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NURAP OFFERING CERTIFIED RESEARCH ADMINISTRATOR EXAM STUDY SESSIONS
NURAP is pleased to once again offer guided study sessions
for research administrative professionals taking the Research
Administration Certification Council Certified Research
Administrator (CRA) Examination.

CRA Study Sessions

These sessions are held weekly (see insert to the right) and
feature guided discussions led by NU subject matter experts,
CRAs, and peers. Though already underway, the sessions are
a great opportunity to learn about research administration
beyond individual institution policies and to obtain a broader
scope of field

-Week 01 (JAN 8-9): Introduction to Grants
-Week 02 (JAN 15-16): Circulars A-21 and A110
-Week 03 (JAN 22-23): Agency Review, eRA, The Award
-Week 04 (JAN 29-30): Post Award Financial Administration
-Week 05 (FEB 5-6): Compliance, Intellectual Property
-Week 06 (FEB 12-13): Subrecipient Monitoring
-Week 07: (FEB 19-20) Reporting, Closeout
-Week 08 (FEB 26-27): F&A Rates, FCOI
-Week 09 (MAR 5-6): ACUC
-Week 10: (MAR 12-13) Contracts and the FARs
-Week 11 (MAR 19-20): Export Controls, ARRA Reporting
-Week 12 (MAR 26-27): Audits
-Week 13 (APR 2-3): Acts of Congress
-Week 14 (APR 9-10): NSF, NIH, DoE Policy

Sessions on the Chicago campus are held weekly on
Tuesdays, starting at noon, in McGaw 2-232 (Kellerman
Classroom).
Sessions on the Evanston campus are held weekly on
Wednesdays, starting at noon, in Pancoe 1401.
Hope to see you at a session soon!
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MEMBER RECOGNITION
FROM THE EDITOR
The following NURAP members
received Service Excellence Awards
in November and December of 2012:
-Deborah Coleman
-Sally Gale
-Javier Gonzalez
-Kelly Morrison

I hope that everyone has had a great start to the New
Year!
This year NURAP is very excited to announce our venture
into social media! You can now find us on LinkedIn,
Twitter, and Facebook.
We hope that through these innovative platforms, we’ll
be able to advance the mission of NURAP in bringing
together NU staff from across the university. I invite all of
you to follow network with us through Facebook, Twitter,
Linked In.
See you in the next issue!

Sara Sylvan is a co-Editor of the RAP Up and a
Senior Research Administrator in the Robert H.
Lurie Comprehensive Cancer Center.

Reid Wellensiek, Research
Administrator, WCAS Research
Administration, joined the NURAP
Steering Committee in December
2012.
Susan Morris, Biomedical
Engineering, MEAS, was promoted
from Research Administrator to
Senior Research Administrator. In
addition to her continued
responsibilities as the departmental
RA for BME, Susan is assisting with
many of the training aspects for new
staff and is developing written
policies and procedures specific to
McCormick and NU. Susan has been
the "go to" RA in McCormick for
advice on best practices so it is fitting
that she is being formally
recognized with this promotion.

Congratulations to NURAP member
Sara Krentz, who has been promoted
to the position of Business Systems
Analyst Associate in OSR.
Lisa Rios’s colleagues in FSM
Neurology wanted to recognize her.
She assumed the Research Financial
Administrator role in Neurology in
September 2012. Through motivation
and self directed learning, Lisa
has fulfilled the many responsibilities
of this demanding role in recordsetting time. She is truly an asset and
valued team member of Neurology
Research Administration.
Congratulations to NURAP Steering
Committee member, Joseph Boes,
who is now the Manager of Research
Administration for the Department of
Obstetrics and Gynecology effective
November 2012

SOCIAL MEDIA LINKS
NURAP Facebook Page
NURAP TWITTER Feed
NURAP LINKED IN Group
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NURAP STAR:
Thongsy Singvongsa
SS: What are your duties?
In my role as Research Administrator, I am responsible for

managing the research portfolio for the faculty and staff in Preventive
Medicine. I work with a team of Research Administrators overseeing
millions of dollars of research funding. We collaborate with
investigators from many vast areas of research ranging from HIV to
cancer prevention to juvenile delinquent studies. NIH ranked the
Department of Preventive Medicine 4th of medical school
departments with NIH funded grants for 2012. It is amazing and such
a privilege to see my department grow so much over these years.

SS: What is the best part of being a research administrator?

Thongsy Singvongsa is a Research Administrator in the Department of Preventive Medicine, Feinberg School of Medicine.
Recently, NURAP Co-Editor, Sara Sylvan, got together with
Thongsy to reflect on her time here at Northwestern.

SS: How did you get to this point in your NU career?
TS: Interestingly, I started off as a temp in Preventive Medicine
and still remain in Preventive Medicine to this day. My
department has provided me with numerous opportunities to
grow and learn. It amazes me how quickly time flies. In a blink
of an eye, five years have passed. With each new position I
acquired (program assistant to financial assistant to financial
administrator then to my current position as research
administrator), I have learned that your colleagues are your
best assets. A great team relationship can make or break a project.

I am grateful to have wonderful colleagues and to be a part of
the Northwestern family and hope to continue developing my
skills here.
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TS: Research administration never has a dull moment. Just when you
think you have the application process or post-award management
down to a science, a new regulation or administrative requirement
prompts you to re-think your procedures. There is always something
new to learn or adapt which keeps me on my toes.

I find that Northwestern has one of the best networks for research
administrators. Whenever I am in need of answers, I know that I can
turn to any of the seasoned pros in our network. No matter how
busy people can get, they are willing to take the time to help each
other out. I also enjoy being able to contribute (however small it may
be) to something bigger than myself -- in the development and
advancement of scientific breakthroughs.

SS: What is something most people don’t know about you?
TS: Growing up in America as an immigrant, I always hated my name
(Thongsy) because it was so telling that I am not from America. I
wanted to change my name to something like Jessica or Mary. But
those days are long gone. I have come to appreciate my name
because it is unique and is a huge part of my personality and my
culture, the things that make me who I am today.
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DEPARTMENT DOSSIER:
Reducing Last Minute
Proposals
I’ve written quite a bit about how to prepare for last-minute
requests and to deal with them when they arrived, but obviously it
would be much better if we just never had to deal with them in the
first place.
I really wish I could title this article “Eliminating Last Minute
Proposals,” but if I knew how to do that I’d quit my job and work as
a very high-paid consultant. Or possibly a rocket scientist. Lastminute (last-hour, last-day, last-week) proposals happen, for a
variety of reasons ranging from “completely out of the PI’s control”
to “completely within the PI’s control.” Your ability to control how
many last-minute proposals your faculty submit is dependent on
how much control they have, so it’s important to understand the
reasons for last-minute proposals and direct your efforts where
they will be most useful.
The Program Officer Phone Call
This one sounds like an urban legend or a plot from a reality show,
but it actually happens: someone from the sponsor contacts your
PI and says that if he can put together a proposal in [some absurdly
short amount of time], he can have [some generous amount of
money]. Seriously. Ask the VPR if you don’t believe me.
You can’t prevent this one, but you may find it easier to deal with
the work if you think about how hard you’ve worked for other
proposals with little chance of funding – at least you know this one
will almost certainly pay off!
The Collaborator Phone Call
This is a variation on the last-minute sponsor request: your PI’s
collaborator at another institution has been working on a proposal
for months, but only tells your PI about it a few days before the
deadline.
This can be more frustrating because the chance of funding isn’t as
good. However, it’s also more common, and if it happens more
than once, you can find out the administrative contact at the other
institution and see if they’ll pull you into the loop earlier. Don’t be
afraid to reach out to them proactively: ‘Hey, I see that there’s
another R01 deadline coming up in a month. Any chance Dr. Jones
has something in the works?’
The PI Who Thinks He Can Sign For NU
Sometimes your PI thinks about reaching out to you and makes a
conscious decision that he doesn’t need to. This often happens for
pre-proposals, white papers, the odd NSF LOIs that need OSR
signoff, and small foundation awards. It’s only when he actually
tries to submit, realizes that the signature line says “authorized
institutional official,” or asks you for a copy of his latest CV, that he
realizes you need to help.
The answer here is education. Be proactive about educating faculty, especially new ones, about how to tell when OSR needs to
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review and/or submit. Be clear that you would much rather they err
on the side of checking with you if they’re submitting anything at all,
even if it’s “just a white paper.” If they do ask and the answer is no,
make sure they know that they did the right thing and you want them
to keep asking.
The Forgetful PI
She knows she should tell you. She always feels really, really bad
when she doesn’t. Yet somehow you’re getting another email that
begins “I’m so sorry, but I forgot…”
Faculty are people. People are forgetful, some more so than others,
especially ones who are juggling research and teaching and advising
and committee meetings.
Send reminders, and not just general ones asking about upcoming
proposals. “Is there anything you’d like to tell me about?” is a much
more difficult question than “Are you working on a proposal for this
program right now?”
Consider sending your department a list of popular upcoming
deadlines once a quarter. Do you have a PI who always submits lastminute SBIR proposals? Set up a calendar reminder and email him a
month before every SBIR deadline. Is your department’s favorite NSF
division’s big deadline coming up the second week in March just like it
does every year, and you know half of them will tell you the first week
in March just like every year? Email your faculty in January specifically
asking them about this program.
The PI Who’s Just Not That Into You
Sometimes you have an investigator who, for whatever reason, just
isn’t interested in informing you about proposals or meeting the
University’s internal deadlines. There may not be anything you can do
about this, but there’s plenty you can try.
Find someone the PI listens to and get them on your side (especially
helpful if you’re new to your position). Is the PI scared of the division
chief? Does he do anything your financial assistant or OSR grants
officer says without question? If you can get the person with the
power of persuasion to be your messenger, it might have a
completely different effect than when you say it. This can be
disheartening, but if it works, use it.
Continued on page 6

Susan Morris is the author of the Department
Dossier column and a Senior Research
Administrator in the Department of Biomedical
Engineering.
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POST AWARD:
Managing Institutional
Training Grants
A NIH institutional training grant (aka: NRSA T32) can be one of
the more challenging awards to administer successfully.
Expenses for the training program as well as the individual
trainees need to be monitored and compared to the available
budget on a monthly basis. Managing a single budget year of
funding is challenging enough, but on a T32, it is possible to have
funds in play from two separate budget years at the same time.
Since carry over is not automatic, any unspent funds are
restricted at the end of the budget year so any mismanagement
can be costly. Let’s examine some good practices and tips on
how to stay on top of the award and maximize use of the
available budget.
Travel and Training Related Expenses
Just like other NIH awards, a T32 has a budget period and a
project period. Since it is possible to appoint a trainee to the
award at any time during the budget year, it is quite possible to
have trainee’s appointment cross budget years. At the end of the
budget year, any unspent training related expenses (TRE), and
travel funds are lost. The NIH generally does not allow us to
report any unliquidated obligations in these categories either.
For example, any items ordered and delivered within the budget
year, but not yet paid for can listed as an unliquidated obligation.
Paid airfare and registration for a meeting within the trainee’s
appointment year, but which will occur after the budget year end
cannot be. In this example, these travel expenses would go
against the following year’s budget. Recently there has been a
change in how we report Post Doc health benefits. Since the
trainee signs a contract for one year, future payments can now
be claimed as unliquidated obligations, and that funding spent in
the next year to cover the expenses when they do hit.
Computers and tablets may be purchased for use by a trainee.
However they must remain property of the training program.
Once the trainee no longer has a spot on the grant, these items
must be returned to the PI. When purchasing
computers be sure to review the NU policy and guidance which
can be found at: http://www.research.northwestern.edu/osr/
computers.html, before any purchases are made. Books are
allowable as long as they are not available through our
outstanding academic library. Books too must remain property
of the training program and not the trainee, and must also be
returned to the PI at the end of the appointment.
Many programs give seminars and invite external speakers to
present. It is acceptable to pay them a small speaker’s fee and to
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reimburse any hotel and airfare expenses associated with the visit.
Expenses for those who are not involved with the program directly
are not allowed. We continue to hear that meal expenses may be
more highly scrutinized in the near future so they must be
documented completely at the time the reimbursements are
requested. Serving refreshments at meetings and seminars is not
allowed.
Appointments and Terminations
It is important to enter the appointment into xTrain as soon as
possible, and ideally, before the start date occurs. In fact, the NIH
specifies that no stipend payments should be made before an
appointment form is accepted in xTrain. We know that is not
always possible because of retroactive appointments. But it is
important to assure that the corresponding payroll work is done at
the same time. If you are doing a retroactive appointment, make
sure that you not only setup the FASIS position going forward, but
that you do any journals required to move the new trainee’s
stipend to the training grant for those earlier months! Retroactive
payroll adjustments are difficult and not always possible because
of different tax and work rules which may apply. Finding that out
two years later when you are trying to process a termination notice
is not a good thing. Graduate assistants function as employees
with an expectation of some work. They receive a salary on 60076,
taxes are withheld, and certify effort reports. Trainees have no
specific work expectations. They receive a stipend on 78050, taxes
are not withheld, and generally don’t have to file effort reports. So
transfers between these two types of pay are usually not possible
retroactively. A trainee may be given a supplement from a nonsponsored award on 78050 and in rare cases additionally
compensated on 60076 (for short periods of time and for
unrelated work). So be sure to do your FASIS entries when you do
your xTrain entries.
Another stipend-related issue to look out for is when the NIH
increases the NRSA stipend amounts around January of each year.
Depending upon the appointment and NGA dates, these increases
may retroactively apply to your current year trainees. So you
should review these dates and decide. Remember that the GCFAs
do not see appointment forms, so we are not aware of any stipend
over/under payments until we review the termination notice.
Lastly, it is not allowable to knowingly make a short term
appointment of less than one year unless you have an approved
short-term spot budgeted.
When it is time to terminate a trainee you should review their
stipend payments against the appointment forms and address any
issues before you initiate the process on xTrain. If there are any

Frank Cutting is the author of Post Award and is a Senior Contract Financial
Administrator in Accounting Services for Research and Sponsored Programs.
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POST AWARD:
Managing Institutional Training Grants
overpayments, we can handle that easily through a credit to
budget code 78630 “Other Expenses” using funds from any
non-sponsored account.
If there was supplemental pay, then you also have the option
of doing a HR journal to change the percentage of grant and
supplemental pay. Without supplemental pay, any
underpayment must be handled through payroll processes.
ASRSP will not sign off on any termination notice where the
stated stipend payments do not match FASIS records. Either
the trainee or PI may initiate the process. The process usually
goes from PI to trainee (to enter training description), then to
the University business official for certification (of dates and
stipend amounts), and finally to NIH for their review and acceptance.
Tracking Expenses
One of the most challenging things about managing a T32 is
tracking expenses by trainee, and if necessary by budget year.
NU Financials provides some tools that are being used to aid
this effort. The use of the Chartfield1 option in our standard
chartstring is being used by some departments. An
alphanumeric code can be used to identify trainees. However
this field is not required so not all expenses will be coded
directly this way when they hit the project. Some use of
correction journals is usually also required to maintain this
system. Another option is the use of NU Financials queries.
With the appropriate security settings you will find them
under Reporting Tools> Query> Query Viewer. Search for
NU_ASRSP_AUDIT_EXP_ACCOUNT. If you don’t have access
you can ask your GCFA to run it for you. This query lists every
single transaction that has hit the award and includes great
information like voucher numbers, expense report numbers,
descriptions and chartstring information. Combine this report
with some intermediate Excel skills, and you can easily use
additional columns and formulas to keep trainee and budget
year expenses separated. GCFAs use a very detailed Excel
workbook to take a snapshot of the award at reporting time.
But for our purposes we look at expense totals in comparison
to budgets, and general allowability. We do not go into the
granularity of how much each trainee spent of their own
travel / TRE allowances. Project activities are also an option,
and work well if purchasing is centralized to a single office.
Project activities are most often used to keep funding years
separate.
Lastly I’d like to try to shed some light on a process the NIH
uses to recycle any funds we report as being restricted. As you
know, at the end of the budget year, any unspent/unobligated
funds are restricted from further use. In an effort to effectively
manage their available funds, NIH will offset new budget funds
with released restricted funds. This action reduces the amount
of new money needed because they are allowing us to use
money we already have in our account, but which was off
limits. This does not affect the award budget.
Is there any interest out there in having a quarterly training
grant administration forum to discuss these issues and improve
our processes and tools? Let me know!
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DEPARTMENT DOSSIER:
Reducing Last Minute Proposals
continued from p.3
What motivates your PI? Is she a worrier? Explain the ways that a
last-minute proposal can go wrong – there are plenty of horror
stories out there. Is she a perfectionist or a bad typist? Offer to
proofread her research plan if she gives you a few extra days.
Competitive? Tell her whoever gets the budget to you first gets
your attention first. If you have a strong relationship with her other
than the last-minute proposal issue, be honest – tell her it’s stressful to you and makes it harder to help her when you’re in a time
crunch.
Use extra challenges to your advantage. New grants officer? Big
deadline? Vacation coming up? Flu going around? Use that context
to frame a request to your faculty. The ones who rutinely ignore
the standard reminders about timeliness might have a lightbulb
moment, and sometimes one smooth submission is all it takes for
someone to realize how much more they enjoy putting together a
proposal with time to spare.
The Bottom Line
None of these strategies is going to catch every proposal or every
investigator, but taken together, I promise they’ll have an
impact. Every one you eliminate will free up more time and willpower to bring the number down even further, and to focus your
attention on the truly unpreventable.

UPCOMING EVENTS
MARCH NURAP@Noon
Recharge Centers
Jennifer Wei and Philip Hockberger
March 28, Hughes Auditorium, Lurie, Chicago
March 29, Ruan Conference Room, Chambers, Evanston
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BEGINNER’S TRACK:
U.S. Department of
Defense

Are you are beginner in research administration, new to federal
awards, or need a refresher of some of the basics?
This column will touch on some fundamental information that
is useful to know regarding federal agencies. The current article
will look at the Department of Defense, with a focus on the
Office of Naval Research.
The agencies that fall under the Department of Defense are the
following:
Army: ARO (Army Research Office), Army Breast Cancer Research Program, CDMRP (Congressionally Directed Medical
Research Programs)
Navy: ONR (Office of Naval Research), NRL (Naval Research
Lab)
Air Force: AFOSR (Air Force Office of Scientific Research)
DARPA (Defense Advanced Research Projects Agency)
MDA (Missile Defense Agency)
DTRA (Defense Threat Reduction Agency)
The Department of Homeland Security (DHS) and the National
Aeronautics and Space Administration (NASA) are not under
the Dept. of Defense
Proposal Submission
If a white paper submission is required (DOD’s equivalent to a
pre-proposal), the proposal needs to be routed in InfoEd PD
only if the sponsor requires institutional signature.
Grant Proposals
DoD grant proposal requirements are solicitation and agency
specific. For this reason, it is very important to review the
solicitation carefully, paying extra attention to the evaluation
factors. The evaluation factors are used by the agencies to
score and evaluate the proposal and select a grantee/
contractor. Unlike NIH and NSF, the peer review process is not
standardized. Be aware of the precise deadline day and time. It
may be earlier than the 5pm local time. Contact your GO
before getting started to determine the best approach for
proposal development.
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Contract Proposals
Many contract proposals (FAR-based solicitations) require the review
and negotiation of potential contract language at the time of
proposal submission. OSR needs ample time to review the solicitation
language, ask questions to the Government prior to the deadline for
asking questions as specified in the solicitation and prepare an
exception letter, if one is required to be submitted with the proposal.
Budgets
Most DoD agencies require detailed budget information. For salaries
they may require justification and payroll records. For travel, they
may require that travel be broken down by number of travelers,
number of days per trip, number of trips, destination, airfare, lodging,
per diem, and any other related travel expenses. Budgeted
equipment often must be supported by catalog prices or vendor
quotes.
Be aware of the F&A Rates. Currently the DOD contracts have a rate
of 55.5%. Irregular budget periods may be based on federal FY (NU
fringe benefits blended rate tool cannot be used for some of these).
The equipment justification should include quotes or estimates from
companies. Note that property may be “government owned” (incurs
F&A) or “grantee-owned” (excluded from F&A).
For the travel justification be aware that foreign travel may not be
automatically allowable unless you have prior approval by DOD via an
approved proposal budget, or if it is a grant under RTC (Research
Terms & Conditions). If a contract budget is greater than $550K, a
small business subcontracting plan is required at proposal time. See
the solicitation for specific guidelines.
Office of Naval Research (ONR)
Headquartered in Arlington, Virginia, the Office of Naval Research
(ONR) coordinates, executes, and promotes the science and
technology programs of the U.S. Navy and Marine Corps through
partnerships with schools, universities, government laboratories, and
nonprofit and for-profit organizations. ONR provides technical advice
to the Chief of Naval Operations and the Secretary of the Navy and
works with industry to improve technology manufacturing processes.

Continued on next page

Sheri Carsello is the author of the Beginner’s Track
column and is a Senior Research Administrator for the
School of Communication
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EVENT PHOTOS
Basic Research for ONR:







Over the past two years, ONR awarded >$1 Billion in R&D
funding to Universities
Over the past two years ONR received 4,304 proposals
through Grants.gov and made 1800 awards (about a 40%
success rate)
Contracts & Grants website: http://www.onr.navy.mil/en/
Contracts-Grants.aspx
Upcoming Funding Opportunities: http://www.onr.navy.mil/
Contracts-Grants/Funding-Opportunities.aspx
Requirements for Preparing a Technical and Cost Proposal:
http://www.onr.navy.mil/Contracts-Grants/submitproposal/contracts-proposal/cost-proposal.aspx

In Fiscal 2013 they have the same level of awards (900 per year),
but by now almost all of those winners have been selected.
Program Officers are now developing programs for Fiscal 2014,
making most selections by June of 2013. Now is the time for PIs
to submit for FY14, and one option is ONR’s special push for
STEM.
ONR’s $80+ Million investment in STEM includes $49M in direct
Navy funding, $34 M in in partnerships with DoD STEM
Programs, over 80,000 students, over 5.600 K-12 teachers, 3,690
Naval volunteers, over 8,000 girls, under-represented minorities,
economically disadvantaged and urban new students, and an
additional 200,000 students reached through outreach and
awareness activities such as science festivals.







FOA requests innovative ideas to extend and enhance ONR’s
current STEM portfolio to:
Inspire the next generation of scientists and engineers,
including women and persons from populations
under-represented in STEM.
Engage students in STEM-related hands-on learning
activities using Naval-relevant content.
Educate students to be well prepared for employment in
STEM disciplines in the Navy or in supporting organizations
Demonstrate Effectiveness through a tiered approach to
assessment

Successful proposals will:





Provide “game changing” solutions
Include active participation by DoN personnel, and/or
collaborations with DoN Activities, Commands, or Labs
Contain a strategy for self – sufficiency
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Focus Areas
Using the Naval Science and Technology Strategic Plan as its
guide (http://www.onr.navy.mil/About-ONR/science-technologystrategic-plan.aspx), the Office of Naval Research fosters, plans,
facilitates and transitions scientific research in recognition of its
importance to enable future naval power and the preservation of
national security. There are nine focus areas that highlight how
S&T advances naval capabilities and guides their investments.
The complete list of focus areas are as follows:











Assure access to the maritime battlespace
Autonomy and unmanned systems
Expeditionary and irregular warfare
Information dominance
Platform design and survivability
Power and energy
Power projection and integrated defense
Total ownership cost
Warfighter performance

Details coming soon.
Make sure to check your email, Linked In,
and Facebook.

