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OVERVIEW 
 
The Purpose of This Manual 
The Boston Architectural College (BAC) supports research and professional development activities for its faculty and staff 
that advance our overall mission. These research and professional development activities are often supported by external 
grant funding opportunities from the federal government and private foundations. To be pursued, these grants require 
review and approval of the institution in order for there to be proper oversight of its financial and legal obligations. This 
procedure manual has been developed jointly by BAC educators and administrators to provide a step-by-step process for 
requesting review and approval in order to successfully apply for and manage grants at the BAC.  
 
PLEASE NOTE: This manual is not intended to replace the actual grant application, but rather to begin the process of 
organizing ideas and documents related to the grant. It also serves to notify the various BAC personnel involved in the 
grant administration process about what the grant involves, and helps facilitate communication throughout the grant 
application and implementation process. The internal grant application must be submitted for approval by the Provost 
and, if accepted, by the President’s Cabinet before initiating the application process with the granting agency. 
 
Why Apply For a Grant? 
Grant funding is critical to supporting and enhancing the work that we do at the BAC. It can provide practice opportunities 
for students, research opportunities for faculty and a chance to expand and develop new collaborative academic and 
administrative initiatives college-wide.  
 
The Institutional Impact of Applying For A Grant 
The grant application process is not an individual endeavor. Creating a successful grant application is a detailed and time-
consuming process that requires the input and approval of senior leadership in different departments, and you must 
carefully consider how your grant proposal impacts the institution in terms of time and personnel. You can expect members 
of the executive leadership across the BAC to spend numerous hours working to support your grant application efforts, 
ensuring that the grant application meets the College’s financial, educational, and development goals.  As the grant 
applicant, it is your responsibility to select grants which align with these goals and which support the broader work being 
done at the BAC. Additionally, you must consider the long-term maintenance of a grant and how a grant project will 
continue after initial funding. For instance, federal grants typically produce cost after a certain number of cycles, which 
may require diversifying funding through a mix of both federal and private grants as other grants can be used to meet cost 
share.  
 
What a Successful Grant Application Must Include  
Only those grant applications which can demonstrate tangible benefits to the BAC will be met with approval.  You must 
demonstrate a net gain to the BAC which will offset the considerable work of applying for the grant itself. 
 
Any grant opportunity should be pursued in order to:  

- support existing work at the BAC  
OR 

- provide resources towards the creation of previously approved initiatives 
 
 
 
 
 



GRANT PROPOSAL FORM  
 
Instructions 
This form is used to propose applications for grants and fellowships for approval by the BAC Cabinet. Here you must 
provide information about funding sources, reasons for applying, and application of funds within the BAC. This form 
must be submitted to the Cabinet for approval, along with a one-page abstract, BEFORE officially applying to any grants 
or fellowships. 
 

 

Applicant Information 
 
Applicant Name(s)  

 
Title(s)/Position(s)  

 
Department  

 
Are you applying for this grant alone, or in partnership 
with another organization? 

 alone    with another organization  

 
If with another organization, who is the primary applicant?  myself    the other organization  

 
If partnering with another organization, please provide the following information: 

 
Name of Organization  

 
Address  

 
Email Address of Contact Person  

 

Grant Information 
 
Organization Name  

 
Address  

 
Grant Title  

 
Deadline for Grant Application  

 
Amount of Grant Request  

 
Award Notification Date  

 
Duration of Grant  

 
Cost Share/Matching Funds (if applicable)  

 
Has the BAC applied for a grant from this org. before?  yes  no  

 
Was the grant received?  yes  no  

 

  



 
Briefly describe the deliverables required as part of this grant: 

 

  

  

  

  

 
 
Briefly describe which resources the BAC will be required to commit to this grant (attach separate page if you need more 
room): 
  

  

  

 
 

Project Budget 
 
Equipment, Materials & Supplies:  

 
Stipends & Honoraria:  

 
Travel:  

 
Overhead:  

 
 

Ongoing Grant Maintenance 
 
The life of a grant project extends beyond the initial funding period. Please describe both organizationally and financially 
how you will maintain the project during the funding period and beyond.  If you are not the primary grant applicant, 
please indicate whether you will be involved in ongoing grant maintenance with the partnering organization. 
  

  

  

  

 

 
Grant Description 
 
Provide a short summary description of the grant you are seeking. 
  



  

  

  

  

 
Project Description 
 
Provide a description of the proposed project, including information about how it relates to existing BAC educational 
and administrative activities. 
  

  

  

  

  

 
 

Institutional Benefits 
 
Describe a description of at least three different ways that this project will benefit the BAC. 
  

  

  

  

  

 
 

Attachments 
In addition to this form, please include the following documents: 
 

- Grant RFP document/call for submissions.  If you are the primary grant applicant, please also include a list 
of items to include in grant submission (letters of support, supporting documents, etc) 

 

- CVs of all primary grant applicants (not required if you are a secondary grant applicant) 
 

- Proposed application timeline 
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In order to establish whether your grant application meets these criteria, you must show how the BAC will benefit from 
receiving this grant.  In addition to benefiting your own work, you are required to demonstrate how the grant will benefit 
the institution as a whole.  Examples of such benefits include: 

- A grant which will provide practice opportunities for BAC students 

- Funding to pay adjunct teaching stipends  

- Funding to bring a speaker to campus 

- Funding for conference attendance 

- Funding which can be allocated towards general operating support at the BAC 
 
Approaching the grant application process with these items in mind will ensure that our faculty, staff, and administrative 
resources are not unnecessarily overextended – including your own. 
 
Who Will You Work With? 
In higher education institutions, grant application and management is a coordinated effort and requires administrative 
support from different departments.  You should expect to coordinate the development of your grant application with the 
following departments: 

- Finance 

- Institutional Advancement 

- Academic Affairs / Office of the Provost 
 
 
 
To Get Started 
To begin this process, please notify the administration of your intent to apply for a grant.  Please send an initial email with 
a brief description of your interest in applying for a grant to grants@the-bac.edu
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Grant Application Preparation Timeline Overview 
Preparing to submit a grant application starts with a series of conversations with BAC faculty, staff, and includes the 
Cabinet.  These conversations establish consensus and ensure institutional support for the development of the grant 
proposal, budget creation, gathering of supplemental materials, and ensure that the correct people are in place to finalize 
the actual grant submission.  Times can vary, but the timeline below is typical for most grants: 
 
 
4-6 MONTHS PRIOR TO SUBMISSION 

 
 
 
 
3 MONTHS PRIOR TO SUBMISSION 

 
 
 
4 WEEKS PRIOR TO SUBMISSION 

 
 

 
 
 
 
48 HOURS PRIOR TO SUBMISSION 

 
 
 
The next page includes a detailed timeline of both internal AND external responsibilities leading up to the grant submission 
deadline. 

Faculty member meets with
department Dean to propose
grant application

Dean works with faculty
member to develop project
scope and goals, and to
complete Grant Proposal
Application Form

Provost first and, if accepted,
Cabinet reviews Grant Proposal
Application Form and submits
approval or denial, comments,
and edits to Dean

Dean and faculty make
revisions to Grant Proposal
Application Form; begin draft
grant application

Dean submits draft of grant
application for review by
Provost and, if accepted, it
is submited to President's
Cabinet

President's Cabinet sends
comments and edits to
Dean

Dean and faculty revise
grant application

Dean and faculty make 
revisions to Grant Proposal 

Application Form; begin 
draft grant application

Dean submits final draft of
grant application to the
President's Cabinet

President's Cabinet sends
final comments and edits
to Dean

Dean and faculty finalize
grant application

Dean and faculty make 
revisions to Grant Proposal 

Application Form; begin 
draft grant application

Dean submits request for
grant application signature
to Vice President of
Finance and Administration

Dean and faculty establish
grant submission date, and
coordinate with Vice
President of Finance and
Administration

Dean, faculty, and Vice
President of Finance and
Administration meet to
submit grant application

Dean and faculty follow up
with grantor to ensure that
grant application has been
received
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Grant Application Preparation, Submission, and Management 
Below is a detailed timeline of both internal AND external responsibilities leading up to the grant submission deadline, 
through the duration of the grant, and after the grant has ended. 
 
 
1. INITIAL EXPLORATION (4-6 months prior to submission) 
   
INTERNAL PROCESS  EXTERNAL PROCESS 
   
1. Review grant RFP, bring to cabinet member from your 
department for review and approval. 
 
2. Convene group of BAC faculty and staff from 
Education, Finance and Administration, and Institutional 
Advancement to create proposal team and define project 
scope and goals. 
 
3. Complete the Grant Proposal Form - Internal 
Application Review, and submit it to the Cabinet after 
Provost, VPIA and VPFA approval. 
 
4. If you are applying for a federal grant, become 
Authorized Representative from BAC main Point of 
Contact. 

 1. Make initial contact with granting organization or agency. 
Confirm deliverable dates/grant timeline. 
 
2. Confirm budget parameters (i.e., what you can and cannot 
spend money on). 
 
3. If available, attend any information sessions on the grant 
application process. This is common for some federal grants. 
 
4. Download application package and confirm application 
requirements. 
 
5. Determine appropriate level of contact with grantor. Some 
federal agencies will review proposals, budgets and help you 
find subject matter experts. Take advantage of this! 

 
 
2. DEVELOPMENT OF PROPOSAL (3 months prior to submission) 
   
INTERNAL PROCESS  EXTERNAL PROCESS 
   
1. Meet regularly with Finance to develop realistic budget 
that includes all BAC expenses (overhead, fringe benefits, 
etc). If the grant reimburses overhead expenses, 
incorporate a percentage into your overall project budget 
(at least 10% minimum in lieu of predetermined NICRA 
rate). 
 
2. Two to three months prior to deadline have the grant 
application (including draft budget) complete for review 
by Provost, VPIA and VPFA. Meet with IA to develop a 
timeline for all deliverables outlined in the proposal. Four 
weeks prior to submission, secure final edits or approval 
of all documents by President’s Cabinet. 
 
3. At least 2 weeks before grant deadline, ensure that BAC 
faculty/staff have access to grant submission website (if 
applicable), and appropriate permissions to submit grant. 
Gather signatures from VPFA for final approval, submit 
application at least 48 hours before grant deadline. 

 1. Work with grantor point of contact to develop proposal as 
appropriate, especially over the budget. Find out what they can 
and cannot pay for. 
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3. GRANT SUBMISSION 
   
INTERNAL PROCESS  EXTERNAL PROCESS 
   
1. Prior to submission, make sure that final versions of all 
grant application materials have been approved by the 
President’s Cabinet. 
 
2. Submit application according to grantor guidelines. 
 
3. Establish person responsible for signing and submitting 
the grant, and ensure that they will be on campus to 
finalize the submission on the expected submission date. 
If they are unable to be present, establish an alternate date, 
and (if applicable) ensure that they have access to the grant 
submission website. 
 
4. Once submitted, compile application materials and send 
to President, Provost, and BAC archive.  
 
5. If grant is not successful, please collect any notifications 
and comments alongside existing application materials and 
notify everyone. 

 1. Submit application according to grantor guidelines, 24 hours 
prior to deadline at the latest. 
 
2. Check that grant has been received. 
 

 
 
 

  

   
4. GRANT MANAGEMENT 
   
INTERNAL PROCESS  EXTERNAL PROCESS 
   
1. Once notified of award, the Provost, VPIA and VPFA 
need to be notified of the award to manage fund 
distribution. 
 
2. Define roles of everyone involved in project. 
 
3. Establish regular meeting schedule with Finance to 
ensure that grant funds are being appropriately disbursed. 
 
4. Depending on content, meet with Education Director/ 
Dean/Provost to ensure that education/research goals of 
grant are being executed properly. 
 
5. Set up internal contract with Principal Investigators. 

 1. Determine budgeting system that grantor uses. 
 
2. Define roles of grantor. How much contact will they have 
during the grant term, what kind of support will they offer, 
what kind of reporting system will they use (narrative, 
qualitative), etc. 
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5. REPORTING 
   
INTERNAL PROCESS  EXTERNAL PROCESS 
   
1. Determine frequency of reporting to grantor (monthly, 
quarterly, etc) and reporting method. 
 
2. Meet with grant team to ensure that all goals are being 
met. 
 
3. If budget reporting is required, this will have to be 
reviewed with Finance prior to report submission to 
grantor. 
 
4. Set up periodic internal reporting process with Finance, 
IA and Academic Affairs. 
 
5. Meet with Finance before end of fiscal year to review 
budget. 
 
6. For each reporting period, give a brief summary 
presentation of your progress at Education Council. 

 1. Determine reporting method and the grantor’s requirements 
for reporting (content, etc). 
 
2. Be on time! 

 
 
 

  

   
6. GRANT CLOSE-OUT 
   
INTERNAL PROCESS  EXTERNAL PROCESS 
   
1. Get close-out procedure from grantor. 
 
2. Meet with grant team, Finance, Education 
Director/Dean and Provost to ensure all final expenses 
have been reconciled and the grants of the goal have been 
met. 
 
3. If working with a larger team, make sure that everyone 
required for reporting is able to commit time to compiling 
the close-out documents. 
 
4. Begin compiling document and submit by grantor’s 
deadline. 
 

 1. Get close-out procedures and deadline for final report 
submission. This will likely be after the grant period ends but 
check with grantor to confirm deadlines and final content. 
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DEFINITION OF ROLES 
These Cabinet, faculty and staff positions will have the following roles in the grant application process and management 
process. 
 
Provost 
As the Chief Academic Officer, the Provost reviews all academic grant proposals, evaluating their alignment with the BAC’s 
institutional mission and strategic plan, as well the balance of risks and benefits they may bring to existing or future 
educational endeavors and goals. The Provost may recommend additions or changes to the initial proposal before 
advancing to the President’s Cabinet for approval. Once approved by the Cabinet, the Chief Academic Officer reviews all 
submission documents and tracks the grant implementation process. 
 
Vice President for Finance and Administration 
The Vice President for Finance and Administration (VPFA) is the print line for the application process and budget. The 
VPFA must review the final grant application package prior to submission. After funding, the VPFA has to be included in 
the reporting and budget management process. VPFA is always the main signatory for a grant and provides internal 
oversight. 
 
Vice President of Institutional Advancement 
The Vice President of Institutional Advancement (VPIA) reviews grant proposals, proposed budgets, required outcomes 
and reporting deliverables. The VPIA also records and tracks all grants applied for by the BAC. They create the grant’s 
fund account, accepts and books grant payment prior to sending to Finance, and ensures proper grant reporting and 
stewardship. 
 
Dean 
The Dean of the School is responsible for the adequate management of the grant, tracking grant funds and activities and 
adequately aligning them with School budget and curriculum. The Dean also maintains information flows between the 
faculty member and/or Education Director responsible for grant deliverables and the Provost, VPFA and VPIA. 
 
Core Faculty/Education Director 
When a grant application is pursued by an adjunct faculty member, the Education Director serves as liaison with the 
School’s Dean(s) and is the direct supervisor of grant related activities within the curricular area(s) under her or his purview. 
 
Adjunct Faculty 
When an adjunct faculty member is interested in pursuing an institutional grant to benefit the BAC, she or he must explore 
the possibilities with the hiring Education Director or Dean, who will review the initial proposal. Once it has been 
determined that there is a good fit between the grant content and the School or the BAC’s broader institutional plans, the 
Education Director or Dean must take the responsibility of managing the grant as co-signers of the application.   
 
Authorized Organization Representative 
The AOR is the person who is authorized to sign and submit all grant applications. At the BAC, the AOR is the VP of 
Finance and Administration. AOR is a term that is used mainly for federal grants.
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GLOSSARY 
 
Award 
The amount of money given from the grantor to the grantee to complete the goals outlined in the grant proposal. The 
grant award only includes funds from grantor, it does not include cost share or indirect costs of the grantee. 
 
Cost Share 
Portion of grant funding not provided by the grantor. Cost share can be a fixed amount or percentage of funding, or a 
non-monetary contribution like staff time. Many grants require some kind of cost share contribution. It is always important 
to check with the funding agency for what qualifies as cost share. See support in-kind for more information. 
 
Cognizant Agency 
Any federal or state agency that conducts audits of a grantee’s indirect cost rate agreement (see NICRA rate) on behalf of 
other federal or state agencies. For example, the BAC might have a grant with USAID, but their cognizant agency in charge 
of NICRA might be a different branch of the federal government. 
 
Direct Costs 
Costs associated with the grant funded project. This includes travel, materials, consultant fees, staff salaries funded directly 
by the grant and any other associated miscellaneous expenses associated directly with grant activities. 
 
Fringe Benefits 
Any additional benefits associated with staff salaries. This includes health insurance, vacation time, FICA and other taxes 
paid for by the BAC. 
 
Grantor 
Entity that issues grant funding opportunities and manages applications and distribution of funds. This can be a 
government agency like the National Endowment for the Humanities, a state agency, private foundation, corporation or 
non-profit organization. 
 
Grantee 
Recipient of grant funding from grantor. For example, the BAC becomes a grantee when awarded funding from a grantor. 
 
Indirect Costs 
Costs that are incurred by the BAC that are not part of regular grant activities. These costs include use of general facilities, 
existing equipment (computers, printers, supplies), and/or administrative and student services not directly supported by 
the grant. Indirect costs can also be considered overhead. 
 
Principal Investigator 
The lead grant administrator who is responsible for grant administration, budgeting and reporting. This person would likely 
be a Dean or Education Director at the BAC. 
 
Main Point of Contact 
A grant administrator who is the primary source of contact for grant administration responsibilities, both internally and 
externally. In many cases this person will also be the Principal Investigator. 
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Matching Funds 
Additional funds that support grant activities that do not come from the grantor. These funds can be raised through 
additional grants, donations, or in-kind contributions, depending on the type of grant. Most grants, especially federal grants, 
require some kind of matching contribution. 
 
NICRA Rate (Indirect Cost Rate) 
Negotiated Indirect Cost Rate Agreement (NICRA). A NICRA rate is a pre-determined percentage that is associated with 
most federal grants that covers indirect and overhead costs incurred by the BAC during grant activities. NICRA rates must 
be prenegotiated through a written agreement with the cognizant agency prior to grant application. If no predetermined 
rate exists for a non-federal grant, the BAC can support a 20% standard indirect cost rate, or the maximum allowable by 
the grantor. For federal grants, the maximum rate allowed without a NICRA rate is 10% (unless otherwise specified). The 
US Office of Management and Budget has published standards on securing a NICRA rate in title 2 of the Code of Federal 
Regulations Part 200 (2 CFR 200). 
 
For federal grants, the maximum rate allowed without a prenegotiated NICRA rate is 10% (unless otherwise specified). 
The US Office of Management and Budget has published standards on securing a NICRA rate in title 2 of the Code of 
Federal Regulations Part 200 (2 CFR 200). 
 

Overhead 
Costs attributed to general operations where grant activities occur. For example, this can be building use and maintenance. 
Overhead costs can sometimes be included in indirect costs. 
 
Primary Grant Applicant 
The person or department responsible for grant administration, reporting, budgeting, and oversight of the grant. 
 
Secondary Grant Applicant 
A person or organization who is providing a specific service in fulfillment of the grant, but that does not manage any 
portion of the application or administration of the grant.  Where the BAC is the primary grant applicant, the secondary 
grant applicant would be a person or organization outside of the BAC, and vice versa. 
 
Support in Kind 
Non-monetary support for grant activities. This included staff time dedicated to grant, in-kind contributions of supplies, 
volunteer time or classroom support for a project. Support in-kind can be attributed to cost share if allowed.
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APPENDIX 
 
Past Grants Received 
 
US Department of State Education Partnership Grant with National College of Arts (Rawalpindi and Lahore, 
Pakistan)  

Goals: develop new courses in heritage conservation, create collaborative research and learning experiences for students 
and faculty, develop field school opportunities, investigate online course delivery platforms for NCA. 
 
Robert Ogle: Project Director 2013-2015 
William Remsen: Associate Project Director 2013-2015 
Jennifer Allard: Administrative Assistant 2013-2015 
Don Hunsicker: Project Director 2015-2017 
Eleni Glekas: Associate Project Director 2015-2017 
Dragana Kovacevic: Administrative Assistant 2015-2017 
 
Amount: $1,000,000 
Duration: 4 Years (2013-2017) 

 
US Department of State MDS Scholarship Grant 

Goal: Provide funding for tuition and travel to the United States for NCA faculty to complete the MDS-Historic 
Preservation degree at the BAC. 
 
Eleni Glekas: Project Director 2017- 
Don Hunsicker: Associate Project Director 2017- 
 
Amount: $46,253 
Duration: 18 months (June 2017-December 2018) 

 
US Department of State NCA Faculty Training Grant 

Goal: Provide funding for training workshops in historic preservation (materials conservation, digital documentation), 
teaching methods and curriculum development for Architecture and Cultural Studies/Communication faculty at 
National College of Arts, Lahore. 
 
Eleni Glekas: Project Director 2018- 
Don Hunsicker: Associate Project Director 2018- 
TBD: Administrative Assistant 2018- 
 
Amount: $489,000 
Duration: 2 years (January 2018-December 2019) 
 

Cummings Foundation OneWorld Boston Grant Program 
Goal: Establish the Ada Louise Huxtable Fellowship, which will reward four exceptional students each year with 
scholarships to promote design leadership in community service. These funds will provide critical instructional support 
to the College's Gateway to Practice Initiative. 
 
Len Charney: Project Director 2012- 
Amount: $100,000 
Duration: 2 years (September 2012-September 2014) 

Resources 
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Foundation Center 
Foundation Center maintains the most comprehensive database on U.S. and, increasingly, global grantmakers and their 
grants — a robust, accessible knowledge bank for the sector. It also operates research, education, and training programs 
designed to advance knowledge of philanthropy at every level. The Office of Institutional Advancement maintains the 
Preferred Plan membership. BAC faculty and staff may access Foundation Center through the below credentials. 
 

Website: https://fconline.foundationcenter.org  
Username: thebac 
Password: 320newbury 

 
Grants.gov 
The federal government’s centralized website for all grants from all federal agencies, including smaller agencies like the 
NEH and NEA. This website also offers information on eligibility and basic information on applying for and navigating 
the federal grant process. Grants.gov is also the application portal for all federal grants advertised on this website.  

 
Website: www.grants.gov 
Username/password: applicant is assigned individual username and password from VPFA   (eBizPOC for all federal 
grants) once internal approval is given to pursue a particular federal funding opportunity.    

 
 
 
Helpful Hints 

 
Diversifying the portfolio: To meet cost share or continue funding over multiple funding cycles, it is helpful to 
diversify funding and seek a mix of private and federal grants. As you identify and begin a grant application, it is 
helpful to also identify smaller grants to diversify funding. Additionally, you should work with your grant application 
team to carefully consider how you will identify matching funds and cost share ideas. 
 
Keep in mind that the federal government is made up of multiple arms, each with its individualized bureaucracy and 
procedures for grant applications and maintenance. 
 
When you are putting your proposal together, find successful proposals form past awards from the grant you are 
applying for (if available). This will help you understand what the grantor is looking for in terms of their funding 
priorities. Remember, government agencies and non-profits/foundations fund projects that align with their specific 
set of priorities. Successful grant applications mirror those priorities through projects and support  
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