
External Grants: Grant Proposal Process (Pre-Award Activities) 

Federal Grants:  

Hendrix follows the Code of Federal Regulations also known as the OMB Uniform Guidance policies and 

procedures for all federal grant awards. This information provides guidance for administrative requirements for 

federal cost principles and provides information on audit requirements. Hendrix undergoes an annual financial 

audit in accordance with these principles. Please refer to www.grants.gov/learn-grants/grant-policies/omb-

uniform-guidance-2014.html for more detailed information.  

Non-Federal Grants: To the extent possible, Hendrix follows the same guidelines for external grants regardless of 

whether they are federal or non-federal. Many non-federal grants may include indirect cost limitations, cost share 

requirements or administrative burdens and risk. All grants must have the approval of the Executive Vice President 

of Finance prior to acceptance.  

Pre-Award Activities 

Pre-award activities consist of the following: 

Identify Funding:  

There is a variety of external grant opportunities available to faculty such as INBRE, NASA, NSF, SURF, etc. A Letter 

of Intent (LOI) may be required prior to submission. Faculty should work with the Provost Office in preparing the 

LOI prior to the deadline for draft submission to the Business Office. 





Indirect Costs:  

Indirect Costs are also known as administrative or overhead costs in the grant applications. The current Hendrix 

On-Campus Indirect Cost Rate is 70.5% for wages and salaries only (this does not include fringe benefits). Budget 

changes to the salary line affect the indirect cost expense to the grant. Work with the Grants Manager to 

determine best practices for accounting for the difference to the budget. It may result in a reduction of the overall 

award depending on funding guidelines. Hendrix provides an incentive to departments who have federal grants 

with indirect expense as follows:  

 

¶ External Grants with No Hendrix Cash Match (In-Kind Match only)  

✓ 25% indirects to the department of the PI to offset departmental expenses.  

✓ 75% indirects to 



unrestricted fund account.  If a transfer is required, the PI should submit a “Budget/Expense Transfer Request” 

form to the Business Office. 

Time and Effort Reporting: 

For all internal and externally funded awards, all faculty are required to submit a signed Hendrix College Time & 

Effort report on a quarterly basis by:  09/15, 12/15, 03/15 and 06/15 to the Director of Budgeting, Purchasing & 

Grants Manager.    Absence of reporting may result in the delay or denial of approval for:    

¶ Spending approvals 

¶ Stipend payments 

¶ Student internships 

This reporting supports compliance with federal regulations to: be reasonable, ensure alignment between federal 

and non-federal awards and documenting actual time & effort invested. 

 

Definitions:  

Administration:  General administration & general expenses, departmental administration, sponsored project 

administration, student administration and services, and all other types of expenses not listed specifically under 

one of the subcategories of facilities.  

Allocable Cost:  Goods or services incurred solely to advance the work under the sponsored project that benefit 

both the sponsored project and other work at Hendrix, in proportions that can be approxim



Procedures 

Reasonable 

Costs are reasonable if the goods or services acquired, and the amount involved, reflect the action that a prudent 

person would take under normal circumstances. Consider the following as to reasonableness:  

• Is the cost necessary for Hendrix operations or the performance of the sponsored project?  

• Have the restraints or requirements imposed by such factors as Federal and State laws and regulations, 

sponsored project terms and conditions, and arm’s length bargaining (buyer and seller are acting 

independently and do not have a relationship to each other) been satisfied?  

• Have the individuals concerned acted with prudence, considering their responsibilities to Hendrix, its 

employees, its students, the government, and the public at large?  

• Were the costs consistent with Hendrix policies and procedures?  

Allocable 

Costs are allocable to a sponsored project if the goods or services acquired benefit the sponsored project. Use The 

following criteria to determine if costs are allocable to sponsored projects:  

• Was the cost incurred solely to advance the work under the sponsored project?  

• Does the cost benefit both the sponsored project and other Hendrix work? 

• Is the cost necessary to the overall operation of Hendrix and, compliant with the Uniform Guidance (2 CFR 

§200) or Notice of Award, deemed to be assignable in part to sponsored projects?  

Other considerations 

• Capital Equipment items must be an approved item in the sponsored project in order to be allocated to that 

project.  

• Any costs determined allocable to a particular sponsored project may not be shifted to other sponsored 

projects in order to meet deficiencies caused by overspending or budgetary constraints. However, these costs 

can be transferred to an internal funding source with guidance from the Grants Manager.  

• Hendrix is responsible for ensuring that costs charged to a sponsored project are allowable, allocable, and 

reasonable under the cost principles outlined in the Uniform Guidance (2 CFR §200) or Notice of Award.  

• Hendrix’s internal controls ensure that no one person has complete control over all aspects of a financial 

transaction. 



Adherence to these cost accounting practices is necessary to guard against the overcharging of some cost items 

and to prevent double counting of costs or failure to reallocate expenses.  

 

Conformance 

 

All costs must conform to any limitations or exclusions set forth in the cost principles outlined in the Uniform 

Guidance (two CFR §200) or in the sponsored agreement as to types or amounts of cost items. Please contact the 

Grants Manager or Assistant Controller regarding any questions or concerns regarding the allowance and 

application of costs to a project.  

 

Payments made for costs determined to be unallowable by either the Federal awarding agency, cognizant agency 

for indirect costs, or pass-through entity, either as direct or indirect costs, must be refunded (including interest) to 

/businessoffice/default.aspx?id=551



