Research in the School of Education
Grant Proposal Writing Guidelines

As a School of Education in a major research institution, a primary responsibility that we
hold as faculty members involves engaging in research to find solutions to some of the
pressing problems in education. Our research can help find solutions to the complex
problems that face education today. The issues range from increasing basic literacy, to
supporting learners understanding of complex ideas, overcoming educational
inequalities, and preparing teachers who can educate a diverse population of students.
These problems span from preschool through graduate school and beyond. Moreover,
our research makes both theoretical as well as practical contributions. As our society
becomes more diverse and the world becomes more of a global economy, finding
solutions to these problems becomes more pressing.

Engaging in research is an exciting component of our work. It allows us to explore new
territories and examine issues that others have not uncovered. Asa result of our
research work, we publish new ideas that influence theory and improve practice. Our
research informs our teaching and allows us to bring new ideas into school systems.
Research allows for intellectual stimulations that foster critical dialogue among faculty
and students, allowing us to grapple with new challenging ideas. As such, our research
serves as an important component to both our undergraduate and graduate programs.
Our research also allows us to influence schools, classrooms, children and other public
constituents. Finally, our research allows us to take part in and inform national and
global debates on educational issues and policy. Our research forms an essential
component of our scholarship.

As faculty in the School of Education at the University of Michigan, engaging in
research is an important component of our mission that defines us. We have a
fundamental mission to produce new knowledge that contributes to both theory and
practice. One of the reasons we are faculty members at Michigan is because we
contribute to the school® mission of finding solutions to education problems through
research. To help support our research, we need to seek external funding through
grants and foundation support. External funding helps to support all aspects of
teaching including graduate student support, facilities and travel. Assuch, it is
important when developing grants that we are also careful in crafting our budgets.

This document clarifies issues in gaining support for our research through pursuing
external grants. We hope that this document makes clear some of the practices and
procedures involved in writing grants and developing budgets in the School of
Education. In many ways it is a living document because we hope the clarity of the
document will evolve over time. The Office of the Associate Dean for Research is
committed to helping all faculty in the School of Education remain in the forefront of
research that impacts theory and practice in education.
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Working with the Office of the Associate Dean for Research

The Office of the Associate Dean for Research (ADR) will help you through the
submission process. You should think of us as a collaborative partner in preparing your
grants and proposals. We will help you in as many ways as we can. |In preparing
proposals we can provide help in crafting budgets as well as discussing and providing
feedback on the structure, purpose and substance of the grant. We will also provide
support with preparing subcontracts. Think of us as here to help you write the best
possible proposal and to run the best grant you can.

The Associate Dean for Research needs time to review your proposed budget. Although
faculty are extremely busy, please don® come to the Associate Dean for Research at the
last minute with a grant, budget or requests for space because we need time to review
and make decisions. We want to work collaboratively with you on your grants, but we
need to time to do so. The School of Education has done and will continue to do
excellent research that will provide solutions to pressing problems in education. Your
research work is vital to the School and its efforts. The Associate Dean® Office is
structured to support your work and by helping the Associate Dean understand your
requests, a much smoother transition can take place.

Principal Investigators should submit all proposals and pre-proposals to Kathy Metcalf.
Kathy will work with the Division of Research Development and Administration (DRDA)
in submitting your proposal to the granting and founding agency. Kathy is the School®
support person for this process. All federal grants are in the process of transitioning to
being submitted through grants.gov. All federal grant proposals must be submitted to
the Office of the Associate Dean for Research 7-9 days prior to the sponsors due date.
Nine days is required for NIH grants and 7 days for all other federal grants. For all other
grants, including Non-Federal, Foundation, etc., the grant proposals must be submitted
to the Office of the Associate Dean for Research 7 days prior to the sponsor® deadline.

The ADR Office needs to have advance notice of what grants you are working on and
planning to submit, particularly if Kathy will be preparing your budget. Regardless of
who prepares your budget, all grants must go through Kathy Metcalf. She will help
obtain signatures in the school as well as submit your proposal to DRDA who in turn will
submit it to the funding agency. If someone else is preparing your grant proposal
submission, it is advisable to still give the ADR office plenty of notice in order that we
may obtain permissions, signatures, etc.

Sufficient time is needed so that DRDA Project Representatives can review the proposed
budget to ensure accuracy and completeness, check that all sponsor requirements are
fulfilled, route the completed proposal, the PAF, and necessary accompanying
documents to the appropriate University offices for the required endorsements,
signatures, and certifications, and ensure that all documents are returned promptly to
DRDA so that sufficient copies can be made for mailing to the potential sponsor.
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The Division of Research Development and Administration (DRDA) web site provides
resources on how to process proposals.
http://www.research.umich.edu/ proposals/ pwa/ pwgcontents.html

Writing Grants |
Writing grants is an important vehicle for supporting your research efforts. Grants

allow you to obtain release time to spend more time on your grant activities. They also
allow you to support key personnel like graduate students as well as costs of materials
and equipment that you might need for your work. However, having a good idea isn®
enough, you need to show what problem it answers and you need to show you have a
systematic plan.

A critical component of good grant writing is to follow the guidelines of the grant.
Although this might seem like a trite guideline, one of the most common errors of
unfunded grants is that the proposals don®follow the criteria of the grant. Of course,
you need a good idea and a good plan, but once you have these, carefully follow the
specifications of the Requests for Proposals (RFP).

Note: While you want to ground your work in the literature, novice grant writers often
utilize too much space on describing what others have done rather than describing
what they want to do.

The Division of Research Development and Administration (DRDA) web site provides
resources on how to write good grants.
http://www.research.umich.edu/proposals/ pwag/ pwgcontents.html

This is an excellent site that demystifies the writing of grants. Hints from structuring
the grant, applying to private foundations, and acquiring human subjects approval is
provided on the site.

Crafting a budget so the work you propose can actually be done, as well as support the
school@® infrastructure, can be challenging and a bit tricky. The sections below lists
various ideas on how you can craft a budget so that you can get the work done and so
that the School of Education can realize indirect cost recovery to build a strong research
infrastructure. Below we address a number of the components that you need to
consider when crafting the budget.

It is important to realize that the School, as well as the University, relies on indirect cost
recovery from grants to support and build their infrastructures. Indirect cost recovery
from grants goes to support the infrastructure of the School including cyber
infrastructure (email, web access, data storage, etc.), administrative services, facilities
costs, communications, university taxes, tuition grants and the Dean® office. The more
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grants that faculty bring in, the more the impact on the research environment is being
developed and supported. Asa School, we are committed to building a strong research
infrastructure for all researchers (faculty, graduate students, research scientists, post
doctoral fellows).

Building budgets, however, is never a simple process because you need to consider
both direct expenses P like your time, time for graduate students, staff time and travel,
but also hidden or indirect expenses like technology infrastructure, facilities and
maintenance concerns. So in building budgets, you need to include both personnel
costs (human resources) and direct project expenses such as materials resources,
travel, and indirect costs. The goal is to have enough funding so that you can get the
proposed work done and also pay for hidden costs of doing the work. Doing grant work
is something we are expected to do, but we need to realize all the costs involved in
doing such work.

Rules of thumb are presented below for crafting grant budgets that are workable for
the researcher and for the School. These are not policies or rules, but helpful ideas
that will allow you to get your work done in a productive and healthy environment. The
bottom line is that we need to craft budgets that realize a revenue gain, so that we can
support the hidden costs of doing research, build the infrastructure for research and
become more productive as a faculty. Revenue gain on grants allows the school to
offset tuition differential, support general fund GSRAs (i.e. finishing grants), provide
cost sharing and matching funds, conduct other research activities in the school not
supported through external funding, provide faculty research incentive funds and offset
costs associated with administrative services, technology services, facility costs, and
communication.

Each budget will be unique and the Office of the Associate Dean for Research will work
with faculty to craft budgets that will be feasible. It is important to realize that granting
agencies and foundations realize that institutions need funds to support the research
infrastructure -- that is the primary reason there are indirect costs written into budgets.
Every funding agency and foundation has their own set of rules in writing budgets and
as a Pl you need to pay careful attention to these. Some, for instance, allow no indirect
costs. Still, there are ways in which faculty can craft budgets that will be feasible for
the project and the school. We will work with you to craft the best possible budget.
The bottom line is that grants need to show a revenue gain, and the greater the
revenue gain, the more they can help drive the research infrastructure of the School.
Not all grants will, but this is a decision we will make based on other concerns.

Hence, what you see below are rules of thumb for crafting budgets that will work for
you and for the School. We hope these rules of thumb will be helpful to aid your
thinking in crafting your budgets.

Budget items (Expenses):
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Direct project expenses

Direct project expenses are costs that are real costs that you accrue in carrying out the
work of the project. They include: personnel expenses, consumable supplies, travel,
and hosting.

Personnel Expenses
Personnel expenses are the costs for all the people who will work on the project
including faculty, staff and graduate students.

Faculty
Granting agencies want faculty involvement on the research project being submitted.

Therefore, they realize that a portion of the faculty® time needs to be charged to the
grant. Hence, charging a portion of your salary is both appropriate and expected. Our
appointment as faculty members within the school is proportioned among three areas:
teaching, research, and service. When a faculty member places a portion of his/her
appointment on a research project he/she is offsetting the costs that help drive that
individual® research agenda and the research agenda of the School. The Office of the
Associate Dean for Research encourages faculty to charge a portion of their time (salary
release) even if it does not add up to a course release. Within a year, however, salary
release can be added together to equal a course release. Faculty members, however,
need to obtain permission for a course release from their Program Chair.

Recommended ideas to follow to craft workable budgets:

The Office of the Associate Dean for Research recommends that at least 15% salary
release be budgeted in each grant.

I One course release for a faculty member will be 20% of her/his academic year
salary or a combination of releases to equal 20% over several grants.
Note: Some sponsors require matching funds or cost sharing obligations.
Faculty who buy-out one course with sponsored research funds (at less than
25%) may report the balance as cost sharing or matching if needed.
Faculty members may discuss with their Chairs the possibility of accumulating
salary releases across years to equal 20% to allow you to have a course
release.
One summer month (1/9 of your academic year salary) can be added
regardless of accumulated release.
I For most budgets to show revenue gain, a faculty member might need to charge
a portion of her/his salary to the grant (salary release) before charging additional
summer months to a grant.
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I Research scientists, due to the nature of their appointments, are expected to buy
out of 100% of their salaries across one or more grants. Research Scientist
salaries do not influence the revenue gain or loss of the grant.

I Research Associates, due to the nature of their appointments, need to work with
their faculty advisor when submitting a grant proposal. According to University
policy, only faculty (tenure track and research scientists) can serve as primary
investigators on grant proposals. Occasionally special permission from the
Dean@ office can be granted to allow non faculty permission to submit proposals.

I UM Faculty who have significant contributions to a grant need to be reimbursed
through effort shown on the grant.

Support staff
Communication and media support b

I With full indirect costs, you can assume a baseline of support in this area
(printing and consulting support for a poster or power point presentation to
NSF or AERA).

I If your needs are substantial, you need to charge them to the grant or find other
sources to support them.
- Arecommended charge of at least 10 D 15% of a person® time.

Technology support

I With full indirect costs, you can assume a baseline of support in this area
(wireless network, network infrastructure, email support, desktop, laptop and
printer support, instructional technology support, monitor network for security
purposes, and information).

I If your technology needs go beyond routine service B you need support to do
data base work, maintain servers, do extensive video archiving or extensive
maintenance P a person should be charged to the grant. This person then needs
to work collaboratively with technology services to meet the needs of the project.

I With less than full indirect costs, you need to put a small amount of support into
funding these services.

Facility support
I Regardless of indirect costs, you can assume basic facility support like
maintenance of the area (emptying waste paper buckets, sweeping the area,
light bulbs changed, etc.).

Administrative support
I With full indirect costs, you can assume a baseline of minor support in this area
(assistance with report submission, general grant administration support, and P-
card administration.) It is important to realize that all faculty have access and
support from the Office of the Associate Dean for Research in preparing
proposals including crafting budgets and giving feedback on the structure and
purpose of the proposal.
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If you have project related administrative work that goes beyond basic
administrative services, an administrative person or a portion of an
administrative person needs to be charged to the grant.

- Direct charging of these costs may be appropriate where a major project
or activity explicitly budgets for administrative or clerical services and
individuals involved can be specifically identified with the project or
activity. "Major project” is defined as a project that requires an extensive
amount of administrative or clerical support that is significantly greater
than the routine level of such services provided by academic departments.
This is particularly true if you are submitting a Center grant that has
coordination among different institutions.

Graduate students

If you have work that can be accomplished by a SOE graduate student, it is
critical that these expenses are charged to the grant. This becomes more
important within the framework of how the school would like to offer admissions
to the best graduate students who apply. Our grant work needs to be one
source of support for this pool of talented students. Supporting SoE graduate
students on grants helps the financial basis of the School.

Financially, a half-time graduate student (20 hours) saves the grant more money
than two quarter-time students because tuition is assessed for one student
instead of two.

Tuition Differential  School of Education pays a portion of the out of state
tuition for all of those students that are charged to a sponsored project.

When hiring graduate students, you should first, consider hiring students who
are on the SOE general funds and second, SOE graduates students in general,
before seeking students from other departments. (Note: talk to your Program
Chair or Unit Coordinator to find out what students are on general funds).
Faculty do not have to hire unqualified graduate students.

Hourly Help

Often it is important and valuable to the grant to include hourly help. This might
include undergraduate or graduate students who you hire on an hourly basis
because you don®need them as a full time GRSA on the project

Consumable supplies and disposables
Consumable supplies and disposables are all expenses that you go through in a project.
They can include:

Cell Phones if they are necessary for project work
Printing
Meeting expenses
Technology needs such as computers and servers can be charged to the grant as
long as they are grant specific.
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I Phones charges that go beyond normal usage, i.e. phone surveys, can be
charged to the grant.

I Necessary books for the project-- need to check with sponsor but could be
allowable

I Shipping charges where necessary

I Memberships and dues

I Software

I Subject Fees or incentives

I Hosting for conferences and workshops

Not all granting agencies allow all these expenses but if they do, make sure to budget
for them. For instance, not all agencies will allow you to charge for memberships and
dues to an organization. If you don®have a line in the budget for food at meetings, you
most likely can® use the project to pay for such expenses.

Travel and hosting

You need to include various forms of travel in your budgets. Travel includes:
I Local and national travel
I Travel to national conferences
I Travel to Pl meetings

Indirect Costs

Indirect costs are the real costs of University operations that are not readily assignable
to a particular project. These include building expenses, technology infrastructure,
grant administration, etc.

Indirect Costs Calculations
I Federal on-campus: 52% indirect costs for all on campus grants
I Federal off-campus: 26% indirect costs

Our actual rate agreement with DHHS (Department of Health and Human
Services) simply states: If more than 50% of a project is performed off-campus,
the off-campus rate will apply to the entire project. Off-campus means the
activity is performed in facilities neither owned nor leased by the University. To
determine whether a project is on campus or off campus, the FIRST TEST should
be the portion of the direct salary and wages of UM personnel assigned to the
project that will be incurred off-campus. (Salary dollars shown as cost sharing
should be included in this calculation; costs of subcontractors should not.) If the
salaries and benefits incurred off campus are greater than the salaries and
benefits incurred on campus, the off-campus rate should be used.
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If this split is near 50/50, as a SECOND TEST consider the distribution of other
direct expenses between on and off campus activities. If more than 50% of the
total costs will be incurred off campus, then the off-campus rate should be used.

A specific test that the School of Education uses is to make sure that a significant
amount of travel dollars are written in given that the work would be performed
off-campus.

See Associate Dean for Research Joe Krajcik prior to using the off-campus rate
and write a justification for why this rate should be allowed.

I Non-Federal and foundations etc., typically charge 20% -- check for the sponsors

published indirect cost rate.

A helpful link to the DRDA website that speaks about Indirect Cost Recovery is:
http://www.research.umich.edu/proposals/budgets/indirect_cost_rates.html

Note: indirect cost is one factor that goes into determining if a grant will show a
revenue gap.

In general, individuals running grants through the School of Education are expected to
bring in at least 15% indirect costs, or (for funding organizations that don®provide this
level of overhead) to write direct cost-recovery into the grant that allows for this level
of dollar recapture. This amount of indirect cost is typically needed to allow a grant to
be positive.

How can a grant end up losing money? There are real but hidden expenses in running
a grant. Here are some of the hidden costs. Every dollar of grant money is QaxedOat
11 percent by the Provosts Office. This tax is used to run and build the infrastructure of
the University including the Division of Research Development and Administration
(DRDA). In addition, the School puts significant administrative time into the process of
preparing, administering, and tracking grant proposals. The School also has to pay for
real expenses like space, utilities, cyber infrastructure. When foundations do not allow
the full overhead, then grant applicants are expected to work with the Office of the
Associate Dean for Research to explicitly include Indirect Cost recovery for School of
Education staff time and other expenses in the grant. For indirect costs less than the
full amount, projects need to charge some of the real expenses to the grant. For
example, you could charge 10 D20 % of a person for technology service or
administrative service. Such fees would be acceptable by most sponsoring
organizations.

You should realize that indirect costs provide the project and School support for
facilities and maintenance, technology infrastructure such as internet access and email,
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research guidance, and communications.

get Justification:

The budget justification explains all project expenses in a thorough and clear manner.
This is important because Financial Operations and sponsors use your budget
justification to determine if an expense is allowable or not.

Final steps: garnering signatures and approval

A Proposal Approval Form (PAF) must be completed and routed with each proposal.
The Principle Investigator of a proposal must obtain approval of the appropriate
Program Chair and Associate Dean for Research before the proposal can be sent to
DRDA.

I The PAF should be signed by the Project Director and by the appropriate Program
Chair(s) or Unit Head(s). The Project Director is responsible for ensuring that all of
the Participating Investigators listed on the PAF have agreed to the project
commitments indicated for them in the proposal.

The Pl must have all course releases approved by the chair of their program. Salary

releases as well as cost-sharing (if applicable) must be approved by the Associate Dean
for Research.
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