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Introduction 
The primary function of the grants team is to facilitate the acquisition and administration of 
externally-funded grants to any group or individual in the Castleton Community, including but 
not limited to searching for appropriate funding opportunities, overseeing pre- and post-grant 
administration, and establishing policies and procedures that are consistent with the OMB 
Uniform Guidance Circular and the Vermont State Colleges. The grants team also works with 
the Castleton administration to develop the resources, including personnel, necessary to 
increase the submission and acquisition of externally-funded grants. The grants team will 
provide support in securing funds for faculty research, institutional programs and initiatives, 
capital projects, and general operations. The Grants team believes the acquisition of external 
funds is of paramount importance and will help Castleton provide high-quality educational 
experiences for our students. 

 
The grants team can assist with the following: 

· locating funding sources and alerting faculty and administrators to 
funding opportunities that match University priorities 

· assisting grant seekers in editing proposals and preparing budgets 
· organizing interested faculty to work together on interdisciplinary projects 
· conducting workshops and providing coaching on proposal development 
· interacting with funding agencies on behalf of the institution or individual 
· overseeing production of individual, departmental, and University-wide grant 
proposals 
· preparing the final proposal package including proofreading, copying, 

assembling, and submitting 
· maintaining records of grant-related activities and compiling award statistics 
· facilitating the post-award administration of grants in collaboration with the Business 

Office 
· collaborating on and insuring timeliness of evaluation, interim, and final 

reports required for funded projects 
· working with administrators, legal counsel, and the Institutional Review Board 

to insure regulatory compliance and to protect the interests of the university 
· providing information to the Office of Advancement Services for suitable publicity 
• submitting proposals to the University Administration and VSC Board of Trustees 

Locating a Funding Source 
The grants team is available to assist grant seekers in locating, contacting, and applying to 
potential funders. Those interested in pursuing grant opportunities who would like assistance 
locating appropriate funding opportunities or funding agencies should contact any member of the grants 
team.  

Castleton has an account with InfoEd SPIN. SPIN has, among other features, a searchable grants 
database. Anyone on the university campus may have an account to access SPIN. For more 
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information regarding SPIN, please contact Tim Grover.  

Most private foundations and non-federal agencies recommend grant writers call in advance to 
discuss the nature of proposed work. The grants team can help with this initial contact. Advance 
contact leads to time invested wisely. Foundation and agency staff often help grant writers 
shape proposal ideas to more closely align with what is currently being supported, avoid errors, 
and even consider another agencies that may be more appropriate for your area of interest. 

Proposal Preparation 
Please read the call for proposals thoroughly and carefully. Prepare a checklist to make sure 
you complete all parts of the proposal. The requirements for federal grant proposals are 
notoriously convoluted and complex. Members of the grants team are willing to read 
through your proposal and assist with the development of a checklist. We can also help 
make sure you comply with all VSC guidelines. There is a series of VSC documents that 
must be completed with every grant proposal submission. A second or third set of eyes on a 
proposal is often helpful. 

Grants often require signed assurances and cover sheets. These documents certify that: (1) 
the statements of the proposal are true and complete; (2) the contents of the proposal are 
your original work (unless otherwise indicated) or the work of those under your direct 
supervision; (3) you agree to accept responsibility for the proper conduct of the project; and 
(4) required progress and final reports will be made. 

All federal proposals need to be signed by an Authorized Organizational Representative (AOR) 
for the university. Scott Dikeman is the University’s AOR, however Jody Condon and Tim 
Grover may also sign off on proposals. The AOR signature certifies that: (1) the statements 
contained in the proposal are true and complete; (2) the institution will comply with award 
terms and conditions; (3) the university is not delinquent on any federal debt; (4) the 
university does not have principals who are presently debarred, suspended, ineligible, or 
excluded from transactions with any federal department or agency; (5) the university will not 
use federal funds for lobbying federal employees; (6) the university will not use non-Federal 
funds for lobbying federal employees without proper disclosure; (7) all subcontracts, 
subgrants, etc. shall adhere to the federal policies; and (8) the university complies with federal 
drug-free workplace requirements. 

Strict federal guidelines must be followed which ensure the welfare of human and animal 
research subjects. The Castleton University Institutional Review Board oversees the adherence 
to federal guidelines. Researchers undertaking projects that involve human subjects must 
contact the IRB to ensure compliance and to secure approval in advance of proposal 
submission. Amanda Richardson currently oversees the IRB. Castleton University does not 
have an Institutional Animal Care and Use Committee (IACUC) because none of our current 
research requires that level of review.  

The Early Notification Form assists the grants team and grant writers in collecting in-house 
signatures indicating that a proposal has received the necessary scrutiny and approval of 
administrators.. The Early Notification Form should be submitted to Jody Condon at the 
inception of the project and must include any expense on the University’s part or any request 
for release time. The Vermont State Colleges system mandates the completion of FORM A&B 
(Note: this is a single form.) before the submission of a proposal to an external funder. This 
document requires the signatures of the Dean of Administration, the Academic Dean, and the 
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President. Grant submitters must submit their finalized proposal to Jody Condon at least one 
week (5 business days) prior to deadline to ensure proper review.  

 

Required Grant Forms & Approvals 

When What Who 

Project Inception Early Notification Form Jody Condon 

14 days prior to submission 
deadline 

VSC Form A & B Jody Condon 

7 days prior to submission 
deadline 

Final Proposal Jody Condon 

Proposal is accepted or 
declined 

Email Jody Condon 

 

Budget Preparation 
 
Applicants are urged to consult the grants team and the Business Office to ensure accuracy 
in budget preparation. Any uncertainty may also be clarified by calling a program officer or 
foundation staff. Mistakes, such as not requesting indirect costs where they are allowable, 
can result in the loss of funds that represents real costs to the University. You can find a 
BUDGET EXAMPLE on the grants website. 

The following descriptions should help to clarify the budget preparation process: 

Direct Costs are those expenses needed to undertake the project or costs that will be incurred 
specifically for the project or grant work: 

· Salaries, wages, stipends for project director, student assistants, consultants, 
or secretaries 

• Employee Benefits 
· Equipment and maintenance 
· Supplies 
· Experimental subject cost or payment 
· Construction and renovation 
· Travel  
· Telephone, fax, photocopy, postage, and other communications 
Refer to individual proposal guidelines for specific instructions on each category. 

 
Indirect Costs (also called Facilities and Administrative Costs or F&A) are costs needed to 
operate the University as a whole and therefore cannot be assigned to specific budget areas. 
Indirect costs are customarily charged as a fraction of direct costs. Refer to proposal 
guidelines for specifics.  
Indirect costs examples: 

· Heat, air conditioning, custodial services and maintenance 
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· Books, journals and other library expenses 
· Administrative services such as human resources, payroll, accounts payable, etc.  
· Employee benefits (according to individual proposal guidelines) 

 

Indirect costs are not itemized on a grant proposal. Indirect costs are calculated based on a 
percentage of direct costs. This percentage or rate is negotiated between the institution and 
the department of Health and Human Services. This rate is used to determine indirect costs on 
many, though not all, federal grants (check grant guidelines). The current Castleton University 
indirect cost rate is 70% of salaries and wages only. For example, a grant budget with $20,000 
in direct salary costs would require an additional $14,000 (70% of $20,000) in indirect costs. 
If the proposal does not request any salary or wages (e.g. an equipment proposal), no indirect 
costs are included in the budget. Some federal agencies, such as the U.S. Department of 
Education, place a limit on the percentage of indirect costs that can be requested. Castleton 
University follows whatever stipulations the funding agency dictates. 

Private funding sources do not use the federally negotiated rate. Some will allow an 
administrative fee, usually 10-15% of all direct costs. to cover part of the indirect costs to the 
university.  

For many private foundation proposals, benefits are listed as a separate direct cost. The 
University calculates employee benefits as 50% of salary. Therefore, if you request faculty 
salary of $50,000, the next line item would list benefits at $25,000. The grants team can 
provide assistance with determining the indirect cost rate, the administrative fee, or the 
benefits rate. 

Student assistants who receive stipends must be paid at a rate that is no less than the 
Vermont minimum wage rate. Students may be paid hourly or by a stipend for a long period of 
work (such as $3,000 for 10 weeks of summer employment). The grant guidelines determine 
often how students/assistants will be paid. Student wages are direct costs. 

Equipment pricing, purchasing, and bidding may be part of some grant proposals. Obtaining 
quotes from potential suppliers can lend credibility to your proposal. Applicants may choose to 
work with their department purchasing person on preparing this part of the budget. Make sure 
to consult the VSC Purchasing Policy and abide by its directives. Contact Jody Condon with 
questions. Because the grant is awarded to the University, equipment purchased as part of a 
grant belongs to the University and not the individual. Equipment must be labeled as Castleton 
University property. Purchases of fixed assets (value of $5,000 or more) will be tagged and 
reported for inventory by the Business Office after invoicing and payment. If a Project Director 
leaves the University during the period of the grant, the Project Director must petition the 
University in order to transfer any grant-funded equipment. Such a transfer of ownership 
would be subject to any guidelines or agreements that exist between the funding source and 
the University.  

Maintenance of equipment. The cost of maintenance is estimated at 10% of the list price 
annually. Funding sources will not generally fund these costs, but, when they do, it is important 
to include this budget line. Applicants requesting equipment should consult with their 
Department Chair to identify support for maintenance. Warranties and maintenance programs 
may be available from a supplier, and this should be considered in the purchasing process. 
 
Benefits apply to all University employees (faculty, administrators, and students). Benefits 
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are calculated as a percentage of salary (50%) regardless of specific offerings. Some general 
rules follow: 

· Consultants are paid a flat fee and are not considered employees. They receive no 
benefits, social security (FICA) deductions or withholdings. 

· The negotiated indirect cost rate (70% of salaries and wages) should be used 
whenever permitted. Benefits are listed as an additional direct cost. 

· When the negotiated indirect cost rate cannot be used, benefits are listed as a 
direct cost at 50% of salaries. 

Certain grants may require cost-sharing contributions from the University while others 
explicitly prohibit cost-sharing. Grants with cost-sharing may require the University to 
commit additional resources and must be approved in advance by obtaining the signature of 
the Dean of Administration on the VSC Form A and B. The following types of cost sharing are 
most common: 

· Matching grants require the University to share a certain percentage of the costs 
of a project. These funds may come from the University's operating budget or 
may be personnel time committed to a project or some other in-kind cost 
sharing. 

· In-kind cost sharing means that rather than commit cash toward a project, the 
university commits the equivalent amount in goods or services. Note that all 
commitments must be tracked and verified with payroll records or purchasing 
receipts. 

· Challenge grants are offered as a way to leverage alumni, friends, corporations, or 
other foundations to help an institution reach a goal. The University Advancement 
Office is charged with raising funds to meet challenge grant requirements. 

 
Release time for faculty during the academic year and summer salaries are commonly 
requested in budgets. The University or funding source may require the following: 

· Faculty can never make more than 100% of their contracted salary during the 9- 
month academic year (this figure does not include activities done outside of 
contractual College responsibilities, i.e. consulting).  

• On federal grants, there is a mandated time and effort reporting procedure; the 
form is available from Jody Condon. If a faculty member has multiple grant 
requests, the combined effort on all grant projects, plus regular responsibilities, 
may not exceed 100%. 

· Summer salary is not included in the 100% figure or 9-month academic year 
salary for faculty cited above. For summer salary, funding sources vary on the 
maximum amount that can be requested. Generally, this maximum is 2/9 (e.g. 
NSF) or 3/9 (e.g. NIH) of the academic year salary. 

· For course reductions during the academic year, consult with the Academic Dean 
for approval and to obtain the budget figure to be used to cover faculty salary. You 
should check off the course release item on the Early Notification Form. 

· For full-time leave, faculty must request and receive the salary and benefit costs of 
a full-time replacement from the granting agency. 
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Post-Award Administration 
Award letters are usually sent to the Authorized Organizational Representative and the 
Principal Investigator or Project Director. Jody Condon must be informed upon receipt of an 
award or rejection letter. Copies of correspondence should be forwarded to the Jody. When 
support is declined, it is often possible to learn the reasons behind the decision, or what would 
be required to make a proposal more competitive for a future submission. Government 
agencies will often provide copies of reviewers' comments. Some private funders will discuss 
the reviews by telephone and will make recommendations for improving the proposal. Use this 
as an opportunity to learn. In the case of a successful outcome, be sure to send a letter of 
thanks to private and corporate foundations. 

Once a grant has been awarded, Jody Condon and Business Office staff will: 

· Maintain and retain accurate financial records, 
· File financial reports to the granting agencies as required, 
· Assist grantee in understanding the budgetary implications of decisions made 

on grant spending. 

Upon receipt of an award notification, the Principal Investigator or Project Director, is required 
to meet with Jody to go over policies and grant administration procedures before a grant file and 
an account number are established. This practice will ensure careful record keeping and 
compliance with regulations and will ensure the University is prepared for future audits. The 
Project Director must provide Jody Condon with a copy of the award letter, the approved grant 
budget, any required financial filing forms, financial filing timetables, and any other paperwork 
relative to administering the grant. The Business Office will set up an expense account to track 
the grant. The expense account will have a budget that reflects the approved grant budget. 
Expenses should be reported to the Business Office and substantiated by receipts or logs of 
work time indicating that the expense conforms to the approved budget. Once satisfactory 
substantiation has been received, the Business Office will approve a request to Accounts 
Payable for payment. 
 
If requested, the Business Office will provide monthly budget reports. Note that the Project 
Director is responsible for staying within the grant budget and will have to repay any excess 
expenditure from department funds or their own funds. Jody Condon is able to confirm the 
remaining balance of a grant at any time. 
 
When the grant time period ends, Jody Condon will verify that any equipment (valued at 
$5,000 or more) purchased through the grant has been appropriately identified and 
added to the University’s inventory. The Project Director will be responsible for verifying 
that all financial information is correct and for compliance with budget limitations. 

Compliance 
 

Acceptance of a grant by the University commits the associated faculty member(s) to comply 
with the regulatory requirements of the funding agency. The Project Director should review all 
compliance regulations and obligations. In the case of federal grants, Castleton University 
complies with all federal policies, circulars, and directives of the U.S. government. This may 
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mean, particularly for federal grants, a requirement to complete time and effort reporting 
documents, conflict of interest disclosure, and to provide sufficient documentation of all 
expenditures. Time and effort reporting forms and conflict of interest disclosure forms are 
available from, and should be submitted to Jody Condon. 
 
Professional research conduct, including adherence to the same academic honesty 
standards expected of our students, is expected of all Castleton University employees. 
Professors and staff are to set an example for students in the responsible conduct of 
research. 
 
In the event of non-compliance the Project Director will be referred to the Dean of 
Administration and the Academic Dean for possible sanctions that could include formal 
admonition, a letter in the person’s file, ineligibility for grants or for release time, non-renewal 
of appointment, or dismissal. All applicable Human Resources policies will be followed. 
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Castleton University 
Proposal Reference Sheet 
2016-2017 
 

 
 
Organizational Information: 

 
Institution Name & Address: Castleton University 

62 Alumni Drive 
Castleton, VT 05735-9987 

 
Applicant Type: Public college 

 Congressional District: 1st (VT-001) 

County: Rutland County 

Employer Information Number: 03-0213787 

DUNS Number: 071097745 
 

Federally Negotiated Indirect Cost Rate: 
 

Period: 07/01/2011 until amended 
Predetermined Rate:  70% of salaries and wages in grant budget 

(on campus-ALL PROGRAMS) 
      45.7% of salaries and wages in grant budget 
    (off campus-ALL PROGRAMS) 

 
Date of Current Rate Agreement: 06/30/2019 

 
Cognizant Agency: Department of Health and Human Services 

 
Fringe Benefit Rate: 50% (use when indirect costs are not allowed) 
This rate applies to the salaries and wages of faculty and staff. The rate does not apply 
to undergraduate or graduate student employees. 

 
FICA for employees: 7.650% 

Mileage rate: $0.54/mile 

NIH Federal-wide Human Subjects Assurance: FWA00012031 
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College Advancement Office, Castleton University 
Sample Letter of Interest for Corporate and Foundation Grant Applications (Draft) 
(Castleton Letterhead) 
Date: 
Program Officer and title (Specific person that handles this type of grant) 
Foundation or Corporate Name 
Street Address and Suite/Room 
City or Town  
State and Zip 
 
Dear Mr./Ms./Dr.: 
 
In reviewing (name corporation or foundation)’s guidelines and purposes, particularly as 
they relate to: 
(use their language to describe their relevant priority),  I was pleased to discover a 
strong match with our most exciting upcoming project. It is entitled: 
______________________. 
 
Attached you will find our initial concept paper. After your having reviewed it, should 
you agree that we may have similar interests regarding the purposes of our project, we 
would most appreciate an opportunity to discuss the possibilities and perhaps an 
invitation to submit a full proposal. With your permission, I will follow up with you in a 
few days.  
 
Thank you, in advance, for your kind consideration. 
 
Sincerely, 
 
 
(Name and title of lead person or principal investigator)  
 
Attached:  
 
Concept paper for (project title): __________________________________. 
 
cc. 

- Dave Wolk, President 
- Jonathan Spiro, Academic Dean 
- Scott Dikeman, Dean of Administration 
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Sample Concept Paper Template (Draft)  

• Length:  2-3 pages 
• Project Name 
• Executive Summary/Purpose:  One paragraph statement (up to 5or 6 sentences) 

summary of case for support (description of what will be accomplished as result of 
project) and how the project/program aligns with the priorities of the 
Foundation/Corporation. 

• Statement of Need:  Explain why this project is necessary (include statistical data) and 
why the university is capable of accomplishing this.  

• Project Description:  
     Goal:  Long term – beyond the life of the project. 
     Strategy: Overall all approach – philosophy behind the strategy – enumerate one or      
more ways in which the project is innovative – or maximizes the impact of earlier work 
here or elsewhere. 
     Objectives: Several attempt to establish them as measurable outcomes      
Activities – may be more than one for each objective and include a basic timetable. 

• Estimated budget:  Include overall cost, major budget items, and details on other 
resources of support for project, including university commitment (one paragraph). 
Include estimated budget for external collaborators if applicable  

• Evaluation – Summarize how you will know that the objectives have been achieved. 
• Sustainability: Explain either why additional funds will not be needed, or whether this is a 

planning grant, or Phase I or where additional and/or matching funds will be found.  
• Capacity Statement: Explain why you and your internal and external collaborators, 

including those at other institutions, are the right ones and UMB is the right place, to 
carry out this project. (History, expertise, research subjects, etc.) One good paragraph on 
how the project fulfills the UMB, College and Dept./Center mission and including brief 
description of how the project advances the university mission. 

• Conclusion:  Very concise with a/some final selling point(s) 
• Contact information (include easy phone contacts and e-mails)  

 


