Proposal Routing and Approval Procedures

The most important step in routing proposal is:  Allow enough time!

1.
Fill out the CSU Proposal Approval Form (PAF) completely.

2.
Obtain an approval signature from your department head.

3.
If credit for the proposal, or for the allocation of indirect cost recover, is to be distributed among multiple units, the principal investigator, the co-principal investigator and the heads of all involved untis/departments must  agree to the division  and sign the appropriate lines.

4.
Proposals that include university matching dollars, indirect cost recovery variances, new space or regulatory clearances, require institutional approvals.  Extra time should be allowed for these approvals.

5.
Special clearance is also required for projects which use human ubjects animal subjects, or which involve recombinant DNA.  For these types of studies, you must submit a protocol, well in advance, the CS Animal Review Committee, chaired by Dr. Anthony Garcy for review.  The committee will assign you a protocol number, which you will record on the PAF.  Protocol review proceeds independently of the proposal approval process.

6.
When all of the above steps have been completed, bring the original copies of the:

· PAF

· Sponsor Application Form

· Budget and Budget Narrative

7.
Bring all copies to to OSP for final review and approval.  OSP will review budget and proposal for accuracy and completeness, and will acquire the necessary signatures on the proposal including all compliance certifications.  OSP will then mail proposal packet to sponsor

The OSP is located in Room 303, Cook Administration Building.

Proposal Approval Process

Principal Investigator

 


Department/Unit

                                                                                                 




Office of Sponsored Programs




Prepares/Complies


Technical proposal


Curriculum vitae, publications, biographical sketches of investigators


Budget and budget narratives


CSU Proposal Approval Form (PAF)








Submit to Department Chair or Unit Head For


Approval for:  matching funds/cost sharing, indirect cost rate variances, use of college or department resources


Chairman/Unit Head signature


Dean’s signature on memorandum of understanding for cost sharing or use of other college resources





Submits to Office of Sponsored programs:


PAF, sponsor application forms, abstract, budget, and budget narrative





Pincipal Investigator Mails to Sponsor 


or 


Mailed by OSP


Original, number of copies required by sponsor, plus one copy for OSP.  


OSP mails proposal package to sponsor.








Checks


●  PAF completeness and   ●  Approval of cost sharing/


    accuracy                               matching funds


●  Budget calculations         ●  Appropriate agreement


●  Use of proper ICR rate    ●  Special clearances


●  Use of current fringe        ●  Acquire necessary 


     benefit rates                        signatures on PAF and 


●  Distribution of credit             all grant certifications


     and ICR allocation                           





Notify Development Office








Completes and Mails Proposal Package to Sponsor
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