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BACKGROUND INFORMATION 
Our Continuous Process Improvement (CPI) Team was formed in September 2016.  The team 
was put together to examine the College’s Grant Processes for Federal, State, and other 
grants.  The team evaluated current processes related to researching grant opportunities, 
proposal writing, grant management, implementation and achieving grant outcomes, and 
grant close out.  The CPI team is comprised of individuals who are currently involved with 
grant projects from writing, program managing, and Implementation. We also have 
representation from other areas of the College including those in faculty and administrative 
capacities.  
 
  The driving factors for this effort were: 
 

1) Analyzing the current grant management processes from inception to completion to 
see if we have the right processes in place to meet deliverables for the specific grant 
projects. This also includes budgetary goals. 

2) Better alignment with the College’s strategic plan. 
3) Development of strategies to increase the number of well aligned grant proposals 

and awards.  
4) Increasing awareness of grant making and management resources available to the 

college faculty and staff.   
 

In the past, Henry Ford College did have a formalized grant writing office.  Due to financial 
issues experienced during the 2012-2013 fiscal year, a budgetary needs analysis determined 
having a designated grant office was not a viable option at the time. Therefore, grant writing 
and grant management services were decentralized or discontinued.  In 2012 Henry Ford 
College was awarded large grants through the Department of Labor. The TAACCCCT grant 
and the American Michigan Center for Apprenticeship Innovation grant are the major 
grants received. These two opportunities have provided the institution with the necessary 
funds to support grant staff for these programs and provide insight into the requirements 
for successful grant development and implementation opportunities for the College.  While 
these grants were in the area of higher education and workforce education, they can 
provide a meaningful platform for grants from many other areas within the areas of Federal, 
and State grants. Lessons learned in these grants can help with grant making in other areas 
as well.   
 
Throughout the course of the aforementioned grants, the college took a closer look at our 
grant processes and activities and compared them to practices at other community colleges. 
As the amount of funding received from grant opportunities continues to rise, it is clear that 
the process for management of grants be thoroughly researched to ensure student success, 
along with internal and external stakeholder satisfaction. By benchmarking peer institutions, 
Henry Ford College began identification and implementation of documented best practices 
in the realm of community college grant development. Additionally, analyzing appropriate 
staffing levels, developing strategies to ensure successful searches for grants aligned to the 
college’s strategic goals, establishing college-wide awareness on proactively pursuing 
grants, and implementing procedures to provide consistent management of grants 
awarded were all important areas of interest.   



5 

.   
 
 
 

 

 

PROJECT STATEMENT 
 

To improve the grant management process as 
measured by increased revenue from grants, 
improved internal and external stakeholder 
satisfaction, increased compliance and deliverable 
attainment, and a higher percentage of proposals 
that result in an award. 
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OPERATIONAL DEFINITIONS 
 
Allowable cost: Costs that are reasonable, within allowable areas of expenditures, and 
included in the current approved grant budget.   
 
Application deadline: Applications will be considered on time if they are received on or 
before the deadline listed in the application guidance.  These dates and times are firm for 
government grants. 
 
Assessment: the evaluation or estimation of the nature, quality, or ability of someone or 
something. 
 

Formative Assessment: is a range of formal and informal assessment procedures 
conducted during the learning process in order to modify activities to improve 
attainment and success. 
 
Summative Assessment: is an assessment tool generally administered at the end of a 
project or course. A common goal of this type of evaluation is to measure the mastery 
of learning standards, or, in regards to grants, the success of grant initiatives. Unlike 
formative assessments, which emphasize feedback, summative assessments always 
yield a specific grade. 

 
Award:  To receive approval to move forward to implement the grant. 
 

Pre Award Phase: Funding Opportunity Announcement & Application Review. 
Documentation is submitted to prove that the organization can meet the 
expectations outlined in the grant.   
 
Post Award Phase: Implementation, Reporting & Closeout. The day to day activities 
of grant monitoring occurs. 
 

Benchmarking: to evaluate or check (something) by comparison with a standard. 
 
Budget: An estimate, often itemized, of expected income and expense, for a project over a 
given period (often length of the grant). 
 
Compliance: An evaluation to assess whether grant deliverables are being met.  
 
Data: individual facts, statistics, or items of information about a particular subject.  Data is 
information in raw, unprocessed forms.  For data to become information, it must be 
consistent, accurate, and reliable. 
 
Deliverables:  Expectations that must be met, which are laid out in the Grand Application.  
In order to receive the funding these expectations must be met at the conclusion of the 
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(predetermined) timeframe.  They could be in the form of a project, people, process, or any 
other number of outcomes. 
 
Evaluation: A review of the entire process to see if grant outcomes (deliverables) were met, 
held at the completion of the grant. 
 
Federal, State, and Local Grants: The offering of financial assistance, property or other direct 
assistance to carry out an approved project or activity.  Usually offered by a government 
agency, but could include companies, civic organizations, or foundations, for a specific 
outcome. 
 

Federal Grant: Financial assistance by the federal government.  Department of Labor 
grants are the most common form of Federal Grants at HFC. 
 
Local Grant: Financial assistance by local companies, organizations, or foundations. 
 
State Grant: Financial assistance by the State of Michigan.   
 

Grant Application: a written request for funding for a particular project with specific 
outcomes (deliverables).  The funding source is typically the federal or state government, 
but could include companies, civic organizations, or foundations. 
 
http://www.grants.gov/: A government website where applicants may find available 
funding opportunities and application packages. Applicants can also upload completed 
application packages there. 
 
Grant Implementation: Process of methodically completing all the steps in an approved 
award to effectively deliver the desired results (deliverables).   
 
Grant Proposal: The entire grant application and supporting documents.  They must be 
submitting together, often online for federal and state grants, before a strict deadline. 
 
Henry Ford College Public Websites: An external facing website (www.hfcc.edu) which 
houses resources for HFC stakeholders.  Current ownership of the public website is shared 
between ITS and Marketing. 
 
National Science Foundation (NSF) - The National Science Foundation is a United States 
government agency that supports fundamental research and education in all the non-
medical fields of science and engineering. Its medical counterpart is the National Institutes 
of Health. With an annual budget of about US$7.0 billion, the NSF funds approximately 24% 
of all federally supported basic research conducted by the United States' colleges and 
universities. In some fields, such as mathematics, computer science, economics and the social 
sciences, the NSF is the major source of federal backing. 
 
Project: A large or major undertaking, especially one involving considerable money, 
personnel, and equipment.  May have many entities, but has a clearly defined scope. 
 

http://www.hfcc.edu/
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Policies:  A set of rules and regulations that help standardize word done at HFC, and when 
followed, reduce data integrity and communication issues.  This CPI team does distinguish 
between College Policies (passed by governing bodies) and procedures (typically set up by 
departments).   
 
Principal Investigator (PI): A Principal Investigator is the primary individual responsible for 
the preparation, conduct, and administration of a research grant, cooperative agreement, 
training or public service project, contract, or other sponsored project in compliance with 
applicable laws and regulations and institutional policy governing the conduct of sponsored 
research. 
 

Co-Principle Investigator (Co-PI): Co-PIs/Co-Is are key personnel who have 
responsibilities similar to that of a PI on research projects.  While the PI has ultimate 
responsibility for the conduct of a research project, the Co-PI/Co-I is also obligated to 
ensure the project is conducted in compliance with applicable laws and regulations 
and institutional policy governing the conduct of sponsored research. 

 
Procedures:  The sequence of actions required to carry out a policy. 
 
Reporting: Timely and informative interim and final grant reports.   
 
SOP: Standard Operating Procedures. 
 
S.M.A.R.T.E.R. Goals: is a goal-setting technique that is designed to help one create strong, 
success-oriented goals. It is also a variation of the popular S.M.A.R.T. Goal. Components of 
S.M.A.R.T. goals are: “S” is for Specific, “M” is for Measurable, “A” is for Attainable, “R” is for 
Relevant, “T” is for Time-specific, “E” is for Evaluate, and “R” is for Revise. 
 
Stakeholders: a person or group that has an invested share in Henry Ford College by being 
involved in or affected by a course of action.  

 
External Stakeholder: (External or Outside Constituent): All federal, state or local 
government agencies, as well as companies, civic organizations, foundations or the 
local community.  
Internal Stakeholder (Internal Constituent):  All Henry Ford College students and 
employees and the programs and departments that they represent. 
 

Staffing: Adequate levels of personnel involved in different aspects of grant management 
(writing, planning, training, implementing, and coordinating). 
 
Training Manual: is a book or booklet of instructions, designed to improve the quality of a 
performed task. 
 
US Department of Labor: A U.S government cabinet body responsible for standards in 
occupational safety, wages and number of hours worked.  They promote the welfare of the 
job seekers, wage earners and retirees. It strives to improve working conditions and create 
opportunities for profitable employment. 

For a deeper dive into Grant definitions go to http://www.grants.gov/ 

http://www.grants.gov/
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As of the beginning of the Fall 2016 semester, there was no clearly defined process for 
applying to and the management of grants at Henry Ford College. After interviewing faculty 
and staff who frequently work with grants, the team was able to document an overview of 
common processes followed by individuals managing grants at the institution.  
 
Figure 1: Current Process as drafted by the Grant Management CPI Team 
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The CPI team looked at six community colleges from around the country that were either 
similar in enrollment size to Henry Ford College, or known for their best practices in grant 
management. The institutions reviewed were:  
 

Central Oregon Community College  
LaGuardia Community College in New York City, New York 
Lane Community College in Eugene, Oregon 
Portland Community College in Portland, Oregon 
Sinclair Community College in Dayton, Ohio 
Washtenaw Community College in Ann Arbor, Michigan 
 

Figure 2: Enrollment Data collected from Benchmarked Institutions 
 
 

INSTITUTION ENROLLMENT 
Central Oregon Community College 7,136 

LaGuardia Community College 17,569 
Lane Community College 12,157 

Lansing Community College 21,969 
Portland Community College 92,537 
Sinclair Community College 18,647 

Washtenaw Community College 12,932 
 
The CPI team reviewed the grant management processes at each of the institutions listed 
above.  As each college was reviewed, quite a bit of information on grant management was 
discovered. Research gathered ranged from organizational staffing structures of grant 
offices, resources to identify possible grant opportunities, clearly defined processes and 
procedures, boilerplate templates for grant applications, and implementation of deliverable 
processes.  Although all 6 of the community colleges listed varying levels of detail as to how 
grants are managed, this research uncovered a wide range of support tools provided to the 
actual management of grants.   
 
The CPI team identified a variety of Best Practices from the 6 community colleges that we 
reviewed as part of the benchmarking process.   
 

• Web Presence 
All 6 of the community colleges had a dedicated web presence on the college 
website.  The webpages have a host of information with boiler plate templates, pre-
award services, post award services, project development tools, project 
implementation, post award information, standardized forms, and additional 
resources.  The web pages provide visibility to grant management that is accessible 
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to everyone.  Henry Ford College could benefit from having our resources and 
processes defined and clearly visible.  

• Grant Office 
All of the institutions had a dedicated physical grant office that was accessible to all 
college faculty and staff.  The grant offices were staffed at different levels, ranging 
from administrative directors, grant writers, program managers, project managers, 
and administrative assistant and support staff. In some cases, the grant office 
managed the entire process (from initial grant writing to managing post grant 
awards).  Institutions benchmarked clearly leverage the expertise of faculty and staff 
as subject matter experts.  A few of the colleges provides staff who share resources 
to help faculty and staff with grant development and management; however, the 
majority of the work still resides with the department that receives grant funds.  It 
appears that most colleges have a centralized grant office that facilities the entire 
grant process to help with college-wide accessibility, which eliminates duplication of 
efforts by departments applying for the same/similar grants.  A centralized office of 
grant experts would help coordinate and collaborate between the different divisions 
within the college, and support more competitive grants proposals. Additionally, 
increased transparency in communication would eliminate “working in silos.”   
 
The team felt that clearly defined services are critical to the success of securing grants 
funds and consequently the successful management of grants.  See example below 
from Portland Community College ( http://www.pcc.edu/resources/grants/ ): 
 

1. Research funding opportunities 
2. Help determine project fit with funding opportunity 
3. Obtain approval for letters of support and partnership 
4. Facilitate development of grant proposals 
5. Write and edit proposals 
6. Coordinate internal approval and review procedure 
7. Coordinate proposal submission 
8. Manage Post-Award grant process 

 
• Dash Board / Success Story Webpage 

Some of the benchmarked institutions included a webpage that provides the status 
of current grants. This functionality could also highlight student success stories or 
accomplishments made possible with the grant funds. The facilitation of new 
programs, establishment of centers of excellence and/or state-of-the-art facilities, and 
enhancement of students’ educational experiences are all topics that were 
showcased.  
 

• Find Funding 
Colleges researched provided lists of resources on where to find grant funding 
opportunities. Examples of links found on the webpages were sites such as 
www.grants.gov , www.NSF.gov , and many more. 
 

• Forms/Standardized Operating Procedures 
Many of the colleges have standard forms as part of their standard operating 
procedures (SOPs) of the pre- and post-grant award processes. These forms help with 

http://www.pcc.edu/resources/grants/
http://www.grants.gov/
http://www.nsf.gov/
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the vetting of proposals, budgets, deliverables, additional staffing requirements, 
adherence to college policy, and ensure grants comply with mission, vision, values, 
goals, and strategies of the institution. Types of forms are documented here, and 
examples can be referenced in Appendix C: 
 

1. Grant Proposal Form  
2. Project Design Template 
3. Budget Tools 

a. College Information Data - provides all the details needed such as Tax ID, 
Duns, Salary, Wage Benefits, Indirect Cost Rates, College Data (enrollment, 
student demographics etc.) 

b. Spreadsheet templates  
c. Sample detailed budgets and simple budget narratives  

4. Project Director’s Manual- A guide to help with grant implementation 
5. Other Financial Forms  

 
• Grant Management Manual  

Our team found several of the colleges have a well thought out Grant Management 
training manual.  Sinclair Community College displayed a very comprehensive 
training guide for grant management. Again, excerpts from these examples are 
provided in Appendix C. 
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The team wanted to establish a baseline for grant participant stakeholder satisfaction. A 
brief, ten question survey was conducted, and sent to all college users with a completion 
timeline of one work week. The survey a very good response rate, with roughly 100 faculty 
and staff completing the survey.  The team wanted to get an overview of how grants were 
viewed on campus, potentially collect data on past grant activity on campus, and analyze 
feedback from those who had participated in grant activity.  The team was also interested 
in gauging interest in pursuing future grants, and, more specifically, what types of resources 
or processes would be most beneficial on the road from good to great. 
 
Based on question 2 (How many grants have you been awarded?) survey respondents had 
been awarded over 28 grants within the last 5 years! This is with the assumption that these 
participants were employed at Henry Ford College during that time. The team immediately 
realized that there was a lot more grant activity than originally anticipated, or grant 
participation was happening “under the radar”. At least 17 respondents indicated that they 
plan to apply for a grant during the 2016-17 fiscal year; however, 69 respondents said they 
WOULD apply if there was a team to support them. That means Henry Ford College 
employees would be 4 times more likely to apply for a grant if they had assistance! The team 
realized there is obviously a huge need for resources to assist internal stakeholders such as 
faculty and staff who want to pursue grant opportunities. 
 
Survey responses also noted that the biggest obstacle to apply for a grant is the TIME needed 
to write and manage grant awards.  Also mentioned was the lack of expertise on where to 
find grant opportunities, or knowledge of writing comprehensive grant proposals.  Other 
obstacles mentioned repeatedly in comments were an unsupportive culture at Henry) or co-
principal investigators (Co-PI), or grant funds being diverted or used to offset allowable (or 
overhead) costs of grant implementation.  With the exception of allowable costs, these 
responses do not come as a surprise based on our previous practices at the institution.  
Statements regarding allowable costs did raise concern, as they should be seen as value 
added to the grant. Furthermore, a documented system of vetting said costs would be 
fiscally responsible.  Time saving strategies such as designated grant staff responsible for 
compliance and reporting on grant projects instead of faculty, or completing full cost 
analysis prior to application will determine whether or not grant funds and deliverables are 
even worth pursuing.   
 
The overall survey was very eye opening and identified a lack of knowledge regarding 
locating, writing, and management of grants. Moreover, respondents also noted limited 
exposure to grant work. As mentioned above, the survey indicated that faculty and staff 
would potentially apply for more grant funding and welcome additional support and help 
in this area. Specific suggestions we may want to incorporate include:  
 

• Boiler-plate language 
• How to guide on writing and managing grants 
• Standard templates for budget, scope of work, analysis, and Cabinet Authorization 
• Commonly requested data 
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• Consistent budget inputs/factors 
• Timeline of deliverables to grant partners 
• Overall recap sheet/dashboard 
• Demonstrate visibility and fairness in how funds are distributed 
• Provide ongoing grant training options for staff and new hires (possibly through CTE) 
• Provide grant news updates in HFC news 

 
Finally, below are a few direct comments from respondents regarding grant work.   
 

• I shy away from many grant opportunities because I know that I will be on my own 
to encourage support and follow through from all of the appropriate areas. With all 
of the work people have to do, it is difficult to garner the level of enthusiasm that I 
might have for grant pursuit. In the past, when I have asked for help I am met with 
reluctance. 

• I have tried looking for grants, I've not been successful. I also understand that grant 
writing is only effective if done in a specific way - I've never taken a grant writing 
course, so I'm afraid my efforts would be wasted. 

 
 

Please see Appendix A for complete survey information 
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Throughout the CPI process, our team completed three exercises to determine ways to 
improve grant management at Henry Ford College. Three tools that were used were 
Relationship Diagram, Ishikawa or Fishbone Diagram, and a Force Field Analysis. Here are 
the findings of those exercises. Figure 3 below documents the findings of our Force Field 
Analysis. 

Desired Outcome: IMPROVED GRANT MANAGEMENT 

DRIVING FORCES RESTRAINING FORCES 

Need for tracking system Budget 

More collaboration for student success Silo mentality 

Improved Communication Expanding grants not a priority 

Library of grant development and 

implementation resources 
No dedicated or Persistent Staff 

More fiscal resources Current Staffing structure 

Standard Operating Procedures (SOPs) Resistance to Change 

Staff Turnover (Loss of Process History) Low Expectations 

Increased compliance requirements  

Increased number of successful 

proposals 
 

Strategic plan initiatives  

Vetting of proposals (deliverables and 

resources) 
 

Short solicitation timeframe  

Institutional Accountability  

Lack of Oversight  

Implementation Challenges  

Reputation with partners  
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The team completed our Ishikawa/Fishbone diagram. The findings of this exercise illustrated 
four areas of primary causal problems in current grant management at Henry Ford College. 

Deficient resources 
Insufficient standard operating procedures (SOP) 
Inconsistent oversight and communication 
Increased amount of grant management staffing 

 
Figure 4 documents the key findings of our Ishikawa / Fishbone Diagram.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ASPECTS OF  
POOR GRANT 

MANAGEMENT 

Materials 

Environment 

Processes 

People 

Software Issues 

Lack of 
Resources 

Poor Budget 
Planning

 
   

Lack of Accountability 

Poor 
Communication 

Inability to take corrective 
action 

Last minute or rushed 
applications 

Missed 
opportunities 

Lack of 
Initiatives/unachievable 

deliverables 

Lack of 
Communication

 
   

No single point of 
contact 

Limited 
Staffing/Staffing 

Turnover 

Lack of subject 
matter expertise 

No repository of 
information 

Lack of proper 
vetting 

No centralized 
office/designated 
point of contact 

Lack of 
website 

Lack of 
Training 

No 
documented 

process 
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The Grant Management CPI Team spent a lot of time reviewing our possible problem 
statement as it relates to Grant Management.  We reviewed historical data and arrived at 
ineffective grant management as our problem statement.  We continued with this exercise 
to identify the causes and effects of ineffective management by using the Relational 
Diagram.  The following areas were identified in order as the causes: 
 

1) Polices & Procedures 7-1 
2) Staffing 7-1 
3) Planning and Strategy 6-2 
4) Communication 5-3 
5) Accountability 4-4 
6) Budget 4-4 
7) Current Organization 2-6 
8) Training 1-7 
9) Deliverables 0-8 

 
In the end, a concurrent theme emerged across the three improvement matrices. After 
completing the Relational Diagram, the team identified the top four causes of poor grant 
management, and used those as the basis for our improvement recommendations. The four 
themes are summarized below.  
 
The team identified the need to review and or revise policies and procedures related to grant 
management.  Currently, there are no clearly defined policies and/or procedures on grant 
management at the college.  Our team decided that a careful review of the current practices 
could lead to the establishment of policies and well documented procedures geared toward 
successful grant management at Henry Ford College. An example of this would be internal 
quarterly audits, with special emphasis on grant budgets, deliverables, etc.  
 
Staffing is another area that scored high amongst all three exercises.  While there are current 
grant funded staff members in certain areas of the college, there is not a centralized grants 
office accessible to the college community. In reviewing this area, we noted the following 
items:  

Are areas appropriately staffed for the currently work load? 
Does current staff have the potential to increase their workload? 
Are staff solely focused on grant management? For what areas of the college? 
Can we continue to grow our expertise by having a permanent grant management 
team? 
Do current staff have the ability to proactively manage grants and future 
opportunities? 
Can current staff implement grant awards quickly with the proper Implementation 
plan(s) and implementation team(s)?  

 
 
 



18 

Planning and Strategy is another area that repeatedly surfaced. This is an area that may be 
directly impacted by policies and procedures, staffing, and other factors.  Items that may 
contribute to this scoring high were: 

Does the college have a well thought out strategic plan for grants? 
Are grant awards a critical part of the College plan? 

 
Upon receiving a grant award, the college should already have an implementation plan in 
place that can be quickly executed. Current practices do not always include this essential 
step. Planning starts upon receiving the award; however, the types of planning needed 
throughout the grant to ensure successful adherence to budget and deliverables should be 
considered ahead of time. 
 
Communication was an additional area that surfaced in multiple areas. As with the three 
causes mentioned above, communication is an essential element to successfully managing 
of grants. By eliminating “working in silos” and creating clear and transparent lines of 
communication amongst departments on campus, the management of grants will improve. 
 
The additional areas identified are also important contributors to the grant management 
process.  These areas should be reviewed to ensure that grant management is proactive, 
and strategically aligned with the college goals. The ability to meet deliverables on time, 
within budget, with accurate reporting while maintaining compliance with established 
policies and procedures of the college were all topics that need to be addressed.   
 
Figure 5 on the next page documents our Relational Diagram exercise. 
 

 

 

 

 

 

 

 

 

 

 

 

  



 

CURRENT 
ORGANIZATION 

ACCOUNTABILITY 

COMMUNICATION 

BUDGET 

PLANNING 
& STRATEGY 

POLICIES & 
PROCEDURES 

 

RESULTS 

POLICIES & PROCEDURES: 7-1 
STAFFING: 7-1 
PLANNING & STRATEGY: 6-2 
COMMUNICATION: 5-3 
ACCOUNTABILITY: 4-4 
BUDGET: 4-4 
CURRENT ORGANIZATION: 2-6 
TRAINING: 1-7 
DELIVERABLES: 0-8 

STAFFING 

DELIVERABLES 

TRAINING 
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Based on the research completed by our CPI team, we have compiled a list of six 
recommendations to improve Grant Management at Henry Ford College. The 
recommendations are: 
 
RECOMMENDATION 1: Develop a clearly defined grant application and management 
process at Henry Ford College. This process will include steps to vet grant applications 
for alignment to strategic goals and initiatives of Henry Ford College. 
 
Justification for this recommendation comes from the lack of standard operating 
procedures at the institution. Having a clearly defined and well documented process that 
is vetted against the strategic plan of the institution will allow for S.M.A.R.T.E.R. goals in 
the management of grants at Henry Ford College.  
 
RECOMMENDATION 2: Establish a centralized grant office with permanently funded 
staff members to manage all grants campus wide. 
 
Justification for this recommendation comes from the clear need for designated grant 
personnel. By having a centralized location with staff members tasked at being subject 
matter experts in the realm of grant development, the institution will be able to reduce 
the duplication of work efforts, increase communication between departments and 
divisions, and ultimately expand the amount of successful grant awards. All of these 
improvements will improve student success while growing our external partnerships 
with peer institutions, business, industry, and community relations.   
 
While additional staffing is not always a viable option, our team collected data to 
showcase how this recommendation will be a cost benefit to the institution. In the 2014-
2015 fiscal year, grant funded positions totaled $ 251,406.26. This does not include 
payments made to external consultants working on grants.  Based on the proposed 
staffing structure below, the total cost to the college would be $335,018.18 - 
$347,349.23. The proposed structure could be partly funded by grants and is listed here: 
 

 

DIRECTOR,                   
Grant Development

PROJECT MANAGER,                 
Grants

PROGRAM MANAGER,             
Budgets & Reporting 

Grant Finance 
Staff

(eventual hire)

ADMINISTRATIVE ASSISTANT                              
to the Director of Grant Development
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. 
RECOMMENDATION 3: Create an internal facing website for the newly formed grant 
office. This website will serve as a single repository of information involving past, current, 
and future grant opportunities at Henry Ford College. 
 
This recommendation can be easily implemented using the existing web resources. By 
linking grant information in a centralized website that accessible by all faculty and staff, 
communication on all aspects of grant management will be improved. Additionally, a 
designated website will increase transparency, and establish a single repository of grant 
information at the institution. 
 
RECOMMENDATION 4: Develop and implement the usage of a college-wide grant 
management training manual. This manual will be modeled around best practices from 
institutions known as centers of excellence in grant management. 
 
By documenting best practices in grant management, Henry Ford College will provide 
faculty and staff with the necessary tools for successful management of grants. 
Furthermore, a documented manual will improve coordination, define expectations, 
ensure adherence to college policy, and define accountability of grant managers at the 
institution.  

Grants CPI Team 
Fall 2016 Semester 

        
Costing for Grant Office Staff  

        
Position Bargaining 

Unit 
Status Grade Step Annual Salary Fringe 

(52.01%) 
Total Salary 

Director Local 71 Full-Time 2 6 $91,975.00 $47,836.20 $139,811.20 

Project Manager Local 71 Full-Time 8 5 $51,999.00 $27,044.68 $79,043.68 

Project Manager Local 71 Full-Time 8 5 $51,999.00 $27,044.68 $79,043.68 

Department Secretary SSA Full-Time   4 $32,531.20 $16,919.48 $49,450.68 

        
       $347,349.23 

        
        
        

Position Bargaining 
Unit 

Status Grade Step Annual Salary Fringe 
(52.01%) 

Total Salary 

Coordinator Local 71 Full-Time 4 6 $83,863.00 $43,617.15 $127,480.15 

Project Manager Local 71 Full-Time 8 5 $51,999.00 $27,044.68 $79,043.68 

Project Manager Local 71 Full-Time 8 5 $51,999.00 $27,044.68 $79,043.68 

Department Secretary SSA Full-Time   4 $32,531.20 $16,919.48 $49,450.68 

        
       $335,018.18 
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RECOMMENDATION 5: Ensure all grant applications are aligned to the mission, vision, 
values and strategic goals of Henry Ford College. 
 
This recommendation can be implemented by incorporating process steps to verify and 
vet grant proposals to the strategic plan of the institution. By selecting grants that align 
to the strategic goals of Henry Ford College, faculty and staff will increase student success 
measures that are in-line with institutional goals.  
 
RECOMMENDATION 6: Establish a formative and summative evaluation system in the 
management of all grants at Henry Ford College. These evaluations will be incorporated 
into the new grant management process at the institution. 
 
The establishment of multiple evaluation systems in the grant management cycle will 
provide faculty and staff with opportunities to take corrective actions for improvement. 
Additionally, the ability to document and subsequently measure internal and external 
stakeholder satisfaction will provide the college with data necessary to effectively 
management grants.  
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To incorporate the recommendations listed above, the team recommends the following 
steps be taken to ensure successful implementation. RACI Charts were utilized to 
document each step in the improvement process. R.A.C.I. is documented below. 
 

R – Responsible: Does the step 
A – Accountable: Accountable for the step 
C – Consulted: Consult with before the step 
I – Informed: When the step is completed 

 
PROJECT: Improve Grant Management at Henry Ford College 
 

RECOMMENDATION 1: Develop a clearly defined grant application and management 
process at Henry Ford College. This process will include steps to vet grant applications 
for alignment to strategic goals and initiatives of Henry Ford College.  

DEPARMENT: Various 

LAST UPDATED: 12/02/2016 

STEP DESCRIPTION Dr. 
Glass Cabinet 

Implementation 
Team 

Grants 
Personnel 

Web Team/ 
Marketing 

1 

Establish a task force to 
create a grant 

application and 
management process at 

HFC 

A, R I, C  C 

 

2 Create process for grant 
management at HFC A I, C C R  

3 
Display documented 
process on the newly 

created grants website. 
A I  C R 

4 

Notify campus 
community of posted 
information via HFC 

Announcement email 

A I  C R 
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RECOMMENDATION 2: Establish a centralized grant office with permanently funded 
staff members to manage all grants campus wide. 

DEPARMENT: Various 

LAST UPDATED: 12/02/2016 

STEP DESCRIPTION Dr. Glass Cabinet 
Grants 

Personnel 
Web Team/ 

Communications Facilities 

1 

Establish a centralized grant 
office with permanently funded 

staff members to manage all 
grants campus wide 

A, R I, C   

 

2 Realign existing staff A, R I, C C   
3 Hire new staff A, C I R   

4 Identify physical location of new 
grants office A, C I R  C 

5 Newly appointed staff transition 
into new centralized location A I C  R 

6 Notify campus community of 
new grants office & location A I C R  

 
 

RECOMMENDATION 3: Create an internal facing website for the newly formed grant 
office. This website will serve as a single repository of information involving past, 
current, and future grant opportunities at Henry Ford College. 

DEPARMENT: Various 

LAST UPDATED: 12/02/2016 

STEP DESCRIPTION Dr. Glass Cabinet 
Grants 

Personnel 
Web Team/ 

Communications 

1 
Create an internal facing 

website for the newly 
formed grant office.  

A I R, C R 

2 
Establish repository of 
information on grant 

website 
A I R, C R 

3 Post processes, procedures, 
and resources on website A I R, C R 

4 Notify campus community 
of new grants website A I C R 
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RECOMMENDATION 4: Develop and implement the usage of a college-wide grant 
management training manual. This manual will be modeled around best practices 
from institutions known as centers of excellence in grant management. 

DEPARMENT: Various 

LAST UPDATED: 12/02/2016 

STEP DESCRIPTION Dr. Glass Cabinet 
Grants 

Personnel 
Web Team/ 

Communications 

1 

Develop and implement 
the usage of a college-wide 

grant management 
training manual 

A I R, C  

2 Post training manual           
on website A I R, C R 

3 
Notify campus community 
of new training manual on 

grants website 
A I C R 

 

 

RECOMMENDATION 5: Ensure all grant applications are aligned to the mission, vision, 
values and strategic goals of Henry Ford College. 

DEPARMENT: Various 

LAST UPDATED: 12/02/2016 

STEP DESCRIPTION Dr. Glass Cabinet 
Grants 

Personnel 
Web Team/ 

Communications 

1 

Establish step in grant 
approval process that vets 

applications to HFC’s 
strategic plan 

A I R, C  

2 
Posts checklist of grant 
alignment to strategic 

goals on grants website 
A I, C R R 
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RECOMMENDATION 6: Establish a formative and summative evaluation system in the 
management of all grants at Henry Ford College. These evaluations will be 
incorporated into the new grant management process at the institution. 

DEPARMENT: Various 

LAST UPDATED: 12/02/2016 

STEP DESCRIPTION Dr. Glass Cabinet 
Grants 

Personnel 
External 

Stakeholders 

1 

Establish steps in process 
that build both formative 

and summative 
assessments into grant 
management at HFC 

A I, C R  

2 
Create formative grant 

management assessment 
for college-wide usage 

A I R C 

3 
Create summative grant 

management assessment 
for college-wide usage 

A I R C 

4 
Implement assessments in 
the management of grants 

at HFC 
A I R C 

5 Report assessment findings 
on grants website A I, C R  
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Recommendation 1 - Develop a clearly 
defined grant application and 
management process at Henry Ford 
College. This process will include steps to 
vet grant applications for alignment to 
strategic goals and initiatives of Henry 
Ford College 
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Establish a task force to create a grant 
application and management process at 
HFC 

  

                
Create process for grant management at 
HFC 

  
                

Display documented process on the 
newly created grants website 

  

                

Notify campus community of posted 
information via HFC Announcement email 

  

                
Recommendation 2 - Establish a 
centralized grant office with permanently 
funded staff members to manage all 
grants campus wide D
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Establish a centralized grant office with 
permanently funded staff members to 
manage all grants campus wide 

  

                
Realign existing staff                   
Hire new staff                   
Identify physical location of new grants 
office 

  
                

Newly appointed staff transition into new 
centralized location 

  

                
Notify campus community of new grants 
office 

  
                

Recommendation 3 - Create an internal 
facing website for the newly formed grant 
office. D
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Create an internal facing website for the 
newly formed grant office. 

  
                

Establish repository of information on 
grant website 

  
                

Post processes, procedures, and resources 
on website 

  
                

Notify campus community of new grants 
website 
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Recommendation 4 - Develop and 
implement the usage of a college-wide 
grant management training manual D
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Develop and implement the usage of a 
college-wide grant management training 
manual 

  

                
Post training manual on website                   
Notify campus community of new training 
manual on grants website 

  
                

Recommendation 5 - Ensure all grant 
applications are aligned to the mission, 
vision, values and strategic goals of Henry 
Ford College D
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Establish step in grant approval process 
that vets applications to HFC’s strategic 
plan 

  

                
Posts checklist of grant alignment to 
strategic goals on grants website 

  
                

Recommendation 6 - Establish a formative 
and summative evaluation system in the 
management of all grants at Henry Ford 
College D
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Establish steps in process that build both 
formative and summative assessments 
into grant management at HFC 

  

                

Create formative grant management 
assessment for college-wide usage 

  

                

Create summative grant management 
assessment for college-wide usage 

  

                

Implement assessments in the 
management of grants at HFC 

  

                
Report assessment findings on grants 
website 
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GRANT MANAGEMENT CPI TEAM 

 

DATE: DECEMBER 2, 2016    SPONSOR: DR. CYNTHIA GLASS 

 

IDEAS  FOR  IMPROVEMENT SUPPORT 

1 

Develop a clearly defined grant application and management 
process at Henry Ford College. This process will include steps to 
vet grant applications for alignment to strategic goals and 
initiatives of HFC.  

 

2 Establish a centralized grant office with permanently funded staff 
members to manage all grants campus wide. 

 

3 
Create an internal facing website for the newly formed grant 
office. This website will serve as a single repository of information 
involving past, current, and future grant opportunities at HFC.  

 

4 

Develop and implement the usage of a college-wide grant 
management training manual. This manual will be modeled 
around best practices from institutions known as centers of 
excellence in grant management. 

 

5 Ensure all grant applications are aligned to the mission, vision, 
values and strategic goals of Henry Ford College.  

 

6 
Establish a formative and summative evaluation system in the 
management of all grants at HFC. These evaluations will be 
incorporated into the new grant management process at HFC. 

 

 
Team Feedback Meeting - Date: ___________________ 

 
Sponsor: Dr. Cynthia Glass 
Leader: Denise Modrzynski 
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The Grants Management CPI team would like to recommend the following topics for 
future CPI teams: 

 

Business and Industry Relations, Partnerships, and Development 

Grant Applications and Grant Writing 

Grant Budgets 

Grant Reporting 

Veterans Initiatives  

Workforce Grant Opportunities 

 



31 

 

The Grant Management CPI team would like to acknowledge all of the 
assistance provided throughout this process. We are especially thankful for 

assistance provided by the following Henry Ford College staff members: 
 

Bryan Bame 
Lynn Borczon 

Reuben Brukley  
Becky Chadwick 
Patricia Chatman 

David Cunningham 
Ken Donovan 
Amy Ducher 

Barbara Eisterhold 
Gary Erwin 

Callan Eschenburg 
Mary Flick 

Janice Gilliland 
Cynthia Glass 

Terrilyn Hagen 
Lydia Hillary 

Nikole Kondraciuk 
Michael Nealon 

Dreama Pinkowski 
 

and 
 

All participants of our internal survey 
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INTERNAL - GRANT MANAGEMENT INTERNAL SURVEY 

Fall 2016 

 

QUESTION 1:  In the last 5 years, please list the number of grants you have applied for: 

 Frequency Percent Valid Percent Cumulative 
Percent 

Valid 

0 69 71.9 71.9 71.9 

1-2 13 13.5 13.5 85.4 

3-4 3 3.1 3.1 88.5 

5-6 2 2.1 2.1 90.6 

7 or more 2 2.1 2.1 92.7 

N/A 7 7.3 7.3 100.0 

Total 96 100.0 100.0  

QUESTION 2:  In the last 5 years, please list the number of grants you have been 
awarded: 

 Frequency Percent Valid Percent 
Cumulative 

Percent 

Valid 

0 66 68.8 69.5 69.5 

1-2 9 9.4 9.5 78.9 

3-4 4 4.2 4.2 83.2 

7 or more 1 1.0 1.1 84.2 

N/A 15 15.6 15.8 100.0 

Total 95 99.0 100.0  

Missing System 1 1.0   

Total 96 100.0   

QUESTION 3: I plan on applying for grant funding during the 2016-17 academic year? 

 
Frequency Percent Valid Percent 

Cumulative 

Percent 

Valid 

Yes 17 17.7 17.7 17.7 

No 63 65.6 65.6 83.3 

N/A 16 16.7 16.7 100.0 

Total 96 100.0 100.0  
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If your answer is no, please explain why not: 
 

Q3 A: I do not know where to look for grant opportunities 

 Frequency Percent Valid Percent 
Cumulative 

Percent 

Valid 
Yes- I do not know where 

to look for grant 
opportunities. 

25 26.0 100.0 100.0 

Missing System 71 74.0   
Total 96 100.0   

Q3 B: I do not see anything that would apply to my department/program 

 Frequency Percent Valid Percent Cumulative 
Percent 

Valid 

Yes - I do not see 
anything that would 

apply to my 
department/program. 

13 13.5 100.0 100.0 

Missing System 83 86.5   
Total 96 100.0   

Q3 C: I do not have the time to write/manage a grant 

 Frequency Percent Valid Percent Cumulative 
Percent 

Valid 
Yes - I do not have the 

time to write/manage a 
grant. 

31 32.3 100.0 100.0 

Missing System 65 67.7   
Total 96 100.0   

 Q3 D: I do not know how to write an effective proposal 

 Frequency Percent Valid Percent Cumulative 
Percent 

Valid 
Yes - I do not know how 

to write an effective 
proposal. 

18 18.8 100.0 100.0 

Missing System 78 81.3   
Total 96 100.0   

 Q3 E: I do not know how to manage the grant 

 Frequency Percent Valid Percent Cumulative 
Percent 

Valid Yes - I do not know how to 
manage the grant. 12 12.5 100.0 100.0 

Missing System 84 87.5   
Total 96 100.0   

 Q3 F: Other 

 
Frequency Percent Valid Percent 

Cumulative 
Percent 

Valid Other 15 15.6 100.0 100.0 
Missing System 81 84.4   

Total 96 100.0   
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If other, please explain: 
 

• Retiring. 
• Nothing going right now that I can think of that requires grant funding 
• I work in Financial Services, so am unsure that there are grants that apply to me.  If I am 

incorrect, please let me know! 
• I teach and am the lead instructor for a program and the only full time faculty member 

for my program and subject.  My plate is full. 
• I have asked a grant writer for HFC once to write a proposal.  It was written and the grant 

was not given.  Unfortunately, I do not know where to go or to whom for a grant 
proposal. 

• I don't need a grant 
• I am under the impression grants largely apply to research. I am not in academic affairs. 
• I am support staff and do not usually apply for grants. 
• I am not a purchaser or decision maker for the dept. I am in. 
• I am just a worker bee - told by supervisors what to do and not to think. 
• I actually had no problem with applying for and providing the information to get the 

grant however, I didn't have time to sit and worry about managing it. First and foremost, 
nothing was ever explained to me how to handle the grant. I wasn't sure of who I needed 
to answer to here at the college or if I'd be getting help handling the grant. I had to fish 
around for a couple of weeks to finally discover who would be monitoring my grant 
funds. I then miscalculated and was almost over the allotted amount because I was not 
aware of the fringes that came with the grant disbursements. It was quite a mess. My 
other reason to not apply for a grant again is, the fringes eats up the funds. Why would I 
want to continue getting grants if the college takes over half for fringes-this is by no 
means encouraging at all. The grant I had was to support my efforts to get my Children 
and Families Program accredited. I sat at accreditation meetings that other community 
colleges (going through  the accreditation) attended and listened to their stories of being 
supported by their college and not having fringes taken out of their grant funds because 
accreditation was for the good of the program and the college. Unfortunately, I have 
another full year and a half to prepare for accreditation and all of the grant funds (that I 
thought would carry me through) will be gone by the end of the Winter/2017 semester 
(according to the calculations) thanks to the fringes. A minor 3 hours of re-direction time 
issued by the department won't be a sufficient amount of release/redirected time to finish 
working on the accreditation self study report. 

• Handled by my supervisor 
• Decided not to attend school 
• As an adjunct I haven't thought about this. 
• All of the above 
 

QUESTION 4: Would you apply for grants if you had a team that would help support 
the grant writing and management process? 

 Frequency Percent Valid Percent Cumulative Percent 

Valid 

Yes 69 71.9 73.4 73.4 
No 8 8.3 8.5 81.9 

N/A 17 17.7 18.1 100.0 
Total 94 97.9 100.0  

Missing System 2 2.1   
Total 96 100.0   



35 

Please explain your response: 
 

• Yes, I would. For my situation, it's the handling of the grant once I get it. I shouldn't have 
to ask who, where, when questions. I should have already been set up and the right 
channels contacted once the college knew I had the grant. I do think this starts with the 
Associate Dean however. There was no guidance explaining to me who would be 
helping me with the grant. This may possibly be an area where Associate Deans could 
be trained if they are to be supportive. 

• Yes, different skill sets are needed for grant writing vs. management. 
• Writing seems difficult and time consuming. 
• Writing and managing a grant is a significant undertaking requiring extensive time, and 

expertise that a faculty member or associate dean may lack.  Having a dedicated support 
staff to assist would be very helpful.  For example, who at the College knows what are 
appropriate indirect costs, and how would I know who this person is to contact? 

• we desperately need training and new equipment - but alas, there is no funds for such 
• This would be very helpful, but there are very few if any grants in my field. 
• The classes I teach are from a textbook and it takes the whole semester to cover those 

materials. 
• The area I worked would not apply 
• Support staff to do parts I do not have to do. 
• Possibly. 
• Possibly, if applicable. 
• Possibility.  It would depend on the nature of the grant and it's alignment with our 

department goals.  If there was alignment, we would be open to consideration.  The 
support would be very helpful. 

• Not sure why I would need anything funded by a grant in my current job. 
• Many employees are not aware that grants are available. 
• If there were a grant that would support what I do, I would be interested in applying. I 

don't know anything about the process. 
• If I had a team of individuals to explain and answer questions about grants and how to 

apply, use, etc. I would certainly try to get more information. 
• If I could find a grant that would fit my area, I would be very interested in following 

through an application. 
• I would possibly apply for grants if I knew where to look and how to apply/manage 

grants. 
• I would hope that there would be "boilerplate" grant language already prepared by the 

college that I could use in any grant attempt. 
• I would be interested in getting grants regarding professionals (I am an MD) coming back 

and offering expertise to teach students. 
• I shy away from many grant opportunities because I know that I will be on my own to 

encourage support and follow through from all of the appropriate areas. With all of the 
work people have to do, it is difficult to garner the level of enthusiasm that I might have 
for grant pursuit. In the past, when I have asked for help I am met with reluctance. 

• I have tried looking for grants, I've not been successful. I also understand that grant 
writing is only effective if done in a specific way - I've never taken a grant writing course, 
so I'm afraid my efforts would be wasted. 

• I have never written a grant and do not know how. It would help if I did not have to re-
invent the wheel. 

• I am an adjunct, and my only real connection with the school is teaching my lecture 
sections. 
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• Grants should be written if a teacher can demonstrate a Department/Division need 
• Grant management is above my pay grade 
• Especially if the lists of ideas for projects and possible funding sources were available. 
• Can't think of any grants that would apply to my work. 
• A grant writing (development), implementation and management team is vital to ensure 

HFC has a comprehensive grant application process. 
• A dedicated team would speed the process and I believe increase the success rate of 

obtaining grants for the college. 
 

For the following questions, please rate your agreement with the statement on a 
scale of 1 to 5, one being the least, 5 being the most: 
 

QUESTION 5: I have a clear understanding of how to search for available grant funding. 
 Frequency Percent Valid Percent Cumulative Percent 

Valid 

Least 35 36.5 36.5 36.5 
2 16 16.7 16.7 53.1 
3 17 17.7 17.7 70.8 
4 9 9.4 9.4 80.2 

Most 9 9.4 9.4 89.6 
N/A 10 10.4 10.4 100.0 
Total 96 100.0 100.0  

 
Please explain your answer: 
 

• Yes, from prior grant writing, implementation and management experience. 
• We haven't been shown where to search for grants or offered support to find grants, but 

could seek out web sites that lists grants on our own. 
• This is a something I have developed on my own through invitation to review grants for 

NSF. 
• There are plenty of early childhood grants out there however, I am not sure if I'll do it 

again due to my initial experience with a grant. 
• Never knew grant funding was available. 
• I've gone to the Department of Education site - it's very confusing. I'm not sure which 

grants are accepting applications or which ones apply to my program. Other sites that 
I've found don't seem legitimate. 

• I know some places to look, but not all the available places 
• I have not had the time to look into this very much 
• I have not had direct experience applying for or writing  a grant 
• I have not attempted to write a grant.  I do not have a clear understanding of the process. 
• I do not know where to look for grant funds. 
• Grants have been developed in a vacuum by the Associate Dean. 
• Google? 
• Assume web search, unsure of sites to investigate. 

 
 
 
 
 



37 

QUESTION 6: I have a clear understanding of the required process of applying for grant 
funding. 

 Frequency Percent Valid Percent Cumulative Percent 

Valid 

Least 39 40.6 40.6 40.6 
2 8 8.3 8.3 49.0 
3 20 20.8 20.8 69.8 
4 9 9.4 9.4 79.2 

Most 9 9.4 9.4 88.5 

N/A 11 11.5 11.5 100.0 

Total 96 100.0 100.0  
 
Please explain your answer: 
 

• Yes, from prior grant writing, implementation and management experience. 
• There is no clear process 
• There hasn't been an information provided on this. 
• See Q5. 
• Same as above. 
• Never knew grant funding was available. 
• I would like to take a class. 
• I have not had direct experience applying for or writing a grant 
• I have no concern with understanding the processes that are involved with applying for 

program grants 
• I do not know how to apply for a grant. 
• I am aware of the procedures for applying for a grant through the Technology 

Improvement Fund (TIF), and I had applied and received a grant from this fund several 
years ago. 

• Grants have been developed in a vacuum by the Associate Dean. 
• Build a case/lit review, send application to awarding organization, cross fingers? 

 

QUESTION 7: I have a clear understanding of resources and tools available to manage 
grants at Henry Ford College. 

 Frequency Percent Valid Percent Cumulative Percent 

Valid 

Least 57 59.4 59.4 59.4 
2 12 12.5 12.5 71.9 
3 10 10.4 10.4 82.3 
4 3 3.1 3.1 85.4 

Most 4 4.2 4.2 89.6 
N/A 10 10.4 10.4 100.0 
Total 96 100.0 100.0  

 
Please explain your answer: 
 

• We have never informed of the resources in my over 30 years of being on the faculty at 
HFC about grant opportunities. 

• We do not have designated resources for managing grants at HFC 
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• There hasn't been an information provided on this.  Some years ago, there was grant 
office and there was some interaction and information provided then, but not in recent 
years. 

• Not from any training I received or direction I received from leadership. I navigated my 
way through by asking questions and pulling information from other colleagues. 

• No clear process is in place or communicated 
• Never knew grant funding was available 
• Know we have people working on them, not sure about tools. 
• Is "grant management" a thing? 
• I understand that there are not too many resources. 
• I have not had direct experience applying for or writing a grant 
• I have no such understanding or information. This would be a wonderful training for 

Program Leads, Associate Deans, and those who are directly involved in the process. 
• I have no idea how grants are managed at HFCC. 
• I don't even know who needs to approve a grant application.  Some people might not 

even know that institutional support is required for some/many grants. 
• Grants have been developed in a vacuum by the Associate Dean. 
• Are there resources available here? 

 

QUESTION 8: I feel we effectively manage grants at HFC. 

 Frequency Percent Valid Percent Cumulative 
Percent 

Valid 

Least 26 27.1 27.1 27.1 
2 11 11.5 11.5 38.5 
3 13 13.5 13.5 52.1 
4 6 6.3 6.3 58.3 

Most 3 3.1 3.1 61.5 
N/A 37 38.5 38.5 100.0 
Total 96 100.0 100.0  

 
Please explain your answer: 
 

• We manage grants? 
• We did not in the past when I was involved in several.  There was very limited support, in 

part because people did not know how to assist. 
• We could do better if we have a dedicated staff. 
• We 'manage' our grants reactively, not proactively.   Makes the College look unorganized 

to our grant partners when invoices are not done on time (or sent at all), reports are not 
timely, a defined budget is not in place etc... 

• Too compartmentalized. 
• Since Lori Gonko has been involved in the grant management process, things in this area 

have improved enormously. 
• See response to Q4 
• Lack of awareness about grants. 
• I'll have to give you the benefit of the doubt on this one because I am not sure how HFC 

has handled other program grants in the past but, I personally didn't feel my grant was 
handled effectively. I believe there is room for growth where communication and 
responsible parties are concerned. 
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• I wouldn't know. 
• I really don't know how HFC manages grants so I do not know if it is effective 

management or not. 
• I honestly have no idea. 
• I have no knowledge of the grant process at HFC so I cannot comment on how effectively 

we manage grants. 
• I have no idea of how grants are managed at HFC. 
• I have been part of several grants and those have not been managed well.  Guidelines 

that are there for a reason are not followed and we do not have anyone who oversees 
the grant except for the spending in which some times that is to late. 

• I do not believe we have a central department that manages grants at HFC. I believe each 
division/department within Academic Affairs and Student Affairs have their own internal 
processes and not all are effective. A standardized process that everyone follows would 
be a great first start to centralize and coordinate our efforts. 

• I did not answer this question as I do not completely know what grants the college as 
been awarded nor how they are managed. 

• HFC does not have a Grant Coordinator or a Guide that would aid the departments on 
how to structure the grants when it comes to wages, fringes, indirect costs, etc. The 
accounting structure for grants is not in place, or it is not being utilized by people applying 
for and receiving grants. 

• Grants should be written with instructor input.  They are not.  Clear, concise information 
should be made available to all. 

• Grants have been developed in a vacuum by the Associate Dean. 
• Grants are managed in a reactionary way, not a proactive way 
• Gail Conte was the grant writer/manager for the college.  I believe the college eliminated 

that position. 
• Don't know if we do or not? 
• Don't know 
• As the only full-time faculty member in my area, I really wouldn't know. 
• Actually, I don't know, and N/A didn't capture that. 

 
In an effort to continuously improve our grants management process, please list any 
areas that would enhance grant management at Henry Ford College. 

• You're clearly barking up the wrong tree. Sorry I couldn't be more help. 
• While assistance with writing could be helpful, it might be more effective to have boiler-

plate language and commonly requested data that could be easily pulled and used for 
grant applications.  Budget planning assistance would also be very useful.  I think it is 
important to have support once a grant is received to manage the project, especially the 
financial aspects and interactions with partner institutions. 

• We need a consistent, College wide, process to manage grants from the initial stages of 
the research and application submission, to the awarding of the grant (including 
receiving proper paperwork and signatures), the depositing of grant dollars, recording of 
allowable-budgeted costs to the grant, and a timeline of deliverables and reporting to 
our grant partner.  An overall recap sheet would aid in this process and enable people to 
follow up - depending on the stage the grant is at.  It would help to be all inclusive: Type 
of grant - Federal, State, Local etc. Amount of Grant Awarded - Detailed by amount per 
year (if more than one year) that ties to budget and overall grant dollars awarded 
Timeframe of Grant (beginning date and ending date) Responsible College Employee 
Checkoff's for: Fully signed and executed agreement Budget by Category that ties to 
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grant awarded (some people forget that benefit cost must be charged if salary cost is 
charged…also is there an admin component?)  If we were to reinstate some type of grant 
office - this could be handled at that level, working with internal grant person responsible 
at College until passed off to Financial Services for Grant set up. 

• We could do better if we have a dedicated staff writing grants and assisting departments 
with the grant process. 

• We are in need of dedicated Grant Writing and support services. 
• Visibility and Fairness in how the money is being distributed. 
• Technology and Women studies in technology 
• Someone who is responsible to make sure that grant guidelines are followed and who 

would have the authority to curtail expenditures that sometimes are not appropriate. 
• Someone to do the searching for opportunities and assist with the writing 
• Send a notice to all employees explaining grants and the process to apply. 
• Provide ongoing awareness and information opportunities for everyone, but particularly 

for adjuncts and newer full-time faculty. Even if grant awareness information has been 
presented in a fashion that seemed (to the presenters) to be quite comprehensive at the 
time, it's the kind of communication that would ideally happen every academic year. 

• Not sure what this question is asking, sorry. 
• More communication, more accountability, realistic goals, more collaboration 
• Making the process more straightforward would be a great improvement.   In the past, 

there has been inconsistencies about how much the College would charge grants for 
various items that has made the grant application process less attractive. 

• Making instructors aware of resources and possible projects that could be undertaken. 
• It would be helpful to have someone who is aware of sources of funding, submission 

procedures, and budgeting. 
• Is someone designated to search for grants?  When Gail Conte was in charge of grants, 

she held workshops that I attended.  The college needs someone to search for grants -- 
maybe the special assistant (Amy Ducher) to the Vice President of Academic Affairs? 

• Include some kind of checks and balance system in the complete process. 
• If we had a grant team that would survey the entire staff. 
• I've been made aware of a couple of grants which were open for months - but wasn't 

informed that they existed until a couple of days before the deadline to apply. It seems 
like we could be successful at obtaining more funding if we were aware of opportunities 
with enough lead time to complete a viable grant application. Additionally, if there was 
a dedicated team (or at least a person) to identify, help us write and manage grants - that 
would be great. Finally, (if new staff is not an option), perhaps the offering of professional 
development through CTEI for grant identification, writing, and management would be 
well received. 

• I'm not sure since I don't understand how the process works 
• I'd like to know what types of grants are available, what they're available for, how the 

application process works, etc.  I don't have much knowledge at all in this area. 
• Grants should mirror our mission as a student centered college.  The grants should be 

focused on bringing funding to support our students who present non-cognitive 
challenges that directly affect their retention, completion, and success. 

• Detailed procedures are needed on how to apply for grants and how to account for 
them. There should be a knowledgeable Grant Coordinator who would review Grant 
Applications before they are submitted to make sure they are correct. Some people 
(depts.) that are awarded grants, do not follow the rules on how the funds should be 
spent. There should be training not only for the application process, but also for the actual 
administration of the grant. 
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• Coordination, updates in the HFC news, chart of funding, proposals and awards. 
• Communication of the process is key. 
• Communicating that grant opportunities exist here would be very useful.  The process by 

which a proposal can be written and for what purpose would be very helpful and useful. 
• Central repository of grants applied for, grants awarded, grant opportunities...  Many 

times there is general information that can be cut and paste so that new people don't 
have to re-create from scratch each time. 

• Assistance in locating grant funds and writing the grant application would be helpful. In 
addition, once a grant is received, assistance with the budget process for the grant would 
also be useful. 

• A grant office.   Grant support.   Allowing the division, department, and faculty to give 
the input on the types of grants and curriculum/pedagogy that there is interest and fit 
with. 

• A dedicated grant writer who presents at each department with lists of grants and an 
ability to assist. 

• A centralized and appropriately staffed grant office; one that pursues, applies for, and 
manages grants. 

• 1. If I should apply for another grant, I don't want to have to worry about the continuous 
calculations and managing the grant funds. Once the grant disbursements are discussed 
(unless I have changes) I should not have to worry about calculations.  2. Please make 
sure Associate Deans understand how to guide program leads who are applying for 
grants.  3. Prepare (or if you already have one) a brief manual on handling grants. This 
manual should be a part of a Program lead and Associate Dean's training.   4. There 
should be a process in place as soon as the grant has been awarded (it may be but I am 
not aware of it). I shouldn't have to call around for a whole week looking for the person 
responsible for handling my grant.  5. Here's something to consider: If a program (no 
matter which) is going through accreditation, and have grant funds to assist with this 
process, why add in fringes. It's for the benefit of the college and that particular program 
(it makes them both look good in writing). Also, my particular grant saved the college 
over $6,000-the application fee for self-study and the actual accreditation site visit fee 
(which-thank goodness is held on to and paid by the grantor). 

• 1. A grant repository, or a location where we can search for grants. 2. A data repository, 
or a location where we can easily get data for grant submissions. 
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Below is a listing of websites and sources that were used during the benchmarking phase 
of the CPI process. 
 

Central Oregon Community College 
Bend, Oregon 
Website: https://www.cocc.edu/  
Grants Website:  https://www.cocc.edu/grants/  
 
LaGuardia Community College 
New York City, New York 
Website: http://www.laguardia.edu/home/Default.aspx   
Grants Website:  https://www.laguardia.edu/grants/   
 
Lane Community College 
Eugene, Oregon 
Website: https://www.lanecc.edu/  
Grants Website: https://www.lanecc.edu/grants  
 
Lansing Community College 
Lansing, Michigan 
Website: http://www.lcc.edu/  
Grants Website: http://www.lcc.edu/grants  
 
Portland Community College 
Portland, Oregon 
Website: http://www.pcc.edu/  
Grants Website: http://www.pcc.edu/resources/grants/  
 
Sinclair Community College 
Dayton, Ohio 
Website: https://www.sinclair.edu/  
Grants Website: https://www.sinclair.edu/about/offices/grants-development/ 
 
Washtenaw Community College 
Ann Arbor, Michigan 
Website: http://www.wccnet.edu/  
Grants Website: http://sites.wccnet.edu/foundation/foundation-grants/grantseekers/  
 

 

 

 

https://www.cocc.edu/
https://www.cocc.edu/grants/
http://www.laguardia.edu/home/Default.aspx
http://www.laguardia.edu/home/Default.aspx
https://www.laguardia.edu/grants/
https://www.lanecc.edu/
https://www.lanecc.edu/grants
http://www.lcc.edu/
http://www.lcc.edu/grants
http://www.pcc.edu/
http://www.pcc.edu/resources/grants/
https://www.sinclair.edu/
https://www.sinclair.edu/about/offices/grants-development/
http://www.wccnet.edu/
http://sites.wccnet.edu/foundation/foundation-grants/grantseekers/
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Enclosed are examples of resources and best practices utilized by benchmarked 
institutions. These documents could be easily modified to fit the needs of Henry Ford 
College. Sources of these documents are sited in Appendix B. 
 
Additionally, links to useful training manuals are listed here: 
 
National Science Foundation,  
Directorate of Education and Human Resources, Division of Research, Evaluation, and 
Communication 
The 2002 User-Friendly Handbook for Project Evaluation 
92 pages 
https://www.nsf.gov/pubs/2002/nsf02057/nsf02057.pdf 
 
Sinclair Community College  
Grants and Business Management Training Manual  
92 pages 
https://www.sinclair.edu/www/assets/File/Hom-AboSin/Business-Management-
Training-Manual-wForms-rev-Nov2016.pdf 
 
Western Michigan University 
The Evaluation Center Website 
http://www.wmich.edu/evaluation/checklists 
 
  

 

 

 

 

 

 

 

 

 

 

https://www.nsf.gov/pubs/2002/nsf02057/nsf02057.pdf
https://www.sinclair.edu/www/assets/File/Hom-AboSin/Business-Management-Training-Manual-wForms-rev-Nov2016.pdf
https://www.sinclair.edu/www/assets/File/Hom-AboSin/Business-Management-Training-Manual-wForms-rev-Nov2016.pdf
http://www.wmich.edu/evaluation/checklists
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Example of Lansing Community College’s Grant Approval Process 
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Example of Lansing Community College’s Pre-Approval request form 

ERD Use Only: 

Proposal #:       

Database Updated:   Yes  Date:       

 

EDUCATIONAL RESOURCE DEVELOPMENT  
 

GRANT/SUB-AWARD PLANNING & PRE-APPROVAL FORM 
This form must be submitted with Immediate Supervisor’s and Dean’s approval no later than 45 days 
prior to grant submission deadline.  If the timeline is shorter, please contact Educational Resource 
Development. 
 

Requesting Division       
 

Grant Writer/Contact Person 
 

      
 

Email 
 

      

Phone       
 

Name of Grant Opportunity       
 

Funding Agency       
 

Website Link for Grant RFP  
(if website is not available, a copy of the RFP must 

be attached to this request) 

      
 

Grant Writing Team       
 

Grantee  LCC  Subcontract (if so, who      ) 
 

Type of Funding  Federal  State   
 Other:  Describe        

Grant Submission Due Date 
Time Grant Must be Submitted 

      
      

Method of Submission  Online  Who:         
Does This Person Have Proper Access   Yes  No 

 
 Mail     Who:         
 Hand    Who:       

Brief Statement of Purpose        
 

What are the intended outcomes of this grant?       
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What LCC strategic initiative will this grant 

address? 
      

Has a SWOT (strengths, weaknesses, 
opportunities, threats) analysis been completed 

for this grant? 

 Yes  No 
If so, please attach a brief summary of the results. 

Will this grant impact other college divisions? Who:        
How:        

Estimated Dollars to be Requested $      
 

Length of Grant       
 

Estimated Required College Match  Cash Match  $      
 In-Kind Match $      

Reporting Requirements       
Allowable Indirect Rate 

(LCC’s Approved Federal Grant In-Direct Rate is 
39%) 

 No  Yes, at      % 

Chances of Receiving Award Good Possibility  
Slight Possibility  
Don’t Know  

As part of the grant regulations, is the College 
expected to sustain this project after funding will 

have expired? 

 Yes  No 
If yes, how will this happen? 

Should the College pursue this project idea 
whether or not we receive grant funding for the 

project? 

 Yes  No 
If so, why?        
If no, why not?       

Does this grant submission require a Letter of 
Support from the college? 

 No  
 Yes   If yes, from whom? 

Who will draft the content for the letter? 
NOTES: 

      
 

 
Approvals: 
Immediate Supervisor  Yes  No ____________________________    ___________ 
    Signature      Date 
    ________________________________________ 
    Printed Name 
Dean/Director  Yes  No ____________________________    ___________ 
    Signature      Date 
    ____________________________________________ 
    Printed Name 
Provost/  Yes  No __________________________    __________________ * 
 
 
Assoc. Vice President of Academic and Student Affairs Signature  Date Waiver Approval  
Printed Name 
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Assoc. Vice President,  Yes  No ____________________________    ___________ 
External Affairs and Development   Signature      Date     
 
___________________________________________________      
Printed Name 
 
Finance Office  Yes  No ____________________________    ___________
 __________ * 
    Signature      Date   
 
 
Waiver Approval 

*Rationale for approving this grant at levels below $25,000 per year and/or the College does not receive in-
direct costs: 

      
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


	Grant Management title
	GRANT MANAGEMENT BOOK - sent to Ken
	GRANT MANAGEMENT TEAM MEMBERS
	BACKGROUND INFORMATION
	PROJECT STATEMENT
	OPERATIONAL DEFINITIONS
	CURRENT PROCESS
	BENCHMARKING
	STAKEHOLDER SATISFACTION SURVEY
	MEASURABLE OUTCOMES
	FORCE FIELD DIAGRAM
	ISHIKAWA /FISHBONE DIAGRAM
	RELATIONSHIP DIAGRAM
	IMPROVEMENT THEORY AND RECOMMENDATIONS
	RACI CHARTS FOR IMPROVEMENT THEORY
	IMPLEMENTATION TIMELINE
	STEERING COMMITTEE FEEDBACK SHEET
	IDEAS FOR FUTURE CPI TEAMS
	ACKNOWLEDGMENTS
	APPRENDIX – A
	APPENDIX – B
	APPENDIX – C


