NCRA AA Guidelines and Training
Last Updated: June 14, 2011
I. Introduction 

a. The NCRA has experience a good amount of turnover in the past year.  

b. The NCRA Multistate Research Committee makes many of the same comments on mistakes/revisions that need to be reviewed with everyone in an AA role. 

c. There are many updates within NIMSS and on the forms.  

d. Note the Helpful Links located at the end of this agenda.  
II. Who is eligible to be an AA? 

a. Administrative Advisors should preferably be associated with a North Central State Agricultural Experiment Station (SAES).  
b. An AA may be ANY current or previous director, associate director, or assistant director in research, extension and/or academic programs.  Deans and Associate Deans may serve as AAs. Department Chairs/Heads may also serve as AAs.  Potential AAs also include those who have completed the ESCOP/ACOP Leadership Development program.  It is preferable that they have experience with Multistate Research Processes including experience as committee members and familiarity with the regional Multistate Research Guidelines.  The above statements apply to extension directors as well.
c. If the situation calls for it, the NCRA may consider assigning a co-advisor to a committee in addition to an assigned Administrative Advisor.  Co-advisors may be required when the primary AA of an MRF project is a department head/or chair.  The co-advisor would oversee the functions of the primary AA. 
d. Many AAs, with the exception of department chairs/heads, will serve as AA to at least two regional projects, providing the advantage of reducing the learning curve and endorsing economies of scale in advising.
e. Terms begin immediately following appointment of the new Administrative Advisor.
III. Types of Projects (these are uniform across all regional associations): 
	NC
	Multistate Research Projects 

Appendix A 

http://ncra.info/docs/Appendix-A.doc

	Projects that involve integrated, potentially interdisciplinary, and multistate activities; have expected outcomes, including original research results; convey knowledge; and are peer reviewed.  

	NCCC
	Coordinating Committees 

Appendix B 

http://ncra.info/docs/Appendix-B.doc

	Activities that provide a mechanism for addressing critical regional issues where multistate coordination or information exchange is appropriate within a function (ie. research, education or extension); have expected outcomes; convey knowledge; and are peer reviewed.

	NCERA
	Education/Extension and Research Activity 

Appendix B 

http://ncra.info/docs/Appendix-B.doc

	Activities that serve to integrate education (academic and/or extension) and research on a particular topic where multistate coordination or information exchange is appropriate; have expected outcomes; convey knowledge; and are peer reviewed.  

	NC-500 Series
	Rapid Response Projects 

Appendix F 

http://ncra.info/docs/Appendix-F.doc

	Committees formed, for a maximum of two years, to provide a mechanism for response to acute crises, emergencies, and opportunities using the multistate research approach. Activities may range from formally organized research on targeted objectives to very informal research coordination or information exchange activity, depending on the circumstances; have expected outcomes; convey knowledge; and are peer reviewed.

	NCDC
	Development Committee

http://ncra.info/docs/Appendix-B.doc (see instructions to the right)
	Committees of duration less than two years for the purpose of developing a Multistate Activity; have the expected outcome of a full proposal for a particular Multistate Activity; and are peer reviewed.   Approval of NCDCs requires written support (email, snail mail, fax, etc.) from two SAES directors as well as a brief justification.  

	NCAC
	Advisory Committee
	Committees of department chairs/heads from a particular discipline that exchange information and serve a multistate administrative function through review of multistate activities, but are not peer reviewed.  

	NRSP
	National Research Support Projects 
	Activities that focuses on the development of enabling technologies, support activities (such as to collect, assemble, store, and distribute materials, resources and information), or the sharing of facilities needed to accomplish high priority research, but which is not of itself primarily research; funded through off-the-top MRF Hatch appropriations; and are peer reviewed.  


IV.  Project Mid-term Reviews and Renewal Guidelines
a. NC-type, NCCC, and NCERA projects are reviewed in their third year (aka Midterm Review).  Mid-term reviews require:
i. Impact statements must be submitted to the NCRA Office and up-to-date

ii. All annual reports should be available in NIMSS

b. Renewal/Review Process and Deadlines: 

i. December 1: New proposals due in NIMSS in their entirety

ii. December 15: SAES-422 Annual Reports due for review

iii. January-February: NCACs provide initial review comments.  These comments are forwarded to the NCRA Multistate Research Committee (MRC) for further review.  NCAC comments SHOULD NOT be acted upon by the reviewed committee until they hear from the NCRA/MRC (see the next steps).  

iv. Early March: NCRA MRC meets to discuss the proposals/projects up for review.  Comments/recommendations are forwarded to the NCRA meeting for approval.  

v. Late March/Early April: NCRA directors meet and provide final approval to the MRC comments.  The FINAL recommendations are forwarded to the committees.  The NCRA/MRC makes the final official recommendation.  

1. NCRA approved projects: 

a. NC – Forwarded to CSREES for final approval.  

b. NCCC/NCERA – Approved by NCRA immediately.  

2. Deferred approvals: 

a. The MRC/NCRA may recommend that either major or minor edits are made to the proposal before approval.  

i. Minor edits: If made by June 1, the NCRA gives the MRC authority to approve the project so it does not need to be reviewed again by the directors in July. (title changes, participant updates, etc.)
ii. Major edits: These need to be done by June 1 and the revised proposal will need to come before the NCRA directors again in July.  

3. Denied approval: 

a. The NCRA may disapprove a project completely, though this happens rarely.  The disapproval notice will be supported by NCRA recommendations (ie. try another region, topic to broad, research not novel, etc.). 

b. In most cases, the NCRA/MRC will recommend that a project become an NCDC project (development committee).  See above for details.  

vi. June 1: All revisions due for deferred approval or July review. 

vii. Mid July: NCRA summer meeting

1. Hopefully, all MRC business can be completed by the end of this meeting.  Any remaining business will be dealt with in September.  

viii. Late September: NCRA fall meeting

V. NIMSS Meeting Authorization

a. All meetings MUST be authorized through NIMSS before station directors will reimburse participants for travel.  NIMSS sends the authorizations to all directors in every regional association.  

b. Projects are expected to meet at least once annually.  

c. For experienced AAs, there is one new section of which to be aware: the meeting’s start/end time.  

i. You may choose either “start/end time to be determined” or a specific start time, if known.  

ii. It is preferred that you include a start time with the meeting authorization to help station accounting offices plan for travel reimbursement.  

VI. SAES-422 Annual Report Submission

a. SAES-422 Annual Report Forms (Appendix D - http://ncra.info/docs/Appendix-D.doc) are REQUIRED for all project types (NC, NCCC/NCERA, NCDC, NCAC, NRSP). 

i. Provides not only a brief summary of the minutes, but also the accomplishments and impacts a committee has made.  This is important to help justify the need for multistate research!

ii. SAES-422s are due 60 days after completion of the annual meeting.  

iii. EACH SECTION is REQUIRED on an SAES-422 – not just the meeting minutes!  Under the “Accomplishments” section, be sure to include any linkages!  

iv. NEW:  Extramural funding must be included in the SAES-422.  Please include this under Accomplishments.

b. Termination Reports – NC-type projects only: 

i. In the final year of NC- projects, if a project is changing project numbers, a termination report may count as the SAES-422.  
ii. Termination Reports are identical to the SAES-422 but they are comprehensive of the project’s 5-year period (with the exception of the “Summary of Minutes” section – this is from the last meeting).  

iii. Termination reports are due 6 months from the project termination date (usually March 31). 

VII. NCRA Impact Statements

a. We ask all of our projects to submit impact statements for inclusion on the NCRA impact statement website and the national impact statement database.  Both of these sites help to concisely outline why multistate research is so important and effective.  

b. Impact Statements are required for the project mid-term review process (project year three)

c. To ease the process, there is a simple form to fill out.  Impact statements are no longer than 2 pages.  See http://ncra.info/docs/ImpactSubmissionForm.doc.

VIII. Committee Participation

a. It is up to the SAES directors, supported by the Administrative Advisors, to keep the participant lists current in NIMSS.  This ensures that participants are copied on all correspondence sent through NIMSS.  
i. Non-SAES participants: AAs can input and update this information by:

1. Sending hardcopies of Appendix Es to participants, have them fill out, then send it back to the AA (http://ncra.info/docs/Appendix-E.doc.

2. Participants can enter their own information into NIMSS and the AA just needs to approve it (notification sent by the system when the participant submits).  

ii. SAES participants: ALL participation entries should be handled by the SAES directors’ offices.  This avoids confusion on everyone’s behalf.  

b. AAs: If you think a committee is missing a discipline or station, be sure to mention this to the committee so contact can be initiated.  

IX. Information to take to your committee meetings: 

a. Check NCRA updates on our website – click on the NCRA Twitter link here: https://twitter.com/NCRegionalAssoc
b. Other topics you may want to discuss with your committees include: 

i. National budget issues not included in the newsletters
ii. NIFA news

iii. Project timelines (ie. midterm reviews/new proposals needed?)

iv. Etc. 

X. General questions?
a. Virtual NIMSS training is now available within NIMSS under the Help menu.  Please contact Chris Hamilton (608-262-2349; chamilton@cals.wisc.edu) if you have any questions about NIMSS.  

HELPFUL HINTS FOR ADMINISTRATIVE ADVISORS

	Topic
	Source
	Website
	What You’ll Find:

	AA Responsibilities 
	AA Virtual Handbook
	http://ncra.info/MSR_VirtualHandbook.php

	Anything you’ve ever wanted to know regarding the NCRA and your role as AA.  If there’s anything missing, be sure to let us know – the topics are submitted by you, the AA!

	Location of Project Information
	National Information Management and Support System (NIMSS)
	http://www.nimss.umd.edu/ 
	The official repository for anything related to multistate projects and activities, NIMSS is used to submit annual reports and meeting authorizations, as well as write proposals.  There are even functions allowing you to send emails to entire committees, post committee photos, and create committee websites.  

One of the quickest ways to get acquainted with a project is to check out its homepage.  

1. After signing into NIMSS, mouse-over “Projects” > click “View” > and click “Project Homepages” on the left side of the screen.  

2. Next, choose the project number and click on it.  This should open a new browser window containing the homepage.  

3. Navigate the homepage by using the navigation bar in the upper left corner of the screen.  
4. Virtual, self-paced training is available under the Help menu. 

	General Regional Information
	NCRA Homepage
	http://www.ncra.info/ 
	Skim this homepage for information about members and cooperators.  You’ll also find information about special NCRA projects such as Hatch surveys and project impact statements.    

	Submission Forms (Appendix E, Appendix D (SAES-422 Annual Report Form), etc.)
	Hard Copy 

NCRA Forms 

and Appendices
	http://ncra.info/MSR_Forms.php

	Although submission of all multistate research forms must take place through NIMSS, advisors often ask where they can find the hard-copy versions of appendices.  Many advisors prefer to send the appendices to committee members via email.  The information can then easily be cut/pasted into NIMSS by either the AA or the committee member, depending on the level of NIMSS authorization.   


