COMPLETING THE FGCU INTERNAL REVIEW FORM

The Internal Review Form has been designed for you to complete on screen (but do not save it, please) and then print.  YOU MUST USE PAGE LAYOUT VIEW.  When you first open the document, your cursor will automatically be positioned in the first field for you to type the PI's name.  There is plenty of space for even the longest of names.  TAB to move the cursor to the next field.  The Type of Program field is an example of a drop-down field with pre-set selections.  Note the down arrow at the right of the field.  Click on the down arrow to see the other selections.  Click on the desired selection and it automatically appears in the field.  TAB to move your cursor to the next field.  When entering the budget information, please do not include dollar signs or decimal points.  Use whole dollars only.  

The section for Co-PI information (on the second page) has been designed to accommodate multiple names.  Please list names one at a time, pressing enter after each name.  This creates a list of names.  Then TAB to move the cursor to the field for phone numbers.  List the phone numbers as you did the names, making sure you have the co-PI's correct phone number on the same line as the name.  Treat the FAX numbers the same way.  When finished, you should have three lists, with each co-PI's name, phone number and fax number in the same row.  Do not be concerned if the form is now too long for the page; the complete form will print on three pages instead of two.  

Project Information

· Project Title--please don’t use the Grant Program name.  Use a short descriptive title.

· Project start and end dates--Start date must be post-award.  

· Deadline Date--Is this a postmark deadline or the date by which the proposal is to be received at the processing center?

Budget Information (First Year)

ORSP will help with budget development, as requested:

Direct Costs
Must be specifically identified with a single project and should be shown in the proposal (what resources will it take to accomplish each activity described in the project), e.g., salaries, fringes, contracted services, supplies (specific to project), equipment, travel, communications (computer time, long distance calls).  Please provide an on-line spreadsheet.

Indirect Costs (Facilities and Administrative)
Those costs that are incurred for common or joint objectives and, therefore, cannot be identified specifically with one activity.  FGCU’s negotiated indirect rate is 40% of salaries, wages and fringe.  Any variation must be approved by the budget officer in collaboration with the director of ORSP before submission.  Do not negotiate indirect rate with the sponsor.  

Cost share
Federal regulations/sponsor requirements define what can be used as cost share or matching funds.  Cost share must be documented and charges must be necessary and reasonable to the project and allowable under federal regulations.

· cash contribution
Sponsor will specify what counts as cash.  May be cash outlay by FGCU or contributed by non-federal third party or partner in project.

· in-kind contribution
Represents the value of goods and services contributed by FGCU or partners.  These must directly benefit and be specifically identifiable to the project.  Examples include faculty release time, payroll fringe benefits during the release time, project supply items, and the value of waived or lowered indirect costs

Administration/Assurances/Compliance 

Review/approval is required for the following items:

· Human or animal subjects:  If your project involves research using human or animal subjects, the research protocol must be reviewed and approved by the appropriate review committee (IRB or IACUC).  The IRB must receive the proposal and protocol well in advance of submission, so that approval information becomes part of the proposal package (usually on the sponsor form).   ORSP will act as liaison with the IRB to facilitate the process.

· Grant Funded Positions:  Positions which are included in the proposal budget should have accurate salary levels.  ORSP and/or HR will be able to help you with salary figures.  

· Release Time:  If  academic year (or annual, depending upon appointment) salary is requested from the sponsor, the release time must be approved by the dean (indicated by the signature on the first page of the Internal Review Form).   Federal regulations prohibit additional compensation (overload) under a grant, except under very specific conditions.

· Biohazardous materials, chemicals, or hazardous wastes:  Multiple federal regulations govern the safe use and disposal of hazardous materials/wastes. The proposals/protocols involving these materials must be reviewed by the Safety Officer (Bob Harris) prior to project initiation.  ORSP will send the proposal to the safety officer.

What Signatures Indicate

· PRINCIPAL INVESTIGATOR (and Co-investigators):  Certifies he/she is eligibile to receive funding according to sponsor and university restrictions; agrees to comply with all FGCU policies governing the award; certifies that all information included on the form is accurate; and assures the university that the project will be carried out in accordance with all sponsor requirements, policies, and terms and conditions governing the agreement.

· DEPARTMENT HEAD:  Endorses and supports the activities proposed and certifies the agreed upon release time, percentage of effort, and department resources, as shown in the proposal, will be provided for the project if funded.

· 
DEAN:  Endorses the project; indicates the proposed costs are sufficient to complete the proposed project; approves the college resources committed to the project; agrees to use college funds to cover budget overruns or disallowance; and certifies that the project complies with university policies and either no conflict of interest exists or any potential conflict can be managed.

· DIRECTOR, Office of Research and Sponsored Programs:  indicates the proposal complies with sponsor guidelines/requirements and university policies; certifies FGCU complies with federal regulations and sponsor rules governing contract and grant administration; and assures that all necessary approvals have been secured.

Timeline and Suggestions for Review and Submission
Time to review a proposal depends upon the specific conditions of the proposal.  In general, please allow five working days to ensure appropriate review of the proposal.

· two days for department head and dean 

· two days for ORSP to review and secure additional signatures

· one day for the Authorizing signature

Using a parallel review system for review by the college and ORSP can reduce review time significantly.  Review time is also situation dependent.  ORSP’s intent is to expedite review and get the proposals out on time.

Other Review Considerations:  

· Human Subject IRB/Animal Use IACUC:  Allow sufficient time for review - probably two or more weeks prior to submission.  Note:  the IRB needs the research protocol, not the complete proposal.  

· Biohazards/hazardous wastes:  Contact the safety officer early in the project design to discuss the materials to be used and find out what safety measures are required.  The proposed project must be reviewed prior to project start.

· Computer equipment, grant funded positions, and computer time are all budget questions and can often be handled by a phone call.
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