/16/2026| DEFT_CHAIR: 10058940 - EXT AG AGRIBUSINES
Parent, Zachary (DEPT_CHAIR)
» shi : .
Show zEPhl;lgéng [(Multiple - expand to see details) | 02:20 PM 07162026 DEAN_VP: 10058000 - MSU EXTENSION
F show | |PENDING . Role: KC-WKFLW OSP-Approver from PeopleFlow Mame:
APPROVE OSPApproverGroup 02:20 PM 07/16/2026 OSPReview
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Collaborating Across Campus

* If collaborating with another department at MSU:

- Be sure you are added to the proposal in KR appropriately, depending on
your role, level of effort, budgeted effort

- If not listed as personnel on the PD, Extension may not have access to the
record later

- You will not receive academic credit, and it will not appear on your Current &
Pending report (your list of proposals and awards)

- We would not receive any F&A return — we are currently reviewing this topic
to create a policy; Just know that if you have budgeted effort, you usually
should be added to the credit split in KR.
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How do you begin writing a grant proposal?

What is your process for drafting a budget and scope of work?
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Scope of Work

« Scope of Work (SOW) describes the activities, services, deliverables and
outcomes that will be completed as part of the project.

« Answers the following questions:
- What will the project accomplish?
- What work will be performed?
- Who is responsible for each activity?
- What are the deliverables and outputs?
- What are the timeline and milestones?

- What are expected outcomes?
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« A budget reflects the spending plan for implementation and execution of your
Scope of Work (SOW) within a defined time period

« A budget justification provides a written explanation of each budgeted expense

- Reviewers may not understand how your budgeted expenses are essential to
the project

- Helps connect budget items to your Scope of Work and provides space to
explain why they are necessary

- Provide clear and concise explanation of the budgeted costs and how they
were determined
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Preparing to Build a Grant Budget

* RFP, RFA, Solicitation

— maximum award amount

— project duration and recommended start date
— allowable vs. unallowable costs

— budget categories and formatting requirements
— indirect cost rate

— matching/cost share requirements

» Scope of Work

— activities, timelines, and deliverables in the SOW determine the budget items you
require for the project
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What changes have you noticed in the grant process over the
past few years?
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Research Security: Changes You May Have Experienced

* You were automatically enrolled in Research Security Training if currently on or
added to a new federal proposal in KR

« Malign Foreign Talent Recruitment Program question on your annual disclosure
in KR

 All Covered Individuals included in a proposal must submit Biographical Sketch
and Current & Pending documents. Each federal agency defines Covered
Individuals differently.

« Many federal sponsors now require SciENcv generated Common Forms for
Biosketches and Current & Pending Support.

« Requirement of having an ORCID ID (persistent identifier)

« New university Conflict of Interest/Conflict of Commitment policy/process
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Research Security: Key Components

* Protects research from inappropriate influence, exploitation, or unauthorized
access by foreign entities.

» Helps safeguard intellectual property, research data, and federally funded
research.

* Requires disclosure of domestic and foreign affiliations, appointments,
collaborations and funding sources

 Ensures conflicts of interest and conflicts of commitment are identified

« Ensures controlled technologies, data and materials are not shared in violation of
U.S. export control regulations
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When does this policy apply to Extension individuals?

 When an Extension Academic Staff member is responsible for a research grant or
sponsored activity.

- Investigators: Includes the Project Director or Principal Investigator, as well as
any other individual responsible for the design, conduct, or reporting of
research—regardless of title or position—or identified as a Covered Individual

in a federal award.

« During the proposal process these individuals will be required to complete a
Project Based COIl and Annual Disclosure in KR.

« Extension has its own consulting (outside work for pay) policy that it will continue
to follow — MSUE HR is still in discussion about if our form for submitting outside

work for pay will change
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COIl Disclosure in Kuali Research

* This is what we see when we check a PD in KR
- Verifying Project Based Disclosure
- Malign Foreign Talent Recruitment Program column has an answer

- If federal proposal, verifying Research Security Training

COI Disclosure Information

Key Personnel < Annual Disclosure Date ¢ Project Type ¢ Project Number < Project Based Disclosure Status % Malign Foreign Talent Recruitment Program % COIl Training Date < Research Security Training Date

1 Phillip Tocco 07/11/2026 06:21 PM Proposal 84990 No Conflict Exists No 1012712022 10/16/2025
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Biographical Sketch

A standardized document that summarizes an individual's education,
appointments, qualifications, publications and relevant research
accomplishments

Commonly required by federal agencies; sometimes referred to as a Biosketch.

Most federal agencies now require the common form version through SciENcv

Non-federal sponsors may refer to the document as a Curriculum Vitae/CV,
Resume, or Professional Biography. Format and content will vary by sponsor.
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Current and Pending

A disclosure document that identifies all active and pending research and
sponsored activities, resources and commitments associated with Key Personnel.

Also referred to as Other Support, Current & Pending Support

Provides a picture to Reviewers of a Key Person’s capacity to fulfill the proposed
project

Includes funded, pending and the current proposal

|dentifies effort commitments, regardless if paid effort (0 effort not allowed)

Most federal agencies now requiring common form version through SciENcv
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Current and Pending Report

Institutional Proposals with Pending Status

Full Name: Phillip Tocco

Project Role Institutional Proposal Mumber | Proposal Type Descripfion Title Sponsor Mame Prime Sponsor Name Total Cosis
Co-Investigator 00501066 Hew Automated Apple Culling and Cataloguing to Mitigate Labor Challenges and Contamination in Packing Operations for Small and Medium Sized Farms | Nafional Inst of Food & Agriculture 5650,000.00
Key Person 00502524 Resubmission Modeling Pathegen Inactivafion Across the Fresh Produce Supply Chain: A Database for Risk Assessment Mational Inst of Food & Agriculture 5650,000.00
Principal Investigator | 00543297 Hew Prometing produce safety through peer-to-peer posifive deviance leaming nefworks Kansas State University Mational Inst of Food & Agriculture $141,513.96

Current and Pending Report

Active Awards

Full Name: Phillip Tocco

Project Role Sponsor Award Account Title Sponsor Name Prime Sponsor Name Amount Obligated To Anficipated Total
Number Mumber Date Amount
Key Person 2023-49400-40395 RC116002 Great Lakes Latina/c Farmers Program National Inst of Food & £749.999.00 5749 999.00
Agriculiure
Principal 2024-T0020-43254 RC116343 Crowdsourcing an Image Library: Creating a user generated image library for education and outreach Mational Inst of Food & 5404,805.00 5404 808.00
Investigator Agriculiure

Current and Pending Report

Other Potential Projects to Disclose

Mo Projects to Disclose.
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Current and Pending Resources — Effort Reporting

. . . Academic / Summer Cost Sharing . Enter %
A t # Project or A t Titl Unit Total C t t
ceoun rol UGG AL Annual Pay Pay or Target Effort ° ommitmen Effort Worked
RE100263 MSUE S-L Program Income 20.18% + 0.00% 0.00% = 20% 20%
(20.18%)

MSUE DIRECTORS OFFICE(40001212)

Search By: Account v~ Type and choose

Add Effort on a Sponsored Project
Not Listed Above

Total other sponsored and non-sponsored activities 6
GAQ012861 General Operating - Public Service 79.81% + 0.00%

CANR PUBLIC SERVICE
ACTIVITIES(10002141)

Total Unsponsored: 79.81% + 0.00% 0.00% = 80% 80%
(79.81%)
Total: 99.99% + 0.00% 100% 100

(99.99%)
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SciENcv and ORCID ID

» Creating your documents in SciENcv - https://www.ncbi.nlm.nih.gov/sciencv/

Log in

Log in again with eRA
Commons

@ eRA Commons

=
®
)
o)
=
@
o
o
Q
x

@ National Science
Foundation

9

A eRA Commons

‘ More Options ’

Google Account

ORCiD

Login.gov

= Microsoft

M) NIH Account

= NCBI Account

-~
u

ORCID ID is required.

more login options

Find your login provider

C F M N

Central Michigan University

F

Fondazione Edmund Mach - Istituto Agrario di San |
Union

M

Michigan State University

Michigan Technological University

N

Northern Michigan University

S

St. Micheal High School - Ssonde, Uganda

u

University of Michigan

w

Western Michigan University
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SciENcv and ORCID ID

* When you need to create an ORCID go to the website and register
https://orcid.org/ - Registering is simple!

e Sarah Grubb ~ ﬁ English v

Search the
Zonnecting research and researchers ORCID registry n
% Printable version
https://orcid.org/
3
0009-0008-5067-2063 Names /

Preview public record

Mame

Sarah Grubb L0


https://orcid.org/
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What is Signature Authority?

 Signature authority is granted to
specific individuals and allows them to
officially sign legal agreements on
behalf of the University.

« At MSU this authority lies with our
central administration offices (OSP,
CGA, General Counsel, etc.).

Faculty, academic staff, non-
academic staff, and students do not
have the authority to sign contractual
agreements on behalf of MSU.
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What lessons have you learned?

What pitfalls do you try to avoid?

What suggestions do you have for someone applying to a grant
for the first time?



MICHIGAN STATE
UNIVERSITY

Extension

Connect with Us

» Weekly Grant Services Office Hours — Join us anytime.

Every Wednesday, 10:30am to 12:00pm
https://msu.zoom.us/j/92164311407
Passcode: 446160

 New website coming soon!
https://www.canr.msu.edu/od/grants/index



https://msu.zoom.us/j/92164311407
https://www.canr.msu.edu/od/grants/index
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Contact Information — Extension Grant & Contract Support

Email: MSUE.GrantServices@campusad.msu.edu

Proposal/Grant Request Form: https://msu.co1.qualtrics.com/jfe/form/SV_a2BLI5jI8nhz2qG

Service Agreement/Contract Request Form:
https://msu.co1.qualtrics.com/jfe/form/SV_6Kn4WM7UIGgWxYW

Sarah Grubb Sarah Faubert
Research Administration Manager = Research Administrator |l
furnishs@msu.edu fauberts@msu.edu
517-432-7687 517-353-5918

Dennis Shubitowski Deb Richardson
Research Administrator |l Research Administrator
shubitow@msu.edu richar55@msu.edu

517-432-4553 517-490-3162


mailto:MSUE.GrantServices@campusad.msu.edu
https://msu.co1.qualtrics.com/jfe/form/SV_a2BLl5jl8nhz2qG
https://msu.co1.qualtrics.com/jfe/form/SV_6Kn4WM7UIGgWxYW
mailto:furnishs@msu.edu
mailto:fauberts@msu.edu
mailto:shubitow@msu.edu
mailto:richar55@msu.eu

Michigan State University
Extension programs and
materials are open to all
without regard to race, color,
national origin, sex, gender,
gender 1dentity, religion, age,
height, weight, disability,
political beliefs, sexual
orientation, marital status,

family status or veteran status.

USDA
@l United States Department of Agriculture

FOR ALL

e - —Aw Eu.u—m)._m g
o RSN

***********************

n accordance with Federal law and U.S. Department of
Agriculture (USDA) civil rights regulations and policies, this
institution is prohibited from discriminating on the basis of race,
color, national origin, sex, age, disability, and reprisal or retaliation
for prior civil rights activity. (Not all prohibited bases apply to all
programs.)

Program information may be made available in languages other
than English. Persons with disabilities who require alternative
means of communication for program information (e.g., Braille,
large print, audiotape, and American Sign Language) should
contact the responsible State or local Agency that administers
the program or USDA’s TARGET Center at (202) 720-2600 (voice
and TTY) or contact USDA through the Federal Relay Service at
(800) 877-8339.

To file a program discrimination complaint, a complainant should
complete a Form AD-3027, USDA Program Discrimination
Complaint Form, which can be obtained online, at
https://iwww.usda.gov/sites/default/files/documents/ad-3027.pdf,
from any USDA office, by calling (866) 632-9992, or by writing a
letter addressed to USDA. The letter must contain the
complainant’s name, address, telephone number, and a written
description of the alleged discriminatory action in sufficient detail
to inform the Assistant Secretary for Civil Rights (ASCR) about
the nature and date of an alleged civil rights violation. The
completed AD-3027 form or letter must be submitted to USDA by:
mail:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW

Washington, D.C. 20250-9410; or

fax:

(833) 256-1665 or (202) 690-7442;
email:

program.intake@usda.gov.

This institution is an equal opportunity provider.

derechos civiles del Departamento de Agricultura de los
Estados Unidos (USDA), esta institucion tiene prohibido
discriminar por motivos de raza, color, origen nacional, sexo, edad,
discapacidad, venganza o represalia por actividades realizadas

en el pasado relacionadas con los derechos civiles (no todos los
principios de prohibicién aplican a todos los programas)

Conforme ala ley federal y las politicas y regulaciones de

La informacion del programa puede estar disponible en otros
idiomas ademas del inglés. Las personas con discapacidades

que requieran medios de comunicacion alternativos para

obtener informacion sobre el programa (por ejemplo, Braille, letra
agrandada, grabacién de audio y lenguaje de sefias americano)
deben comunicarse con la agencia estatal o local responsable que
administra el programa o con el TARGET Center del USDA al (202)
720-2600 (voz y TTY) o comunicarse con el USDA a través del
Servicio Federal de Transmisién de Informacién al (800) 877-8339.

Para presentar una queja por discriminacion en el programa, el
reclamante debe completar un formulario AD-3027, Formulario de
queja por discriminacién del programa del USDA, que se puede
obtener en linea, en
https://www.usda.gov/sites/default/files/documents/ad-3027s.pdf en
cualquier oficina del USDA, llamando al (866) 632-9992, o
escribiendo una carta dirigida al USDA. La carta debe contener el
nombre, la direccién y el nimero de teléfono del reclamante, y una
descripcion escrita de la supuesta accion

discriminatoria con suficiente detalle para informar al Subsecretario
de Derechos Civiles (ASCR, por sus siglas en inglés) sobre la
naturaleza y la fecha de la presunta violacién de los derechos
civiles. La carta o el formulario AD-3027 completado debe enviarse
al USDA por medio de:

correo postal:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW

Washington, D.C. 20250-9410; o

fax:
(833) 256-1665 0" (202) 690-7442;

correo electrénico:
program.intake@usda.gov.

Esta institucion ofrece igualdad de oportunidades.

Afichecomplementarioal FormularioAD- evisadoSeptiemb
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