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WORKSHOP AGENDA
Welcome (Workshop Moderator: Mary Slowinski)

The ATE Program

Celeste Carter (NSF, ATE Program)

Grant Managment Keys to Success

Rashawn Farrior (NSF, Division of Grants and Agreements)

Office of Investigations

Maria Leta-Leroux (NSF, Office of Inspector General)
Question & Answer Break

Getting Started with ATE Central
Edward Almasy (ATE Central)

Evaluation

Emma Anne Leeburg (EvaluATE)

Mentoring in the ATE Program
Elaine Craft (Mentor-Connect)
Question & Answer Wrap-Up

ATE GETTING STARTED 2020
Virtual Workshop – October 19, 2020

PRESENTATIONS

NSF Agenda
Getting Started Workshop

! Award Management
! General Information on ATE and reporting
! Office of Budget, Finance, and Award
Management
! Office of the Inspector General

V. Celeste Carter
ATE Lead Program Director
Division of Undergraduate Education
National Science Foundation

AACC/NSF National ATE Principal Investigators
Conference
October 19, 2020
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Part I: Grant Proposal Guide (GPG) and Part II: Award
& Administration Guide (AAG)

NSF By The Numbers

Award & Administration Guide
(AAG)
Chapter I: NSF Awards
Chapter II: Grant Administration
Chapter III: Financial Requirements
and Payments
Chapter IV: Grantee Standards
Chapter V: Allowability of Costs
Chapter VI: Other Post Award
Requirements
Chapter VII: Grant Admin. Disputes
and Misconduct
* Numbers shown are based on FY 2019 activities, the last full year of data.
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Reporting

Accountability

Annual reports
! Due 90 days before the anniversary of your award
! Find the annual report template and save it. Where

Where does the money come from that is
supporting your project?

would you look for the template?

! You need to report and document the
impact and effectiveness of your project to
NSF (Annual Reports*)

! These reports are not cumulative, and should be

written specifically for the most recently completed
budget period.
! Fill out text boxes in template, don’t just attach a pdf

! NSF uses all your information to document
the impact and effectiveness of the ATE
program to Congress and to other
stakeholders (ATE Annual Survey*)
* Required of all awardees
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! Your evaluator’s report needs to uploaded to your
annual report (don’t copy the evaluator’s report
into the annual report template)
When is your annual report due?
(check your letter or check the awards database) 6
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Reporting, con’t.

Reporting, con’t.

Special Requirements:
• Notifications and Requests

Research.gov: single sign in and template for
reports

• Change of PI and/or Co-PI
• Change scope of work
• Reallocation of funds originally budgeted for participant
support.
• You can see the PAPPG for a complete list of notifications and
requests. (NOTE: Notifications/requests are a separate action.
Merely including this information in your annual report is not
sufficient.)

See appendix for report sections
You can attach .pdf files
! External evaluator’s report; photographs, etc.
! Be concise and after submitting, check your report

Returned Annual Report
Final Report: only covers final year of project, follows same

for spelling, cut-and-paste errors, etc.

template

Project Outcomes Report: due same time as final, a brief

Don’t use .pdf files in place of entering text in the
report!!!!

summary, prepared specifically for the public, posted on the NSF website
exactly as it is submitted and will be accompanied by a disclaimer
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Advisory Boards

Institutional Review Boards
(IRBs)

Advisory boards
! Often a good idea for a project to have one
! If you have one, USE IT!!!
! Program vs project advisory board
! They are NOT evaluators for your project

! All projects involving human
subjects must either (1) have

approval from the organization's
Institutional Review Board (IRB)
before issuance of an NSF award
or, (2) must affirm that the IRB
or an appropriate knowledgeable
authority previously designated
by the organization (not the
Principal Investigator) has
declared the research exempt
from IRB review. The language

National Visiting Committee (only for Centers)
! Only Centers are required to have one
! Annual visits
! A group of experts who provide advice, assess the
plans and progress of the project, and enhance
dissemination
9
! 8-10 members
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presents the requirements
clearly and emphasizes the need
for someone other than the
Principal Investigator to declare
the relevant exemptions.

IRB approvals need to be updated yearly (approvals
not exemptions)
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Working with NSF ATE Program
Officers

Crediting NSF

Communicate with Program Officers and Keep them
informed of Progress and or Issues
! Please put your award number in the subject line of the
email
! Emails are usually the best way
! Tell us when something is going to happen; e.g., a
professional development workshop might be good time
for a site visit by a Program Officer

Acknowledgment of Support

! "This material is based upon work supported by the National Science Foundation under
Grant No. (NSF grant number).“ (Oral acknowledgment if appropriate.)

Disclaimer

! "Any opinions, findings, and conclusions or recommendations expressed in this material are
those of the author(s) and do not necessarily reflect the views of the National Science
Foundation."

Copies

! The grantee is responsible for assuring that the cognizant NSF Program Officer is provided
access to, either electronically or in paper form, a copy of every publication of material
based on or developed under this award, clearly labeled with the award number and other
appropriate identifying information, promptly after publication.

Logos

http://www.nsf.gov/policies/logos.jsp
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How to find information about NSF awards
www.nsf.gov

EHR

R&RA

Totals
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Reviewing Proposals for
NSF

Questions?

! Great professional development
! Service to the education community
! Opportunity to forge new collaborations
! Send your Program Officer a 2-page CV
! Not just ATE: DUE (IUSE, S-STEM,
Noyce), DRL, DGE, HRD programs
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DGA YEAR IN REVIEW
ATE PI CONFERENCE

•Completed over 22,000 actions.

GRANT MANAGEMENT KEYS TO SUCCESS

•Relatively small division
– Staff under 30
– Each staff roughly completed on average 1,000 actions
– Conduct award monitoring assistance program among many
other tasks.
– Conducts Advanced Monitoring Site Visit Review to
grantees.

OCTOBER 19, 2020
Rashawn Farrior lfarrior@nsf.gov
703-292-2187
Jannele Gosey jgosey@nsf.gov
703-292-4445
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GRANTEE RESPONSIBILITIES

PI RESPONSIBILITES

• NSF’s legal relationship is with the grantee institution.
• The grantee institution is responsible for proposals
submitted to NSF.
• The grantee institution is also responsible for adhering to
the terms and conditions of an NSF award.
• This includes establishing appropriate policies and
procedures, oversight, internal controls, and training to
ensure that award expenditures are allowable, allocable,
reasonable, and necessary.
• This also includes complying with all relevant federal
regulations and national policy requirements.
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• Responsible for the scientific or technical direction of the
project.
• Serves as the first line of communication to the NSF
Program Officer and the project relating to the scientific,
technical and budgetary aspects of the project.
• Responsible for all timely reports required by NSF.
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KEYS TO SUCCESS

•
•

•
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ALWAYS REMEMBER

Effective Communication
•

Focus on the solicitation budgetary guidelines

Know requirements (award letter, award terms and
conditions indirect cost rate agreement, Uniform
Guidance)

•

Review budget with Sponsored Research Office
prior to submission to NSF

Good accounting practices – accumulation &
segregation of costs

•

Document approvals and conversations between
the awardee and NSF program and grant officials.

8
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RESOURCES
Links to the
Award &
Administration
Guide( AAG)

ASK EARLY, ASK OFTEN!

nsf.gov/awards/managing/

Find how to get
assistance with your
award from the
Division of Grants &
Agreements
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National Science Foundation
Office of Inspector General
Office of Investigations

OIG Organizational Chart
Inspector
General

Maria Leta-Leroux. Ph.D.
Special Agent

Audit

ATE Conference
October 19, 2020

Investigations

Counsel/Admin
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Office of Inspector General (OIG)
Mission

Office of Investigations

! Conduct investigations and review of NSF and its
Programs

! Investigate allegations of fraud, waste and
abuse.
! Investigate allegations of violations of federal
policy and laws.
! Investigate allegations of research misconduct
(fabrication, falsification, plagiarism).
! Conduct outreach.

! Promote efficiency, economy and effectiveness
of NSF internal operations and programs
! Detect and prevent fraud, waste and abuse

! Conduct proactive reviews of targeted areas
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Investigative Process

Typical Allegations
Research Misconduct (FFP)

!
!

We investigate by interviewing individuals, reviewing
documents, issuing subpoenas

NOTE: We review FFP for possible civil/criminal violations

!

Embezzlement/Theft

!

Fraud (including false statements, mail and wire fraud)

We evaluate whether allegations have substance

!

Civil False Claims

We issue Reports of Investigation to NSF with conclusions and
recommendations

!

Criminal False Claims

!

Violations of regulations and policies (conflict of
interest, OMB Circulars, NSF policies)

We also refer matters to OIG’s Office of Audit, and to
Department of Justice or state law enforcement authorities, as
appropriate
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Knowing the Rules

Possible Results of Investigation
!
!
!
!
!
!
!

!

Nothing
Special oversight or review
Administrative sanctions
Suspension/Debarment/Exclusion of individual
Suspension/Termination of Award
Civil/Criminal Remedies
Compliance Plan

The Solicitation lists items NSF funds may not be used for, including:
replacement equipment or instrumentation that does not significantly improve
instructional capability;
"
"
"
"
"

teaching aids (e.g., films, slides, projectors, "drill and practice" software);
vehicles, trailers, laboratory furnishings, or general utility items such as
office equipment (including word-processing equipment), benches, tables,
desks, chairs, storage cases, and routine supplies;
maintenance equipment and maintenance or service contracts;
the modification, construction, or furnishing of laboratories or other
buildings;
the installation of equipment or instrumentation (as distinct from the onsite assembly of multi-component instruments--which is an allowable
charge).

!

You will be held accountable for what is in the Solicitation and award letter,
grant conditions, etc.

!

OIG may investigate you if you break the rules.
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Whistleblower Protection

Your Role

A core value of the OIG is protecting NSF employees,
contractors, and grantees who step forward to
identify potential wrongdoing.

! Manage award effectively– know rules, keep
documentation, have good accounting practices
! Notify OIG of allegations of wrongdoing, and
significant administrative or financial problems
affecting the award
! Respond to OIG’s requests for information
! Take appropriate remedial action if a problem is
identified
! Communicate with your program officer

Federal law prohibits retaliation for providing
information reasonably believed to evidence:
!
!
!
!
!

A violation of law, rule, or regulation;
Gross mismanagement;
a gross waste of funds;
an abuse of authority; or
a substantial and specific danger to public health
or safety.
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Whistleblower Protection
!

NSF Federal employees are protected if they make a whistleblower
disclosure to the U.S. Office of Special Counsel, OIG, or a supervisor.

!

Employees of NSF contractors and grantees (subcontractors and
subgrantees) are protected if they make a whistleblower disclosure
to their management, and OIG, or an official responsible for
investigating misconduct.

!

All of the above are also protected for communication to Congress
or the media.

!

Info on whistleblower protection is available on our website and the
OSC website.

Reporting
Anonymous Hotline
1-800-428-2189
2415 Eisenhower Avenue
Alexandria, VA 22314
ATTN: OIG HOTLINE
E-mail
oig@nsf.gov
Web
https://www.nsf.gov/oig/

https://www.nsf.gov/oig/whistleblower.jsp
http://www.osc.gov
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What is ATE Central?
Getting Started with
• Information hub for ATE
Getting Started Workshop

• Archiving for ATE

ATE Principal Investigators Conference
October 19, 2020

• Supports and promotes
ATE community work
• Provides tools, services,
and publications

Edward Almasy
Director, Internet Scout Research Group
Co-PI, ATE Central
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Information Hub
Information about:
¤ ATE projects and centers
¤ ATE-created resources
¤ ATE events
¤ ATE program and community
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ATE Events Calendar

Tools, Services, and Publications
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Tools and Services:

Publications:

¤ Archiving service

¤ ATE Central Connection

¤ Evaluator directory

¤ ATE Activity Report

¤ Events calendar

¤ ATE Outreach Kit

¤ Microsite service

¤ ATE Fact Sheet

¤ Social media directory

¤ ATE Impacts book+ebook

¤ ATE Office Hours

¤ ATE Impacts blog

http://atecentral.net/events
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Microsite Service

Submit An Event

Submit:
Conferences
Meetings
Summits
Webinars
Workshops
Student Events

¤ Set up for every new ATE project
and center
¤ Custom URL
http://ate.is/myproject
http://ate.community/myproject
¤ Leverage community information
and resources
¤ Not affected by institutional issues

http://atecentral.net/submitevent

¤ Easier archiving
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Social Media Directory

Archiving Service

¤ All digital deliverables
¤ Extend and expand the
impact of your work
¤ Preserves NSF’s investment
¤ Required for all ATE grantees

http://atecentral.net/socialmedia

http://atecentral.net/archiving

9

10

ATE Fact Sheet

ATE Central Connection

Featured Projects
Featured Resources
Community Connection
ATE Success Tips
Did You Know?
Select STEM Resources
Upcoming ATE Events
News & Reminders

http://atecentral.net/connection
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http://atecentral.net/microsites

http://atecentral.net/factsheet
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ATE Impacts Book

Activity Reports

Is my information correct?
What’s going on in my area?
Resources I should be archiving?

http://ateimpacts.net/book
http://ateimpacts.net/flipbook

http://atecentral.net/arguide
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ATE Impacts Blog

Questions? Find
Archiving with ATE Central:
How It Works
Wednesday 1:00pm EDT

Creating Video Content and
Webinars: Best Practices and
Accessibility
Wednesday 3:10pm EDT

http://ateimpacts.net

15
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Here
http://atecentral.net
http://ateimpacts.net
info@atecentral.net
microsites@atecentral.net
archiving@atecentral.net

ealmasy@scout.wisc.edu

10/19/20

EvaluATE Overview
Getting Started with Evaluation
Evaluation at the Conference

www.evalu-ate.org

1
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EvaluATE Overview
Getting Started with Evaluation
Evaluation at the Conference
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◉
◉
◉

Webinars
Videos
Resource materials

◉
◉
◉

• Checklists

• Checklists

• Templates

• Templates

• Worksheets

• Worksheets

• Guides
◉

5

Webinars
Videos
Resource materials

• Guides

Evaluation Coaching

◉

Evaluation Coaching

6
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Upcoming Webinars
Dec 2
2020

Feb 17
2021

Peer learning and
collaboration via
◉ Slack community
◉ Web chats

May 19
2021

www.evalu-ate.org/webinars
7
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www.evalu-ate.org/community

Peer learning and
collaboration via
◉ Slack community
◉ Web chats

9

10

www.evalu-ate.org/community

Peer learning and
collaboration via
◉ Slack community
◉ Web chats
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◉
◉
◉

◉

Evaluation of Equity,
Diversity, and Inclusion
Use and Impact of
Evaluation
ATE Evaluation Task
Framework Validation
Evaluation Services
Procurement

13

◉

◉

◉
◉

Gathers data on ATE
program activities and
achievements
Review with your
evaluator
>90% of ATE PIs
respond
Required by NSF
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◉

◉

◉
◉

Questions are based on the activities
in which your ATE project engages:

Gathers data on ATE
program activities and
achievements
Review with your
evaluator
>90% of ATE PIs
respond
Required by NSF

◉
◉
◉
◉
◉
◉
◉
◉
◉
◉

15

Academic Program Development and Delivery
Educational Materials Development
Instrument Acquisition
Student Services and Support
Professional Development
Professional Exchange
Research and Publications
ATE Program Service
Collaboration
Evaluation

16

I can get data on the
students who participate
in my project from
____________________.

January
February
March

Project and PI info confirmed
Survey opens
Survey closes

(e.g., office, person, other resource)

Getting these data will be
______________________.

(e.g., super easy, a challenge, impossible)

17
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OctoberNovember
18

Reports released

3
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ATE Survey Resources
◉
◉
◉
◉

2021 ATE Survey Question Preview
FAQs
Past Reports
Friendly Staff

EvaluATE Overview
Getting Started with Evaluation
Evaluation at the Conference

evalu-ate.org/annual_survey/
19
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EVALUATION
EVALUATION
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1.
Ask important
questions

4.
Use and
report results

EVALUATION

2.
Gather evidence

for accountability,

improvement, and planning .

Systematic determination of a project’s
quality and impact.

23

about a project’s
processes and
outcomes.

that will help answer
those questions .

3.
Interpret data
and answer
the evaluation
questions.

24
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What will success look like
in your project?

Who could name their project’s evaluator?

Do you have strategies in
place to capture evidence
of this success?
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Launch a Successful Evaluator-Client Partnership
◉

◉

◉

Schedule regular
meetings with your
evaluator.
Work with your evaluator
to create a project
evaluation calendar.
Keep track of what
you’re doing and who
is involved.
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Visit with EvaluATE at
ATE Connect Session

EvaluATE Overview
EVALUATORS

Getting Started with Evaluation

Chat with evaluators
at coffee breaks

Evaluation at the Conference
Attend evaluation sessions

29

30
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31
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Mentor-Connect
Elaine Craft, PI
Ellen Hause, Co-PI

Dennis Faber, Co-PI

Mentoring & Technical
Assistance for…

Rick Roberts, Co-PI

Emery DeWitt, Co-PI

!Grant writing & funding processes
Mentoring in the ATE Program

!Project start-up and management

Getting Started Pre-Conference Workshop
ATE PI Conference
Wednesday, October 23, 2019

2
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Technical Assistance

Technical Assistance
Webinars:
• Budget & budget justification
• Forms required in proposals
• Evaluation
• Coffee Breaks – answers to FAQs
Tutorials: (based on webinar content)
• Budget & budget justification
• Forms required in proposals

Resources
Help desk
Mentors
Leadership Development
3
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Resources (Searchable database)
Checklists
Timelines

Help desk
Connect with a “real” person who can
answer your questions
Mentor-Connect@fdtc.edu

“How to” guides and guidelines
Sample proposals
Useful excerpts from NSF publications
Glossary of terms…and more

(843-676-8547

5
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Mentors

Leadership Development

• Get an experienced ATE Mentor to
o Develop an ATE Project proposal after a small
grant
o Rework/resubmit a declined ATE proposal
o Develop an ATE proposal in collaboration with an
ATE Center
• Be A Mentor
o Apply for Mentor Fellows – an internship to
become a Mentor-Connect Mentor
o Serve as a Mentor- help others prepare grant
proposals

• Mentor-Connect provides opportunities
and guidance to develop your leadership
skills
o Where you work
o In the ATE Community

7
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Timing of Effort as an ATE PI

Timeline ---So Much to Do!

How, & When to do what?
9

9
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NSF Grant Management Checklist:
Getting Started

Data

See Appendix (Getting Started Pre-Conference
Session Workbook)

! Set up data-capture systems ASAP and
be diligent with follow-through
! Be clear about contributions and
expectations for partners and evaluator
! Future funding success depends on this!

And…from the Mentor-Connect Resource
Library…get help with:
• No-cost extensions
• Supplemental funding
• Budget reallocations

11

11

12

2

10/19/20

Golden Rule

Leadership Development and Outreach for ATE-3

“The person with the gold rules!”

NSF DUE #1840856

PI has responsibility for project & money. If
an entity or individual budgeted for grant
funds fails to do the job, the PI can/should
change project personnel or replace a
partner as needed to help ensure project
success.
*Always consult with your Program Officer about

Elaine Craft, Principal Investigator
Co-PIs: Dennis Faber Ellen Hause Emery DeWitt (Project Manager) Rick Roberts
SC ATE Center of Excellence
Florence-Darlington Technical College
Florence, SC 29501-0548
www.Mentor-Connect.org

Mentor-Connect@fdtc.edu

(843)676-8547

changes in Senior Personnel or partners.
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SUPPLEMENTARY

Annual Report Template Sections
Accomplishments
• What are the major goals of the project?
• What was accomplished under these goals (you must provide information for at least
one of the 4 categories below):
• Major activities
• Specific Objectives
• Significant results
• Key outcomes or other achievements
o What opportunities for training and professional development has the project
provided?
o How have the results been disseminated to communities of interest?
o What do you plan to do during the next reporting period to accomplish these
goals?
What Happened during this period?
• Products
o Journal articles
o Websites
• Participants (Senior Personnel – not workshop participants)
o What individuals have worked on the project?
o What other organizations have been involved as partners?
o Have other collaborators or contacts been involved?
Impacts
• What is the impact on the development of the principal discipline(s) of the project?
• What is the impact on other disciplines?
• What is the impact on the development of human resources?
• What is the impact on physical resources that form infrastructure?
• What is the impact on institutional resources that form infrastructure?
• What is the impact on information resources that form infrastructure?
• What is the impact on technology transfer?
• What is the impact on society beyond science and technology?
Changes
• Changes in approach and reasons for change
• Actual or anticipated problems or delays and actions or plans to resolve them
• Changes that have a significant impact on expenditures
• Significant changes in use or care of human subjects
• Significant changes in use or care of vertebrate animals
• Significant changes in use or care of biohazards

Special Requirements
Respond to the items in this section if they are applicable.
• Mention any requests submitted to FastLane/Research.gov Notifications and Requests.
For example, you may have submitted a request for significant modifications to the
scope of work or reallocation of funds originally budgeted for participant support. You
can see the web site for a complete list of notifications and requests.
• NOTE: NOTIFICATIONS AND REQUESTS ARE A SEPARATE FastLane/Research.gov action.
Merely including this information in your annual report is not sufficient.
Attachments
• You must put relevant information into the appropriate text boxes and ONLY attach PDF
files as backup documentation. Among the things that are appropriate to send as PDF
attachments are:
• Evaluation information such as reports from your Advisory Committee and evaluators.
These are often confidential or preliminary and not appropriate to be broadly shared.
• Charts, graphs, data tables, pictures, news articles, and similar material that cannot be
represented in text-only format.
• Documents that are too long to be included in the text boxes, such as modules or short
publications.
FastLane Help: 1-800-673-6188
Research.gov Help: 1-800-381-1532
Special Tips:
The PI develops the annual report. This should NOT be a copy and paste of the evaluation
report. The evaluation report should be uploaded with the annual report (it is NOT your
annual report).
Final Report and Project Outcomes Report: see PAPPG

Archiving & You
What is an archive?
An archive is a collection of materials—often comprised of primary source
documents—that has been preserved for its enduring value. Archives come in
all shapes and sizes, from a small personal archive of cherished family
photographs to a large state archive encompassing millions of records. Each
archive has a unique purpose and scope. For ATE, the Archive is a virtual space
where deliverables and select administrative documents are collected, stored,
and made available in digital format. By collecting these materials in a single
location, the ATE Central Archive broadens the impact and reach of the ATE
community as a whole.
Why should I archive?
No matter how far along you are in meeting the goals of your project or center,
dissemination and continued access to the materials you create is vital. During
the life of your project or center, ATE Central serves as a distribution channel to
the greater ATE and STEM communities; as your project or center sunsets, ATE
Central becomes a secure place to store your materials over time. Additionally,
by archiving your materials in a single location, your colleagues and fellow
grantees can benefit from the easy access that a central archive provides.
Am I required to archive with ATE Central?
If so, what must I archive?
New grantees that apply and are awarded funding under
solicitation NSF 18-571 are required to archive their
deliverables, as described in their initial grant proposals, with
ATE Central. It is important to note that those who receive any
new funding (e.g. a center that transitions from regional to national or from
national to support center; or a project or center that receives a second round of
funding) are also required to archive deliverables created under the new award.

Archiving & You
What do I need to know about copyright?
Copyright refers to the legally recognized, exclusive
rights that are granted, for a limited time, to the
creator of an original work. (To learn more about
copyright, please visit http://copyright.gov.) These
exclusive rights allow the creator to make important decisions as to how the
work may be used or distributed; for this reason, we ask that copyright holders
visit http://atecentral.net/archiving to review NSF’s recommended practice for
licensing materials created with support from the ATE program.
When should I get started? How do I plan for archiving with ATE Central?
The sooner you prepare to archive with ATE Central, the easier it will be. Ideally,
you’ll start planning to archive before you create your very first deliverable. If
you’re already mid-grant or even at the end of your grant, it’s not too late! The
first step to archiving with ATE Central is to complete our archiving checklist
(http://atecentral.net/archiving). If you have any questions, please feel free to
contact us for help. We’ll gladly walk you through the process.
Where can I find more about archiving with ATE Central?
Visit us at http://atecentral.net/archiving for a copy of the archiving
checklist, submission guidelines, and much more. It’s your onestop-shop for archiving with ATE Central! For questions about
archiving with ATE Central, please contact Metadata and Information Specialist,
Kendra Bouda, at kbouda@atecentral.net.

More Info:
About Copyrights:
Creative Commons:
Contact:

http://atecentral.net/archiving
http://copyright.gov
http://creativecommons.org/licenses
kbouda@atecentral.net

Grant Management Checklist – Getting Started
COMMUNICATION-PRESS RELEASE: It is a good practice to issue a press release and otherwise
announce receipt of your NSF grant. Your institution is relatively unique among community or technical
colleges in receiving funding from the National Science Foundation. It is a notable accomplishment!
Press releases should include attribution to the National Science Foundation Advanced Technological
Education Program. When a news item appears in print or online, capture it and have the PI send it to
the project’s Program Officer. NSF logos are available for your project’s use:
https://www.nsf.gov/policies/logos.jsp
COMMUNICATION-PARTNERS/CONTRACTORS: Be certain to notify all partner organizations and
individuals who assisted with or contributed to your grant proposal that your proposal resulted in a
grant award. This includes those who provided commitment letters, your external evaluator (if named in
the proposal), your Mentor if you were in a mentoring program like Mentor-Connect, and your team,
colleagues, and administrators within your institution. Very often with subsequent grants you will call
upon and work with some if not all of the same people/organizations. You want to reinforce at every
opportunity that you value their support and assistance, and that their involvement is critical to the
success of the project.
FINANCIAL-RECEIVING AWARD FUNDS: Identify person in business office who will have
responsibility for accounting for grant funds. NSF does not send a grant award check to the grantee but
rather distributes grant funds by enabling the college to “draw down” funds as expenses are incurred. If
your college business office and /or person responsible for grant accounting is new to financial
management of NSF grant awards, you may want to share the following information about how to draw
down funds. Transactions with NSF are all electronic. To access the Mentor Connect tutorial
demonstrating how to draw down funds, go to www.Mentor-Connect.org, Find a Resource, Library, and
then use the search term “NSF Funds,” resource title: Steps to Draw Down NSF Funding. Alternately,
use this link: https://library.mentor-connect.org/index.php?P=SearchResults&FK=nsf+funds
FINANCIAL-TRACKING/MANAGING GRANT FUNDS: The PI needs to make sure he or she knows the
specific budget codes the college has assigned to your grant budget line items. Codes will be assigned
when the grant budget is loaded into the college’s accounting system. There will likely be far more
college codes assigned than there are grant line items in the NSF budget. The PI and others who will
have budget authority for the grant need to thoroughly understand the cross-walk between the two.
BEST PRACTICE TIP #1: Include the college-assigned budget codes on reimbursement requests, as well as
to personnel and other contracts, prior to submitting or forwarding from your project for payment. The
same is true for Purchase Order numbers, once assigned. Only project personnel understand what each
expense is and where it fits into the overall project budget. The risk of error is greater if this coding is
done by someone less familiar with the grant budget. If participant support costs are involved, it is
especially important that mistakes in payment coding be avoided. BEST PRACTICE TIP #2: Once Purchase
Order numbers have been assigned for grant purchases or contracts, add the PO # to all documents
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being forwarded for payment associated with the PO. This will be of great help to those who process
invoices for payment and build good will for you and your project at the college!
FINANCIAL-REPORTS: The PI should confirm with the business office how and when reports of grant
accounting will be provided to the PI and appropriate administrators. There is always a lag time between
when these reports become available and when an expense was approved for the grant. It is important
to keep up with grant expenditures throughout the life of the project. BEST PRACTICE TIP: Keep a
separate spreadsheet accounting system for PI/project team use that lists expenditures as they are
incurred or requested so that remaining budget amounts by category are readily available to guide
future spending decisions. In-project accounting can then be compared to college reports when they
become available to make sure that there are no discrepancies. It is not unusual for expenses to be
incorrectly coded which can result in an expense being charged to the wrong line item; or worse,
expenses incurred elsewhere at the college may inadvertently be charged to the grant. Someone
working with the project outside the business office who thoroughly understands the grant budget
needs to keep an eye on the money.
DATA – WITHIN PROJECT/INSTITUTION: As quickly as possible, determine what data you need to
collect for your project and where the data are located. If requests for data will need to be made to
your college institutional research person/office (IR), be very specific about what you need and when
you will need it. Work with IR to make sure you understand the specific information that you will need
to provide for data to be pulled from college databases. Data queries require details you may not have
considered. Consult with your evaluator about data requirements and be sensitive to requirements for
protecting student data. Adhere to IRB requirements and your Data Management Plan.
DATA - PARTNERS: Timely collection of data from partners is perhaps one of the most challenging
tasks for any PI. As partnership agreements are put in place for your project (e.g., contract,
memorandum of agreement, subaward), always make delivery of essential data integral to the
agreement. Make expectations clear from the start. On occasion, it may be essential to withhold grantfunded financial support from an external entity to stimulate or ensure cooperation. When having this
data is essential to project evaluation and to assess and document project outcomes and impact,
partners who can’t or won’t provide data about their students or other essential data will detract from
your project and chances of success. Allowing this to happen could also negatively impact your ability to
receive future grant funding that will require strong results of prior support. Be tough about this. It is
important. Also be diligent about adhering to IRB requirements and your Data Management Plan.
HUMAN RESOURCES-PROJECT PERSONNEL: Reread the project proposal carefully, noting all
personnel who are named. Individuals receiving compensation or release time should appear in the
project description, in the budget/budget justification, and in a list of individuals who will receive
funding from the grant (a required proposal document). Make sure that all named individuals
understand the time commitment made to the project, or release time that is to be provided. Work with
appropriate administrators to get faculty and personnel schedules set up for grant implementation. Be
sensitive to the fact that relieving faculty from teaching responsibilities to work on a grant-funded
project can be very challenging for those who manage class scheduling and faculty loading. Whether
grant-supported time is within normal work schedule or an individual is being compensated via overload
or stipend, reinforce the importance of each individual dedicating the time to grant work that has been
planned and/or is necessary to achieve project goals.
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HUMAN RESOURCES-GRANT FUNDS ALLOCATION: The PI should make sure that the college human
resources (HR) department knows if a portion of any employee’s salary is to be charged to a grant. If
there are part-time contracts or overload pay amounts to be charged to the grant, HR should know this
in advance of the work being done. It may be the PI’s supervisor or someone else needs to have this
conversation with HR, but the PI can alert the appropriate person and provide information for this
communication. BEST PRACTICE TIP: Code each personnel request with the appropriate budget code
that aligns with the budgeted funds for payment.
TIME & EFFORT REPORTING: This is a requirement for anyone receiving grant-funded compensation
(including an adjunct faculty teaching to provide release time for another person) and anyone receiving
grant-funded release time. Forms that meet NSF expectations and instructions are available from the
Mentor-Connect Resource Library. Click on Find a Resource, Library, and use search term “Time and
Effort,” or access via this link:
https://library.mentor-connect.org/index.php?P=SearchResults&FK=time+and+effort
EVALUATION-GETTING STARTED: The PI needs to jump-start this activity. The grant proposal
included an evaluation plan, but the plan should be reevaluated and perhaps expanded upon as this
activity begins. The PI needs to make sure that the evaluator has a contract (or that the bid process has
been initiated if the college will hire an evaluator this way). These things will not happen
automatically! Someone must request that action be taken to get an evaluation contract in place. BEST
PRACTICE TIP: If there were adjustments to the project made during pre-funded negotiations with NSF,
this may impact the evaluation plan. Any changes should be discussed with the evaluator and/or may
need to be incorporated in a RFP during a bid process.
EVALUATION-RESOURCES: Evaluation should be integral to your project. For information, tools, and
resources to enhance this component of your NSF ATE grant, seek out the services of EvaluATE, an NSF
ATE-funded resource for ATE grantees. www.Evalu-ATE.org
EVALUATION-ATE SURVEY: In addition to the specific data and information needed by your
evaluator for your project, other data and information are likely to be needed for the project to respond
to the annual ATE Program Survey. This survey is administered by EvaluATE, an NSF ATE-funded
initiative based at the Evaluation Center at Western Michigan University. All PIs are expected to respond
to this survey and provide requested information. The survey is administered in the February-March
timeframe each year.
A new survey is under development for 2021, but to get an idea of what to expect, 2020 survey
information may be accessed at https://www.evalu-ate.org/annual_survey/survey-info/ (on the
EvaluATE website).
PROJECT WORK-MANAGING TIMELINE: It has likely been many months since your proposal was
finalized and submitted. Once an award letter is received, encourage project team members to re-read
the project proposal. Very often, work plans and timelines included in the proposal will need far more
specificity than could be included in the proposal to be a good guide for project implementation. Begin
by expanding the work plan for the first year, confirming activities, deadlines, and responsibilities. For
example, preparing for the ATE PI Conference is an activity that will occur relatively early in the grant
year, and work on this may begin as early as the first of July each year when conference information is
distributed by the American Association of Community Colleges (AACC) who produces this conference
for ATE grantees.
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PROJECT WORK-AS ATE GRANTEE: Are you having fun yet? As you launch your project and reflect
on all of the work you have committed to do, take time to enjoy what you are doing and to appreciate
the privilege that it is to have an ATE grant that empowers you to make a difference. The toughest part
may be start up, when new activities and procedures are being initiated, and you don’t yet know what
impact your work will have. Keep the faith! You may be amazed at all you accomplish by actually
implementing your project. Also remember that help is just an email or phone call away. The MentorConnect Help Desk (Mentor-Connect@fdtc.edu or ph. 843-676-8547), ATE Program colleagues, and
Program Officers are available and want to help you overcome the challenges that are inevitable with
any project that designed to bring about change.
PROJECT WORK-ANNUAL REPORT TO NSF: Annual reports become due 90 days before the
anniversary date of your grant award. The report must be submitted prior to the anniversary date, and
submitting your report about a month prior to this deadline is preferred. Mentor-Connect Resource
Library resources are available to help: Program Officer tips for preparing your annual report, Guidance
in submitting annual reports via Research.gov, and helpful hints from experienced PIs about how to
organize and collaborate on report writing and submission. www.Mentor-Connect.org, Find a Resource.
DISSEMINATION-SHARING PROJECT INFORMATION: It will be awhile before you have significant
outcomes or products to share with others, but keep in mind that proposals to present at conferences
must be submitted far in advance of the actual event. In the meantime, focus on developing clear
communications about what your project will accomplish when successfully completed and who can
benefit from what you have done and what you expect to learn about technician education in the
process. Take an “elevator speech” approach to quickly and succinctly explain your project work (don’t
expect others to read descriptions excerpted from your grant). Use pictures and graphics to tell your
story and as few words as possible. Check out the “ATE Outreach Toolkit” among resources available
from ATE Central, https://ATECentral.net.
DISSEMINATION-WEBSITE(S): Having your project information accessible via Internet is often an
important component of a dissemination plan. However, don’t expect to “build it and they will come.” If
you have a web presence, you need to proactively work to give people a reason to seek out information
about your project and make it easy for them to look you up. BEST PRACTICE TIP: quickly set up a web
presence for your project by working with ATE Central to establish a “microsite,” which they provide for
ATE grantees at no cost. You can quickly upload basic information about your project, and you will have
a URL to distribute for your project. This will be much faster and more cost effective than creating web
pages for your project within your college’s website or creating a stand-alone, external website for your
project. Should your project evolve into a larger initiative later, microsite content can be transferred to
a more complete project website. Go to https://ATECentral.net and then find microsite service under
the Resources tab. This is the direct link: https://atecentral.net/microsites.

This material is based upon work supported by the National Science Foundation Grant No. 1840856. Any
opinions, findings and conclusions or recommendations expressed in this material are those of the author(s)
and do not necessarily reflect the views of the National Science Foundation. This Mentor-Connect advice was
prepared by Elaine L. Craft, longtime ATE PI and PI, Mentor-Connect projects. Updated 09/19/2020
www.Mentor-Connect.org
Email: Mentor-Connect@fdtc.edu Ph. (843)676-8547
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