
Congratulations on being awarded funding for your grant proposal! This document is here to advise you
on the basic terms of your grant, and act as a guide to help you access funds. While we have done our best
to make this guide as comprehensive as possible, there may be instances that fall outside what is covered
in this document. Please don’t hesitate to reach out to the Office of Research (OOR) if you have any
questions or need help navigating the grants process.

Best,
Katie Faulstich

Program Specialist | Office of Research
officeofresearch@mica.edu

Award Letter

Please retain a copy of the email notification that you received from the Office of Research for your
personal records (Subject: [NOTICE] Grant Program Name). This email contains important information
including your award amount and the funding source for your award. Make note of any special terms or
stipulations listed in your award letter such as if your project requires IRB review, or if you listed a
project expense that is restricted under the grant program. When submitting any paperwork to access your
grant funds, you must append a copy of this letter.

NOTE: Though you may have applied to a specific grant program, some projects are identified for
funding from other sources due to initiatives of the college. This will be noted on your award letter.

Accepting and Declining Awards

Upon receiving your award letter (delivered by email), we ask that you accept or decline your grant
within 5 business days. This can be done by simply replying to the email award letter delivered to you
from officeofresearch@mica.edu. Depending on certain factors, this may allow the Faculty Grants
Committee to redistribute declined funds to other deserving projects that went unfunded in the original
application process.

If due to a change in circumstances your project is no longer viable or has received support that makes
your awarded funds redundant, we ask that you notify the Office of Research that you are declining the
award within 10 business days of receiving notice of such changes.

There are no penalties for declining an awarded grant. Declining awarded funds exempts you from any
reporting requirements tied to the grant program from which you would have received funds
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Award Period

Spending for Lucas, Brenner, Research, and Rosen grants must be completed within 12 months from the
date funds were awarded. Awardees may request a single extension of up to 6 months; approval of such
extensions are at the discretion of the Office of Research. The total award period is never to exceed 18
months. Extension requests, with details on why the extension is required, should be submitted via the
Budget Adjustment Request form.

Spending for grants from the Part-Time Faculty Professional Development Fund must be completed
within the same fiscal year (June 1-May 31 cycle) they were awarded.

Course Release/Substitution

Research Grant recipients who have been awarded a Course Release/Substitution are expected to abide by
the non-financial obligations outlined in this guide. Please refer to the Acknowledgment of Support and
Notification of Project Completion and Grant Reporting sections of this document for more information.

Allowable Expenses

Allowable expenses are those that:

● meet the grant-specific guidelines set forth in the grant prospectus, including caps on
equipment purchases ($2,000) and restrictions on payments to individuals

● are properly documented per MICA’s policies.
● are previously outlined in your grant application budget.
● are not disallowed in your award letter.

NOTE: There are some grant-specific restrictions to expenses, including caps on equipment purchases
($2,000), and restrictions on payments to individuals. Please reach out to OOR ahead of any
expenditures related to these areas.

Budget Adjustment Requests

While you have been awarded funds to execute a specific project, we understand that there might be
instances where elements of the project may need to be adjusted. Any budget deviations that alter from
what you originally outlined need to be reviewed and approved by the Office of Research. This includes
new categories of expenditures and major changes to the content or scope of the project.

https://www.mica.edu/offices-divisions/academic-affairs-provost-office/faculty-resources/faculty-grant-information/forms-resources/
http://mica.edu/facultygrants


Our internal grant programs do not have discretionary funds, so all changes still have to remain on budget
with your original awarded amount. If you are unsure if a change to your project requires budget
adjustment approval, please contact the Office of Research.

Should you need to request a budget adjustment use the form found here. The form will request that you
upload a copy of your original Award Letter, provide a brief justification that demonstrates the changes
align with the original project, and an amended budget.

Accessing Grant Funds

Except under certain special circumstances, grant funds are accessed through the Office of Finance’s
Expense Report process in Workday. Workday Expense Reports for internal faculty grants require
additional information that is not be required of other Expense Reports. Please carefully follow the
Internal Faculty Grant Quick Start Guide:  Creating a New Expense Report to ensure proper submission
of expenses.

Invoices

If a company is invoicing you for goods or services as part of your project, you may be able to make
arrangements for OOR to pay the company directly on your behalf. Please contact the Office of
Research ahead of any invoicing to find out if this option may work for your project’s expenditures.

Fiscal Year Responsibilities

All expenses towards a grant project need to be submitted within the same Fiscal Year they incurred, even
if the project is not yet complete. Spending on grants awarded through the Part-Time Faculty Professional
Development Fund must be completed within the same fiscal year awarded. A balance of funds can be
carried across a fiscal year without a penalty for all other grant programs within the terms of the
performance period.

MICA’s fiscal year does not directly correspond with the Academic or Calendar year; it runs from June
1st to May 31st crossing over both calendars.

Institutional Review Board Review

Some projects may be subject to Institutional Review Board (IRB) review before the distribution of
awarded funds due to their activity being designated human subjects research. If this is the case, it will be
noted in your award letter. Awardees who have their projects flagged for IRB review should read through
this website and reach out to irb@mica.edu to begin the review process.

https://drive.google.com/open?id=1Br_gWQo-OOH1kpLDKWzBKf4f0y_js-tpaXW_Dd70rzY
https://docs.google.com/document/d/1W09kygvex8xlNNFoTDp7Y9VQkCFqeNE57JoR-5jsR34/edit
http://www.mica.edu/irb
mailto:irb@mica.edu


Acknowledgment of Support

When appropriate, an effort should be made by recipients to acknowledge the college’s support of
exhibitions, publications, and events through its grant programs. The following generic statement can be
used for these purposes:

This [project/event/publication] was generously funded by a [Grant Program Full Name]
administered by the Office of Research at the Maryland Institute College of Art (MICA).

For access to files of MICA’s logo for public use, please visit the Strategic Communications Toolkit
Identity page here.

Closeout:  Notification of Project Completion and Grant Reporting

When you have completed all financial transactions tied to your grant activity, please send an email
notification to officeofresearch@mica.edu. After the completion of your project, you have 3 months to
submit a report on the activity and impact of your work. This applies to projects that were supported
through course release/substitution and projects receiving monetary support. To submit your final report
please visit this site.

https://www.mica.edu/offices-divisions/division-of-strategic-communications/toolkit/branding/identity-system/
https://forms.gle/UWsATJhyS6jQ3y3B9

