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 QUARTER PROGRESS REPORT 

 
Goal 1, Strategy B, Action Step 2: Role/Responsibility Distinctions Between GCA Is & IIIs  

(Report by Lisa Scigliano, Project Manager)  

 

During 2006 I worked closely with the GCA Is, as their supervisor, to discuss/clarify areas of concern 

with regard to their roles and responsibilities.  In December, 2006, Gary met with the group to gain his 

own understanding of their job duties and concerns.  

 

In January, 2007, after a ResAdmin meeting, Gary and I met with the GCA IIIs to begin to discuss roles 

and responsibilities. We shared with them the concerns that the GCA Is have, and listened to their 

concerns as well. I was asked to provide the GCA I job description for our next meeting. I sent the job 

description to the GCA IIIs. We have not met since January.   

 

Goal 1, Strategy C, Action Step 1: Institution-Wide Risk Assessment 

(Report by Julie Simpson, Project Manager)     

 
On February 16, 2007, I met with Susan Keller, Ron Rodgers, and Samantha Spezeski and Francine 

Ndayisaba (Internal Audit) to discuss next steps for the matrix with Susanôs imminent departure.  

Discussion centered on which website the matrix will be hosted, who will be responsible for updating it, 

how it will be used and publicized, and the importance of having an emphasis on compliance as part of 

the next IA Directorôs responsibilities.  Wayne Gehman still needs to add information to the matrix.  

 

Once the matrix is updated, Samantha and I will work with John Aber and Mark Rubenstein to present it 

to the Presidentôs Council (for UNH). After the new IA Director is hired, I will pursue the issue of the 

matrix and its use with this person. 

 
Goal 1, Strategy D, Action Step 2: Reach Agreement on What Current Sponsored Programs 

Services/Tasks UNH BSCs Will Provide/Perform and What Will be Done Together with OSR 

(Report by Kathy Cataneo, Project Manager) 

 

Kathy, Gary, Hugh, Suzanne, and Julie have met numerous times over the past 18 months with 

representatives of the Academic Affairs BSCs (Kate Roberts and Tina Sawtelle), along with Leigh Anne 

Melanson and Jim Varn as facilitator.  Altogether, we formed the Steering Committee for this project. 

 

Meeting discussions centered on the respective and mutual responsibilities of OSR and the AA BSCs for 

providing services to our customers.  Starting with an Inventory of UNH Sponsored Programs Processes, 

developed by OSR for our first strategic plan in 1992 (called ñOSR 2000ò), the group worked to develop 

consensus on what tasks should be performed by OSR and what tasks should be performed by the AA 

BSCs.  Consensus was achieved at our culminating meeting on April 3
rd
.  (See attached ñInventory.ò)   

This applies to these BSCs:  COLSA, COLA, CEPS, WSBE, SHHE, Academic Affairs, and UNHM. 

 

Discussions will continue with this Steering Committee or subsets thereof to work on procedures or the 

ñhowôsò of some of the tasks.  Agreed that Kathy and some appropriate set of OSR managers will meet 

twice a year with Leigh Anne and all the AA BSC heads to keep communication lines open. 

 

During the balance of 2007, OSR will work with the remaining 9 BSCs towards similar ends.  The other 

BSCs are Central Admin, NHPTV, Cooperative Extension, EOS/ Space and Ocean Sciences, EOS/ Earth 

Systems Sciences, Research, Facilities, Business Affairs, and CIS.  (Some discussions were begun in 

2006 with Anthony Zizos and Paul Chamberlin for the Facilities and Business Affairs BSCs.) 



UNH SPONSORED PROGRAMS PROCESSES ï OSR, PD, AA BSC Comprehensive ï 4.10.2007 

Color Key: Black=Current; Red=To be Done 

Abbreviations: AA=Academic Affairs      BSC= Business Service Center      PD=Project 

Director      SGS=Sales of Goods & Services    SOP=Standard Operating Procedures   

Processes by Major Activity OSR PD BSC Note 

     

PROGRAM/PROPOSAL/FACULTY DEVELOPM ENT      

Provide funding information, proposal strategies, and proposal narrative advice/assistance. x    

Train/assist faculty/staff on emerging electronic proposal submission systems. x    

Coordinate institutional/ cross college proposals, writing proposal sections as needed.  x    

Coordinate programming w/ VPR to encourage/support junior faculty applications to targeted 

programs. 

x    

Conduct/participate in seminars, workshops, and graduate education activities to build funding 

identification and proposal writing skills. 

x    

Manage internal competitions for limited submission funding programs. x    

Serve as liaison to UNH Foundation regarding proposals to foundation sponsors. x    

 OSR PD BSC Note 

PROPOSALS: PREPARE, REVIEW, SUBMIT, TRACK PROPOSALS FOR UNH      

Disseminate and interpret sponsor proposal/application instructions and forms. x    

Build budgets using rate tables, salary schedules, spreadsheets, etc.; build budget narrative and 

justification w/ project director (PD). 

x x   

Secure institutional info as required (e.g., # minority students enrolled, resources/facilities)  x    

Review proposals for physical sponsor requirements (e.g., format, page limits). x x   

Assist PD with PDQs, equipment price quotes, supplemental salary requests, etc. to follow UNH 

policies related to the proposal to be submitted. 

  x  

Review proposals for compliance with UNH financial, legal, and personnel policies; cost-sharing 

and program income arrangements. 

x    

Review proposals for admin/secôy/clerical functions to assess direct charge allowability. x    

Review proposals for faculty supplemental pay.  (Deans do this too.) x    

Review proposals for allowability of office supplies. x    

Prepare/help prepare requests for F&A waivers.  x x  

Review for intellectual property considerations; refer to ORPC as needed. x    

Review proposal narrative for humans, animals, RAD, BIO, COI, export controls; advise faculty to 

submit protocols or otherwise follow up on items. 

x x   

Review for sub-agreements; obtain required documents from proposed sub-recipient. Perform pre-

award audit as needed. 

x x   

Establish data base records for regulatory items, including individual certifications/licenses. x    

Prepare pertinent sponsor-required certification forms. x x   

Coordinate, write, and submit Small Business Subcontracting Plans for contracts.  x    

Educate new deans, etc. re Yellow Sheet responsibilities. Maintain list of authorized signers.  x  x  

Review proposals for all required internal UNH endorsements/approvals. x    

Coordinate with UNH Foundation. (i.e., gift or grant)  OSR and BSC coordinate, too. x x x  

Coordinate with BSC re sales of goods and services. x x x  

Coordinate proposals with co-investigators within and outside UNH. x x   

Establish and maintain physical and electronic proposal files. x    



Prepare/help prepare Internal Approval Yellow Sheet prime form and Form for additional 

faculty/staff)   * Only in certain BSCs, at discretion of RC unit head. 

 x  x*  

Prepare/help prepare Internal Approval cost sharing form  x x  

Use grant analyzer for RC unit head to evaluate proposalôs fiscal viability for unit.   x  

Review proposal budget and narrative for financial implications for RC unit, such as release time, 

space.  * Only in certain BSCs, at discretion of RC unit head. Otherwise, responsibility rests with RC 

unit head or associate. 

   x*  

Endorse, copy, and submit proposals, electronically or via mail. x x   

Electronically record as many proposal and Yellow Sheet data elements as current systems allow.   x    

For proposals to NH state agencies and case-by-case basis upon request, track proposal progress, 

contacting sponsors and project directors as needed.   

x x   

Record proposal rejections in physical and electronic systems, and maintain information. x    

 OSR PD BSC Note 

AWARDS: NEGOTIATE AND ACCEPT AWARDS FOR UNH     

Serve as liaison between sponsor and project director. x x   

Prepare for and coordinate pre-award audits. x x x  

Coordinate, approve, and submit revised proposals and budgets as needed. x x   

Record approval of pre-award costs option.   Notify PI and BSC. x    

Prepare/help prepare requests for Not Fully Executed (NFE) spending accounts.  x x  

Advise RC unit head about potential NFE liability (as per NFE policy.) x    

Establish NFE accounts. Produce periodic reports. x    

Monitor NFE accounts and assist with resolution as appropriate. x x x  

Only for NFEs and case-by-case basis upon request (for continuation awards, e.g.), follow up w/ 

sponsor on delinquent award notifications.   

x    

Notify and provide explanation to VPR&PS, VPF&A, and Exec VP when any one NFE is at least 

$500K   *RC unit head responsibility; by BSC if so directed by RC unit head. 

   x*  

Receive from sponsor and review proposed award terms and conditions. x    

Negotiate terms/conditions (e.g., billing, publications, intellectual property, export controls.) x x   

Formally accept award documents for UNH sponsored programs. x    

Formally accept agreement for UNH sales of goods and services (sgs).   x  

Coordinate with UNH Foundation (i.e., gift or grant).  OSR and BSC coordinate, too. x x x  

 OSR PD BSC Note 

POST-AWARD ADMINISTRATION   (FROM ESTABLISHMENT THROUGH 

CLOSEOUT) 

    

Negotiate, write, and issue sub-agreements.  (See also SubAgreement Administration.) x    

Determine best structure for non-standard awards in financial accounting system (e.g., budget 

controls, multiple funds for co-PDs, cross-college, cost sharing, program income, etc.) in conjunction 

with BSC and PD.   

x x x  

Ensure all regulatory approvals/certifications (e.g., IACUC, IRB, hazardous materials permits, 

financial conflict of interests, intellectual property) are in place before establishing financial 

accounts and/or authorizing payment to employees or students. 

x    

Before processing financial transactions for SGS and gifts, BSCs and the UNH Foundation, after 

training, will be gatekeepers for the regulatory issues above by contacting the appropriate VP 

Research unit for guidance.  When UNH Foundation receipts a gift through an existing gift fund, the 

Foundation will be the gatekeeper. 

  x UNH 

Founda-

tion 



Establish award with all associated accounts in financial system, including cost sharing, program 

income, sub-agreement, and co-PD funds.  

x   sgs  

Electronically record data elements associated w/ award/agreement to extent available in UNH 

systems.   

x   sgs  

Notify project director, dean, account manager, BSC of award terms/conditions and acct. info, 

including all associated accounts such as cost sharing, program income, etc. 

x   sgs  

Establish and maintain physical award files. x  x  

Prepare/help prepare PDQs for new positions to be funded by sponsored program, in consultation w/ 

OSR for adherence to A-21 restrictions on admin/secôy/clerical positions 

 x x  

With PD input, seek sponsor approval for admin/secôy/clerical positions not in original proposal 

budget justification and/or issue approval letters to PD and BSC as needed. 

x x   

Observing UNH policies and award terms/conditions, initiate pay transactions (faculty, staff, 

students, post-docs, etc.)  

 x x  

Request and manage grant-funded positions established in Banner.  Monitor expiration dates of 

grants. (for 90-notice, e.g.)  

 x x  

Managing grant-funded personnel from staff and sponsored program perspectives, distribute labor 

for each new grant-funded person and re-distribute labor as required for different funding sources, 

etc.  

 x x  

Observing UNH policies, award terms/conditions, and applicable federal regulations, manage pay 

increase process for sponsored programs in RC unit (prospective/retroactive). 

 x x  

Manage cross-fiscal year appointments, multiple appointments, and different pay rates for personnel 

paid from sponsored programs. 

  x  

Monitor ñundistributed salariesò for RC unit, reporting to RC unit head and VP as required.   x  

Help PD obtain vendor price quotes, help with bid process, place orders for equipment included in 

approved sponsor budget.   

 x x  

When purchasing tools become available, provide information to PD to help UNH conform to 

S/M/WB purchasing and later reporting requirements. 

  x Purch 

Office 

Observing UNH policies and award terms/conditions, initiate purchases of goods/supplies and 

external services, including consultants and service providers, whether individuals or corporations.  

 x x  

Assist PD to complete Independent Contractor Agreement form.  x x  

Approve equipment purchases on sponsored programs. (to examine process) x    

Seek sponsor approval for equipment not included in approved sponsor budget if required by 

terms/conditions. 

x x   

Handle consultant agreements for foreign nationals w/ help from OISS.  x x  

Observing UNH policies and award terms/conditions, process P-Card orders for PD, and/or reconcile 

(math and correct account) goods/supplies purchases after the fact. 

 x x  

Seek and receive sponsor approval where required for foreign travel.  x x   

Review for approval foreign travel advances and expense vouchers if specific travel is in approved 

sponsored program budget. 

  x  

Approve foreign travel expenses. (to examine process) x    

Periodically monitor P-card purchases. (to be done) x    

Provide PD w/ detailed financial information needed for PDôs progress or annual reporting purposes 

as required by sponsor when detail is not available from Banner. 

  x  

Provide PD with periodic financial status reports on projects.   x  

Analyze budget availability when spending does not match budget. Make notation on financial mgt.   x  



reports for PDs and/or request budget changes when F&A is impacted. 

Act as ñgatekeepersò for award budget revisions by encouraging PIs/PDs to minimize budget change 

requests.   

  x  

When sponsor approval is required, act on PI (or proxy) requests by reviewing for UNH approval, 

seeking sponsor approval, and processing sponsor-approved budget revisions and time extensions in 

accounting system.  Process budget revisions to correct errors made in initial award setup, move 

budget items as necessary from one fund to another for cross-college projects, and move budget 

items as necessary among funds within large project grants with multiple funds.  On a case-by-case 

basis, may make budget revisions as deemed critical by PD and OSR. 

x x   

On as-needed basis, analyze F&A and fringe at closeout to verify accuracy of charges.   x    

Review for UNH approval, seek sponsor approval where needed, and process carry-forwards (from 

prior accounts, budget periods). 

x x x  

Prepare/help prepare requests to modify Fully Executed accounts to NFE status.   x x  

Advise RC unit head about potential NFE liability. x    

Modify FE account to NFE status in accounting system as requested by RC unit head (for time 

extensions and/or additional funds.) 

x    

Monitor NFE accounts to either terminate for cause or reinstate FE status. x    

Initiate transactions to post ñinternalò cost sharing expenses and ñfundò the expenses (except for 

F&A) to established accounts. Controllerôs Office ñfundsò the F&A.   

 x x  

Secure documentation for 3
rd

 party cost sharing in coordination w/ BSC & PD as needed.     x x   

Manage program income accounts: process cash receipts, record revenue, process expense 

transactions, adjust budgets, monitor, reconcile at closing, move ending balances. 

x  x  

Process award modifications received from sponsor (e.g., time extensions, additional funds, 

continuation year funding, change in terms/conditions) 

x    

Periodically monitor after-the-fact normally-unallowable expenditures (e.g., purchases of office 

supplies, postage, local telephone.) (to be done) 

x    

Monitor after-the-fact normally-unallowable personnel transactions such as admin/secôy/ clerical and 

forms of additional pay. (to be done) 

x    

Monitor discrepancies between payroll and project director committed effort.  Notify sponsor as 

required. (to be done) 

x    

Monitor project scope and/or personnel changes for IACUC, IRB, Inst. Biosafety Comm.  x    

Monitor for export control and embargo issues for grants/contracts. x    

File MBE/WBE/small business reports as required.  x    

File other reports required by sponsors or feds. x    

Observing UNH policies and award terms/conditions, process journals for cost transfers.   x  

In accord with UNH policy on cost transfers, review for approval cost transfers via journals or memo 

or notification from Controllerôs Office for expenses > 90 days. 

x    

Ensure grad student tuition and stipend charges are made to the same project.  x x  

Monitor accounts for over-expenditures of bottom line.   x x x  

Rectify over-expenditures, observing UNH, sponsor, and Federal policies.   x  

Monitor accounts for over-expenditures of line items if required by award terms. x    

Notify PD and BSC of accounts nearing end date. x    

Prepare tech reports, complete spending, and/or submit renewal request to sponsor  x   

Complete expense posting, close encumbrances, notify OSR that account is ready to close.   x  

Maintain all expense records as necessary for audit purposes.   x  



Close award, ensuring revenue = expenses with no budget overruns. Review accounts receivable, 

deactivate account(s). (BSC removes deficits if any.) 

x    

Send final bill, review accounts receivable, deactivate account(s) in accounting system. x    

 OSR PD BSC Note 

SUBAGREEMENT ADMINISTRATION      

Prepare/negotiate/execute/establish subagreements in accounting system and OSR intern-al system. 

Includes evaluation/acceptance of cost/pricing data for commercial subrecipient. 

x    

Initiate purchase order for subagreement.  x    

Prepare and provide notice of subagreement (NOSA) to PD and BSC  x    

Review, approve, and initiate payment of subrecipient invoices (except seek OSR approval before 

paying final invoice.) 

  x  

Create, maintain physical subagreement files. x  x  

Monitor subrecipient during life of agreement through A-133 or other audit documentation.  
Take action, if needed, to terminate if material findings. 

x    

Monitor subrecipient project progress.  Notify BSC and/or OSR to stop payments if 
unsatisfactory progress. 

 x   

Review for approval and payment BSC-approved final subrecipient invoices.  Confirm with 
PD that subrecipient has met all required deliverables and other closing items. Notify BSC 
to make payment. 

x x   

Close purchase order if not already expired upon receipt and approval of final invoice.    x  

 OSR PD BSC Note 

EFFORT REPORTING AND CERTIFICATION MANAGEMENT      

Produce PARs and distribute to RC unit coordinators or directly to PDs and supervisors of grant-paid 

employees.  (RC unit head may delegate distribution responsibility to BSC.*) 

x  *   

PDs, supervisors, or RC unit (or delegated BSC*) coordinators return completed PARs to OSR.  x *   

If certified effort % is less than salary distribution by more than 5%, prepare correcting labor 

distribution for financial accounting system. 

  x  

Establish and maintain physical files of PARs for audit purposes. x    

Create data bases to record and track PARs distributed and collected. x    

Monitor PARs collection through periodic reports.  Notify RC coordinators and PDs of delinquent 

PARs. 

x    

Handle adjustments for retroactive changes and corrections to PARs. x    

 OSR PD BSC Note 

SALARY MANAG EMENT       

Provide training and advice about proper payroll charges to sponsored programs.  x    

Coordinate proposed salary distributions with PD.   x  

Monitor new awards for proposed salary distributions.  x x  

Check for grant/contract fund sufficiency and budget period, fringe benefits sufficiency, 

appropriateness for sponsor, appropriate personnel classification, position sufficiency and maximum, 

correct arithmetic.  Contact document initiator if corrections are needed. 

  x  

Review EPAFs for AY supplemental salary and other additional pay according to UNH policy, 

sponsor policy, and funds sufficiency standard. Obtain and maintain documented justification and 

approval as required. 

x    

Monitor faculty regular pay to National Science Foundation funds during the AY. x    

Monitor summer pay for 2/9, 3/9, additional pay policies. (BSC before, OSR after.) x  x  



Monitor admin/secôy/clerical charges to sponsored agreement accounts. (BSC before, OSR after.) x  x  

Manage retroactive pay increase charges to closed sponsored programs accounts.  x  x  

Monitor payroll charges that redistribute labor on sponsored programs accounts. x  x  

 OSR PD BSC Note 

REVENUE STREAM MANAGEMENT FOR SPONSORED PROGRAMS AND SALES OF 

GOODS & SERVICES (SGS): invoicing, accounts receivable, financial reporting 

    

Establish and maintain billing files. (BSC for SGS) x  x  

Drawdown against letters of credit using info provided by financial accounting system. x    

Invoice sponsors per award terms and conditions. (BSC for sgs) x  x  

Produce invoices or federal reports on federal/state/other forms. x    

Monitor payments not requiring invoices. (BSC for sgs) x  x  

Record invoices in financial accounting system. (BSC for sgs.) x  x  

Record cash receipts against appropriate letter of credit or receivable. (BSC for sgs) x  x  

Monitor and age receivables. Send dunning letters.  (BSC for sgs) x  x  

Produce/analyze mgt. receivables reports. (BSC for sgs) x  x  

Notify Dean, BSC, Doubtful Accounts Committee of aged receivables by PD/RC unit. x    

Take action on uncollectible receivables, which may include providing funds. (w/RC head.)  x x  

Provide Controllerôs Office with reports and data required for annual USNH financial statements and 

quarterly analyses. 

x    

 OSR PD BSC Note 

RESPONSIBLE CONDUCT OF RESEARCH SERVICES      

Educate, train UNH community. x    

Establish, maintain, administer committees for peer review and action. x    

Assist faculty, staff and students in preparing internal application forms and protocols. x    

Prepare and route applications for committee review. Notify applicants of decisions. x    

Establish, maintain, and archive physical and electronic protocol files.   x    

Maintain official minutes/records on committee activities and decisions, per federal requirements. x    

Compare committee-approved protocols w/ sponsor-approved proposals, per Federal regs. x    

Negotiate, prepare, send and maintain copies of sponsor-required assurances.  x    

Prepare reports required by federal agencies and other sponsors. x    

 OSR PD BSC Note 

AUDIT MANAGEMENT      

Prepare for, coordinate, and implement recommendations from annual A-133 audit. x x x  

Coordinate USNH financial audits with internal audit department and Controllerôs Office. x    

Coordinate pre-award and award-specific audit visits, provide requested information, create 

management responses, follow up through conclusion of audit resolutions. 

x x x  

 OSR PD BSC Note 

MANAGEMENT INFORMATION TO VPR , OSR STAFF, DEANS, PROJECT 

DIRECTORS, BSCS, CAMPUS/ SYSTEM ADMINISTRATIVE OFFICES, FEDS  

    

Provide access to information on sponsored program activity. x    

Compile data used for OSR Annual Report. x    

Respond to ad hoc requests for information x    

Monitor/report on waived F&A costs.   x    

 OSR PD BSC Note 

MAINTAIN DATA STRUCTURES AND INFORMATION SYSTEMS      



Manage and administer the InfoEd modules (GENIUS, Proposal Tracking, Proposal 
Development, Human Subjects, Lab Animals) 

x    

Establish/maintain codes for sponsors, grants, and grant funds, in both InfoEd and Banner. x    

Maintain proposal and award records in InfoEd. x    

Ensure appropriate coding structure and application of codes for charge/recovery of indirect 
costs and fringe benefits.   

x    

 
Goal 2, Strategy A, Action Step I: Create an Inventory of Current UNH Policies re Sponsored 

Programs 

(Report by Kathy Cataneo, Project Manager) 

 

Kathy, Gary, and Hugh created the inventory of existing policies through researching the USNH 

on-line policy manual, the Controllerôs Office Finance and Administrative Procedures Manual 

(has force of policy), OSR Website, and OSR paper files.  

 
RESEARCH RELATED POLICIES FOR THE UNIVERSITY OF NEW HAMPSHIRE   

         

OLPM, UNH         

II.C Misconduct in Scholarly Activity      

III.C.1 Policy on Receipt of Gifts      

III.Admin/Foundation Gifts or Donations       

III.N Industrial Consortia       

IV.B.1 Grants, Contracts, Other Sponsored Agreements    

IV.B.2 Cost Transfers on Externally Sponsored Programs    

IV.B.3 Supplies Charged to Federally Sponsored Agreements    

IV.B.4 Not-fully-executed Spending Accounts on Externally Sponsored Programs  

IV.B.5 Salaries, Wages, and Fringe Benefits Charged to Federally Sponsored Agreements 

IV.B.6 Cost Sharing on Externally Sponsored Programs    

IV.B.7 Facilities and Administrative Costs Waivers on Externally Sponsored Programs 

IV.D Managing of Equity Interests in Start-up Companies    

V.C.5.16 Postdoctoral Appointments      

V.C.8 Appointment of Research Faculty     

V.F.7 Additional Pay       

VIII.A Openness, Access, and Participation in Research and Scholarly Activities   

VIII.B Classified Work       

VIII.C Ownership and Management of Research Data    

VIII.D Intellectual Property       

VIII.E Financial Conflict of Interest in Research     

VIII.F Use of Human Subjects in Research     

VIII.G Care and Use of Animals      

         

OLPM, USY (USNH Administrative Board: the USNH Campus Presidents and the Chancellor) 

V.C.6.3.4 Graduate Student Appointments      

V.D.7 Conflict of Interest        

VI. F.3. Policy on Environmental Health and Safety     

         

USNH FINANCIAL AND ADMINISTRATIVE PROCEDURES (Despite title, holds full force of policy) 

         

2.060 Unallowable Costs Per OMB Circular A-21     



2.070 Creating a New Service Center      

2.071 Establishing a Service Center Billing Rate     

2.072 Creating a New Recharge Center     

2.073 Establishing a Recharge Center Rate     

4.032 Uncollectible Accounts Receivable (Write-off Bad Debts)   

6.001 Purchasing Policy       

6.005 Competitive Bid Limit       

6.017 Independent Contractor Agreement     

7 Travel        

8.010 Employee Transition Allowance      

9 Card Guides (P-Cards)      

11. Equipment       

CASB-DS2 Cost Accounting Standards Disclosure Statement (reference document, not policy) 

         

OTHER         

OSR Website Program Income       

OSR Hardcopy  Effort Certification       

OSR Hardcopy  PI Eligibility       

OSR Hardcopy  Subaward Policy       

 
Goal 4, Strategies A & B: Conceptualize Approach to Designing OSR Staff Training Programs 

Specific to the Knowledge Base, and Mentoring & Professional Development Programs 

(Report by Julie Simpson and Gary Giarrusso, Co-Project Managers) 

 

We have met a number of times to discuss training initiatives and to begin to develop a framework for 

what training needs to be addressed.  These include: 

o Research compliance 

o Non-research compliance 

o Sponsored program administration 

 

Various methods of how to handle training were discussed: 

o In person 

o Web based 

o On line interactive 

 

The audiences for the training were identified: 

o Faculty (awareness raising) 

o BSC Staff 

o OSR staff 

o Program/administrative staff 

o New hires 

 

As part of the training process, we discussed mentoring and/or cross training as a component.  

 

The training initiative would need to involve an outside consultant to help develop the framework and 

methodology.  We met with Kate Hanson to discuss our initial thoughts and to see if she could provide 

additional ideas/information and also to determine if she would be available to help us in a consultative 

role.  Unfortunately unavailable, Kate gave some ideas of others who could help us and agreed that we 

need to have an outside consultant to facilitate the process. 

 

Formatted:  Bullets and Numbering



We presented our plan to OSRM and Executive Director who concurred with our recommendation of 

pursuing an outside facilitator. We are in the process of contacting three facilitators and will issue a 

Request for Proposal (RFP) to each of them outlining what we would like to have them provide us. The 

RFP will include the following: 

o Plan process 

o Facilitation services to include  

Á Designing information gathering processes 

Á Delivery methods 

o Analysis of data and development of training program 

o Training goals and priorities 

o Program objectives 

o Evaluation methodologies 

 
Goal 4, Strategy E: Attempt to Increase Effective and Efficient Use of the Cooperative Project 

Agreement by the NH State Agencies 

(Report by Kathy Cataneo, Project Manager) 

 

Action Item 1: Develop a procedures manual for use by the NH state agencies. 

 

 Kathy, Sharon DesJardins, and Dianne Hall developed a draft 50-page procedures manual to be 

used by state agency personnel that covers the following: 

o Applications from UNH for funding, including the Cooperative Project Proposal template 

o Explanation of the Master Agreement terms 

o Preparation guidance for the Cooperative Project Agreement (award instrument) 

o Negotiations and signature approvals with UNH 

o Agency cover letter to Governor and Executive Council 

o Award notification by agency to UNH 

o Post-award amendment form and processes 

o Agency-specific examples of all documents 

 Kathy presented the draft to NH Department of Administrative Services. 

 The draft was tested successfully in a training/information session with the NH Dept. of 

Agriculture in early February. 

 This item is done. 

 

Action Item 2: Develop a training program. 

 

 Kathy developed the curriculum for the training program.  (See below.) 

 This item is done. 

 

Action Items 3 and 4: Schedule and conduct training sessions with agency personnel. 

 

 Kathy, Sharon, and Dianne presented to the division directors and financial and administrative 

staff of the NH Dept. of Agriculture in Concord in February. 

 A session is scheduled for the NH Dept. of Resources and Economic Development in early April, 

and one is pending with the NH Dept. of Transportation in May. 

 Dianne, Sharon, Kelly, and Melissa have developed a list of the state agencies from whom UNH 

has received awards within the past 5 years.  We are in the process of prioritizing which agencies 

to approach during 2007 for training and information sessions.   

 

 



Curriculum for Training/Information Sessions with New Hampshire State Agencies 

 

Each session is intended to run for 2 hours, with 1.5 hours of presentation and .5 hour for questions and 

answers. 

 

Session presenters are the OSR Research Administration Grant/Contract Administrators who work with 

the specific agency, and the OSR Executive Director as needed. 

 

Procedures binders are prepared in advance for each session.  The binders are tailored to the audience, 

with agency-specific examples of the Cooperative Project Proposal, the Cooperative Project Agreement, 

and the Amendment, as well as other examples that could be useful.  Each binder is personalized for the 

anticipated attendees. 

 

Each session begins with mutual introductions of presenters and attendees. 

 

I. Brief History of Development of and Rationale for the Current Process and Forms 

 

II.  Session Overview 

 Award Process from Application Through Amendment 

 Contents of Procedures Binder  

 

III.  Application Process 

 Types of Applications 

 Options for Submission Mechanisms 

 Applicantôs Organizational Representative (AOR) 

 Review Template of Cooperative Project Proposal and Agency-Specific Example  

 

IV. Master Agreement 

 What it Represents (Overarching Terms & Conditions) 

 Why It is Important to be Familiar with the Terms 

 Review of and Explanation of Each Article 

 

V. Cooperative Project Agreement 

 General Guidelines 

 Header Information 

 Review of and Explanation of Each Article 

 Assertions and Signatures 

 Exhibit A ï Review and Explanation of Each Article 

 Exhibit B ï Review and Explanation 

 Review Template of Cooperative Project Agreement and Agency-Specific Example  

 

VI.  Negotiation Process 

 Negotiation 

 Obtaining Signatures 

 

VII.  Agency Cover Letter to Governor and Executive Council 

 

VIII.  Award Notification to Campus 

 

IX. Post-Award Amendments 



 When an Amendment is Needed 

 Amendment Approval Processes 

 How to Complete an Amendment 

 Review Amendment Template and Agency-Specific Example 

 

X. Awards From the Campus to the Agency 

 Proposal from Agency 

 Negotiation and Approval Processes 

 Sub-Agreement from Campus to Agency 

 Review Process for Agency; Governor and Executive Council Appproval 

 

XI.  Questions and Answers 

 

XII.  Concluding Remarks 

 

Goal 5, Strategy A, Action Steps 1 and 2; Strategy B, Action Step 1: Select TEAM OSR Members 

from Volunteers; Determine Focus, Operational Guidelines, and ñSuccessionò Plan for TEAM; 

Implement TEAM OSR 

(Report by Lisa Scigliano, Project Manager) 

 

Members:  Tim Broadbent, Dianne Hall, Gary Giarrusso, Pat Hansen, Diana Markham, Lisa  

  Scigliano, Julie Simpson, Kathleen Stillwell 

 

Team OSR has met four times this quarter 03/06, 03/13, 03/20 and 03/27. Since we are a new 

group, these meetings have been primarily about our structure, interests/concerns, and 

developing goals. The following items are Team OSRôs highlights. 

 

V Logistics ï Team OSR members will participate on a two year rotation. The Team will 

consist of 8 members reflecting the different departments within OSR. Everyone in OSR 

will have an opportunity to serve on Team OSR. 

 
V Concerns with respect to Team OSR 

o Will people buy in and invest in it? 

o The 5% that will not want to change 

o How to reinforce appropriate behavior and sanction inappropriate behavior? 

o Time commitment for Team OSR, especially with competing urgent priorities 

o Figuring out what we need to do to move in a direction with Team OSR 

 

V Ideas for Group Activities 

o A speaker on a specific topic 

o Meyers-Briggs survey 

o Newsletter 

o Suggestion box 

o Developing office norms 

o Something fun  

 

V Survey ï Before Team OSR does any activity, we felt it would be important to develop a survey 

to take the pulse of OSR staff. This survey would be something that we (i.e., Team OSR) would 

do annually as a morale check-in. Based on survey answers, we felt that there would be guidance 



on an activity/focus for Team OSR. Therefore, a survey was developed, checked by Andy Smith 

(UNH Survey Center) for soundness, and released today on Survey Monkey. The opportunity to 

respond will be from 04/04/07-04/17/07. We plan to release the compiled results to the 

community. Also, we will have an ice cream social to celebrate the accomplishment of the survey.  

 

Goal 6: Electronic Research Administration 

(Report by Suzanne Huard, Project Manager) 
 

Major Project Status Summary  For December, 2006 and January, 2007 Activities  

 
  

Project  Summary Status 

 Award Closeout Workflow 
 

 Phase I completed on December 13, 2006 

 Training completed for BSC, KSC and GSC staff in 
January 2007 

 Phase II scheduled by ECG for February ð April 2008 

 Grants.Gov Transition  In maintenance/monitoring mode.   

 Grants.Gov/IBM introduced an Apple Mac-based 
version of IBM Workplace Forms (PureEdge Viewer) 
(Jan 2007) 

 InfoEd-Proposal Development 
Implementation  

 Grant.Gov system-to-system connectivity with 
InfoEd server:  successful end-to-end test completed  
(Jan 2007) 

  Configuration  tables completed per configurat ion 
guide (Jan 2007) 

 Pilot group is testing configuration tables with NSF 
proposal. 

 SunGard Higher Education Focus 
Group 

 Waiting to hear from SGHE re final product 
descriptions 

 USNH Digital Imaging Steering 
Committ ee 

 The following projects were approved for scheduling 
(scheduling not yet known):  

o IRB/IACUC:  digitize archived files  
o IRB/IACUC:  digitize daily operations  
o Subaward information systems:  digitize 

daily operations  

 
Miscellaneous Completed Projects  
 
ü Implemented Public Key Infrastructure (PKI) from Operational Research Consultants (ORC) for 

selected OSR staff in order to communicate with certain federal agencies; explored possibilities of 
multi -user or site license for PKI vendor.  (Jan 2007)  



 

 
Project Deta il:  Award Closeout Workflow ð Phase I 
 
Goal:  Help automate the award closeout process, currently a very repetitive, labor -intensive process 
for OSR staff and BSC staff. 
 
Timeline :  June-October 2006 
 

Implementation Team  OSR Project Team 
Robert Goudreau, ECG 
Suzanne Huard, OSR 
Alice Samuel, FAST, Proj Manager 
Susan Sullivan, ECG 

 

Diane Gingras, OSR Financial Mgmt Group 
Dianne Hall, OSR Research Admin Group 
Suzanne Huard, OSR IT, OSR Project Manager 
Kathy Mason, OSR Financial Mgmt Group  
Tammy McGlone, COLSA BSC 
Susan Roy, Space Science Center BSC 
Kathy Wainwright, OSR Financial Mgmt Group 

 
Status 
 
ü Phase I of the workflow was fully implemented on December 13, 2006.  It runs daily, selecting 

sponsored projects that have reached their end dates and are ready  for closeout review.  To date, 
over 100 projects have been selected by the process.  

ü Throughout early January, we trained 37 staff, most from the UNH BSC.  
ü Phase II has been approved by FIS Steering and the ECG planning charrette and is scheduled for 

February-April 2008.  This will complete the workflow by incorporating the OSR financial review; 
final billing, financial reporting and final payment; inactivating Banner funds; and managing the 
non-financial closeout items (technical reports, property reports, etc.).  

 

 
Project Detail:  InfoEd Proposal Development (PD) Implementation  
 
Goal:  Provide project directors/proxies a complete electronic proposal development system.  
Proposals will be routed electronically for approval and submitted via a system -to-system connection to 
Grants.Gov or printed and submitted via more traditional routes.  
 
Timeline :  March 2006 ð June 2008 

 

PD Steering Committee PD Pilot Working Group 
ü Gary Giarrusso, OSR Mgr, Research 

Administration  
ü Tammy Goldberg, Director of Finance & 

Administration, Office of VPR  
ü Suzanne Huard, Project Manager, OSR Mgr of 

Information Systems & Technology 

 

ü Tim Broadbent, OSR Grant and Contract 
Administrator  

ü Lynnette Hentges, OSR Mgr of Program & 
Proposal Development 

ü Cheryl Moore, Assistant Director, Complex 
Systems Research Center 

ü Linda Tibbet ts, Assistant Director, Climate 
Change Research Center 

ü PD Steering Committee 

 
Status 
 
ü We ran a successful connectivity test between our InfoEd server and the Grants.Gov server.  We 

submitted a mock proposal and received automated email confirmations from Grants.Gov.  All 
communications are complete and fully -tested in ITST, our InfoEd test environment.  (Jan 2007)  

ü OSR IT staff completed the configuration setup in ITST per the InfoEd configuration guide.  We are 
now working with the pilot group, entering an NSF proposal that was submitted in the Fall in order 




