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INSTRUCTIONS FOR USI SPONSORED PROJECT APPROVAL FORM
1. Submission deadline: cite the published deadline, if there is one; check whether it is for the agency's receipt of the proposal or merely the postmark. 

2. Approval initiated: to be filled in by SRO; used for reporting purposes. 

3. Make two copies: use this opportunity to determine the number of copies you will need of the final document. The Sponsored Research Office requires two--one is kept in the permanent file in SRO; one is sent to the budget officer for administering the account. How many does the agency require? Are there colleagues to whom you should provide a copy? 

4. Project Director/Principal Investigator (P.D./P.I.): who on the USI faculty or staff will serve as the project director, if a sponsored project is funded, or the principal investigator, if this is a research project? List his/her campus phone number (also home, if he/she may best be reached there during the administrative approval process), department, and school. [These items are used by SRO for reporting purposes.] 

5. Co-investigator(s): list the name(s) and department(s) of any co-P.D.s or P.I.s who will share fully in the responsibilities of directing or administering the project. 

6. Agency name: spell out the full name of the funding agency to whom you are submitting this proposal. Fill in the name of the program (if applicable) to which you are applying, and the complete mailing address to which the proposal should be sent. Specify the street address, not a P.O. Box (courier services will not deliver to a P.O. Box). [This information is used to address the mailing label and for reporting purposes.] 

7. List the name, phone number, and fax number (if available) of a contact person at the funding agency; this information is necessary should the delivery service experience difficulty in delivery. 

8. What is the title of your project? [This information is used for USI reporting purposes.] 

9. Budget summary: If your project involves more than one year, list the requested information for the first year in the first column; list the project totals for all years in the second column. 

a. Direct costs requested: What is the total amount of funding you are requesting the agency award your project? 

b. University cash match: If the University is matching the funding request with an amount of cash, list the amount of cash match and fill in the name and account number of the source of the matching funds in the last blank. 

c. Other source match: If another agency or fiscal entity external to the University is also providing funding, list the total amount here. 

d. Facilities and Administration (F&A) cost recovery for USI: List here the amount of administrative cost (F&A, formerly called indirect costs) to be requested. List the percentage rate (e.g., current negotiated F&A cost rate is 51% of salaries and wages) and the total amount on which you base the F&A in the blanks provided. If you use a percentage rate different from the negotiated rate, you will need to explain your basis to the budget officer. 

10. Resource, regulatory assurance, and compliance data: Check the appropriate boxes if your project will involve reassigned time, released time, overload assignment for faculty/staff; research with human subjects, animals, biohazards. If your project is being reviewed by the IRB or other appropriate review committee, list the date of the review if pending or the approval if received and list the project title if it differs from the title cited in 8. 

11. Significant financial conflict of interest: All Project Directors/Principal Investigators and co-P.D.s/co-P.I.s must read and certify compliance with the University Investigator Significant Financial Interest Disclosure Policy (in the University Handbook). 

12. Administrative signatures: Obtain the signatures of the chair of your department and dean of your school, and deliver the approval form attached to a completed copy of the proposal to the sponsored projects office. SRO staff will obtain the remaining administrative signatures and return the proposal to you for copying and packaging. Obtaining signatures may take several days if advance notice of the proposal was not given. To shorten the time needed for approval, notify SRO when you begin work on the proposal; enlist the help of the budget officer in advance to ensure the budget is properly prepared and to facilitate approval. You may submit the approval form attached to a draft copy of the proposal IF the budget is completely finalized and IF the proposal content is finalized. While approval is being obtained, you can complete the formatting and printing of the polished proposal. If the budget or project content change, however, new approvals must be obtained. 

