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Background Information
This handbook is designed to inform the Florida Gulf Coast University (FGCU) community of the services the Office of Research and Sponsored Programs (ORSP) provides and to assist faculty, staff, and students with proposal development and submission.  Please refer to our website, http://www.fgcu.edu/orsp/, for additional information on the services offered by ORSP.
ORSP History and Mission

The FGCU Office of Research and Sponsored Programs was officially established in December 1998 under the Office of the Vice President for Academic Affairs (Florida Statute 1004.22). 
ORSP is the University’s central point of coordination for sponsored projects and is the University’s legally authorized representative for grants, contracts, and assurances.  The Office is available to assist you during proposal submission and pre-award processes including: project development, assistance with writing, funding source identification, compliance issues pertaining to the use of human and animal subjects in research, budget preparation, post-award accounting matters, and any other aspect of research and sponsored programs with which you may need assistance. 

Research and sponsored programs are an integral and essential part of the FGCU teaching mission and play a major role in the educational process at FGCU.  Research efforts by our faculty enrich the teaching and the classroom experience of our students.  These efforts provide a rich environment in which students participate in scholarly work while attending FGCU. 

The mission of ORSP is to nurture and grow the University’s research and sponsored programs ventures by encouraging and assisting the University community in obtaining and administering external support for research, instruction, community service and creative artistry.  ORSP supports FGCU in fulfilling its mission as a comprehensive University by assisting the University community secure financial support and scholarly recognition for a broad range of initiatives.  By ensuring that these programs are administered through sound management practices and in compliance with the regulations governing the management of externally funded programs, the Office helps maintain the University’s integrity.

Please personally visit us in Holmes Hall, suite 112, to learn more about our programs, explore our funding source library, inquire about our travel award program, or work on a proposal without interruption.  You can count on us to assist you from the beginning to the end of your efforts to secure external funding.  We look forward to personally meeting you and learning about your interests.  
Sunshine Law Exemption

Research and research-related activities may be exempt from the State’s Sunshine Law.  Florida Statute 1004.22 (2) specifies that “materials that relate to methods of manufacture or production, potential trade secrets, potentially patentable material, actual trade secrets, business transactions, or proprietary information received, generated, ascertained, or discovered during the course of research conducted within the state universities shall be confidential and exempt from the provisions of s. 119.07(1), except that a division of sponsored research shall make available upon request the title and description of research, the name of the researcher, and the amount and source of funding provided for such project.”  
Compliance with United States Export Control Laws and Regulations 

FGCU subscribes to Visual Compliance, a web-based export control management tool to comply with Federal export control laws and regulations that directly affect University research.  These laws and regulations include the:

· Export Administration Regulations (EAR) controlled by the Department of Commerce
· International Traffic in Arms Regulations (ITAR) managed by the State Department 

· Regulations governing the transfer of assets governed by the U.S. Department of Treasury through its Office of Foreign Assets Control (OFAC)
Visual Compliance allows the University to:

· Screen restricted parties 
· Locate Federal regulations on export controls 

· Search ECCN (Export Control Classification Number ) and USML (United States Munitions List)
· Assist in license determinations 

ORSP Programs 
Faculty Programs

ORSP Internal Grant Program

The ORSP Internal Grant Program was established to provide professional growth and advancement within the academe and encourage and facilitate research and scholarship by FGCU faculty.  The program provides seed money for projects that have a high probability of leading to external funding.  

All full-time faculty currently employed at FGCU are eligible to apply.  ORSP announces the program each January and proposals are due each March.  The Grants and Research Team of the Faculty Senate is responsible for reviewing and ranking all proposals and for making funding recommendations to ORSP.  

Individual awards are limited to a maximum of $5,000 per project.  Funding is not provided for:

· Work to fulfill degree requirements 
· Projects judged to be profit-oriented 
· Conference travel or fees

· Memberships to professional organizations  
Proposals should be limited to work that can be completed within 12 months.  
Awarded proposals receive funding no later than July 1 of each year.  All funds must be spent during the fiscal year in which the funds are provided.  Funding for the program is contingent upon funds being appropriated to ORSP by the Division of Colleges and Universities through the Board of Governors.  The application form, guidelines and related announcements are available in the ORSP office, and under Internal Programs on the ORSP Website.
Faculty Travel Award Program

ORSP provides travel awards for faculty to attend technical workshops or other related research activity that may lead to new funding from external sources.  The travel must be for the purpose of increasing one’s chances of obtaining a grant or contract.  To apply, a faculty member is required to submit the following to ORSP:
· A 50-100 word abstract of the proposed project the travel relates to
· Information regarding the technical workshop or other related documentation pertaining to the specific purpose of the trip
· An estimated budget for travel expenses (registration, transportation, lodging, and meal allowance costs, etc.). 
 Awards are generally no more than $1,000 per trip, unless there are extenuating circumstances.  
Faculty should submit the above information to ORSP a minimum of one month prior to the requested travel date.  All travel must be processed in accordance with FGCU travel rules and regulations as stipulated under Florida Law.  
Appropriate academic units are responsible for securing the travel arrangements, travel authorization requests, and travel reimbursement requests.  ORSP will assign an account number and will approve the appropriate forms as the designated budget entity providing the funding.  

Student Programs

Student Travel Award Program

The Student Travel Award Program provides funds ($300 - $500) to enrolled FGCU students, allowing them to attend conferences, workshops, symposia, or special events that enhance the student’s educational experience, provide personal and professional development opportunities, and bring recognition and distinction to FGCU. 

Awards are limited to no more than three students per conference.  Travel awards are provided on a first-come, first-serve basis for as long as funding is available. Awards shall be made to permit all-inclusive University-wide participation and representation. 

Travel funds may be used to cover registration, transportation, lodging, and meal allowance costs in accordance with Florida State Statute. All travel must be processed in accordance with FGCU travel rules and regulations as stipulated under Florida Law.  ORSP staff will work with awardees to complete necessary paperwork.  

Within thirty days of travel completion, all awardees are required to submit a one-page report to ORSP describing the benefit of the award and the overall experience at the function attended. Awardees are required to submit a poster in the annual ORSP Research Day event held at the end of each spring semester.  

The application form, guidelines and related announcements are available in the ORSP office, and under Internal Programs on the ORSP Website.

Undergraduate Student Research Grants

Currently enrolled undergraduate students are eligible to apply for an Undergraduate Student Research Grant.  The grants support scholarly activity under the mentorship of a faculty member.
Grants are available on a first-come, first-serve basis for as long as funding is available, and on an inclusive, University-wide basis.   Awards are limited to a maximum of $500 per student project, regardless of the number of students engaged in the project, and are subject to the discretion of the Associate Vice President for Research.  Additional information is available under Internal Programs on the ORSP Website 
Graduate Assistantships

Offered in conjunction with the Office of Graduate Studies, ORSP supports a modest number of Graduate Assistantships (GAships).  The GAships fund a limited number of graduate students to support the research of graduate faculty members. Each award is for $3000 per semester (assumes a 10 hour work week and 15 weeks of work).  Additional information is available on the Graduate Assistantships page of the Office of Graduate Studies. 
Graduate Research Assistantships

ORSP and the Office of Graduate Studies support a limited number of Graduate Student Research Assistantships.  Individual Colleges are required to provide a dollar-to-dollar match.  The awards provide both graduate student support through research assistantships and seed money for faculty to develop new research endeavors.  The assistantships are limited to $10,000 per academic year and are offered to new, highly-qualified graduate students. Additional information is available on http://www.fgcu.edu/Graduate/files/RAship_Program_Guidelines_1109.pdf.
Research Day

ORSP and the Faculty Senate Grants and Research Team sponsor an Annual Research Day at FGCU.  Research Day highlights and celebrates the efforts of the dedicated faculty, staff and students and their associated programs.  It is an opportunity for all to showcase the vast array of research and sponsored activities taking place at FGCU and to highlight other related programs and activities.  

Held in conjunction with the FGCU Celebration of Excellence, Research Day highlights include announcements of the Faculty Scholarship Excellence Awards, juried faculty/staff and student poster competitions, announcement of the ORSP Internal Grant award recipients and recognition of outstanding scholarly and research efforts within the FGCU community.  

Centers and Institutes

Centers and Institutes constitute an important element in furthering the University’s mission of learning, engagement and scholarship.  Center and Institute activities take the form of sponsored research, intra or inter-institutional research, service, or training activities that complement existing unit-based instruction, scholarship or service programs. 

FGCU Policy 2.001 designates ORSP as the responsible Office for the University’s Centers and Institutes.  ORSP maintains all pertinent records, coordinates the Center and Institute annual evaluations and reporting requirements with the Faculty Senate Grants and Research Team, and ensures the Centers and Institutes comply with the Florida Board of Governors criteria, guidelines and reporting requirements.
The University currently has eight Centers and Institutes, listed on the following page.  Please follow the links for further information on each.

· Coastal Watershed Institute 

· Center for Environmental & Sustainability Education 

· FGCU Center for Leadership and Innovation 

· FGCU Small Business Development Center 

· Florida Institute of Government 

· Whitaker Center for Science, Technology, Engineering, and Mathematics Education 

· Institute for Youth and Justice Studies 

· Southwest Center for Public and Social Policy 

The policy and guidelines for establishing a Center or Institute along with the application and accompanying forms can be found on the Centers and Institutes page of our website. Please do not hesitate to contact our Office for assistance or additional information regarding the establishment of a Center or Institute.
Definitions and Acronyms
Funding Related Definitions 

Principal Investigator 
The principal investigator is the individual with the primary responsibility for the overall conduct of the research.  This includes the technical aspects and completion of programmatic work; compliance with university, sponsor and government, policies and regulations; stewardship of sponsored funds, and all administrative requirements of the project. 

Sponsored Project
Sponsored Projects are externally-funded activities in which a formal written agreement, i.e., a grant, contract, or cooperative agreement, is entered into by FGCU and the sponsor.  Funding provided by a Federal, state or local government agency that supports FGCU research activities is treated as sponsored project funding.  Funding from voluntary health organizations or associations, such as the American Heart Association or American Cancer Society, is typically treated as a sponsored project as well.
The following conditions are among those that characterize a sponsored project:
· The proposed project binds the University to a specific scope or area of work 

· Progress, technical, or final reports or other deliverables are required 

· Billing, separate accounting procedures, or report of expenditures are required 

· Unexpended funds must be returned to the sponsor at the end of the project 

· The project has a specified performance period or completion date 

· The project has budgeted indirect costs 

Grant

A grant is an award of financial assistance for the performance of work envisioned in a proposal. Grant award documents typically have line item budgets and set forth requirements, such as audits and financial reporting. ORSP reviews and submits all grant proposals on behalf of the University. 

Gift

Gifts or donations are irrevocable awards of money or other tangible assets provided by a donor and do not require a line item budget. Please contact the University’s Development Office for further explanation of gifts. Only gifts made with contractual requirements such as financial reporting, return of unexpended balances, and/or progress reports are classified as grants or contracts.  All gifts are administered by ORSP.
Contracts and Agreements

Contracts and Agreements provide funds in exchange for work defined by the sponsor. The principal purpose of the contract or agreement is to provide tangible research results, reports or other deliverables, or to carry out a prescribed service for the direct benefit or use of the sponsor. Typically, they incorporate strict terms related to fiscal management, financial and technical reports, period of performance, ownership of intellectual property, publication rights, and audit provisions. 

Subcontracts

Some grants, contracts, and other agreements include provisions for transferring a substantive portion of the programmatic work, along with funds to support the work, from the primary award recipient to one or more secondary recipients. 

Cooperative Agreements

Cooperative Agreements are awards similar to grants. However, unlike grants, substantial programmatic involvement or coordination by the sponsor (usually a Federal agency) is anticipated during the project. ORSP is responsible for negotiating cooperative agreements. The University signs and administers the agreement.

Frequently Used Acronyms
A&P Position
Administrative and Professional Position

AY
Academic Year

CFDA
Catalog of Federal Domestic Assistance

CFR 
Code of Federal Regulations 

COI
Conflict of Interest

CY
Calendar Year

E&G Funds
Education and General Funds

F&A Costs 
Facilities and Administrative Costs (formerly Indirect Costs) 

FOAPAL Request
Fund Organization, Account, Program, Activity, Location Form
FY 
Fiscal Year 
IRB
Institutional Review Board for the Protection of Human Subjects in Research
IACUC
Institutional Animal Care and Use Committee
NIH 
National Institutes of Health
NSF 
National Science Foundation
OMB 
Office of Management and Budget (Federal)
OPRR 
Office for Protection from Research Risks (Federal)

OPS Position
Other Personnel Services (short-term, time-limited employment)

ORI 
Office of Research Integrity (Federal)

ORSP
Office of Research and Sponsored Programs
PI
Principal Investigator

RFA
Request for Applications

RFP
Request for Proposals 

SPAN Form
Sponsored Program Award Notice form

SP Position
Support Personnel (formerly USPS)
TAR
Travel Authorization Request

Getting Started
Services Provided by ORSP
ORSP informs the University community about the types of funds available, new agency requirements, changes in contractual and grant regulations, budgetary processes, fiscal procedures, proposal writing tips, and FGCU policies.  ORSP staff aid the University community in upgrading proposal quality by advising proposal writers how to apply the principles of grantsmanship, and by providing easy access to the grant forms, announcements, and other useful materials pertaining to research and sponsored programs. 
ORSP Pre-Award Services

ORSP offers consultation about all aspects of proposal preparation, including assistance in:

· Locating funding sources and application forms
· Preparing proposals
· Preparing budgets

· Navigating the internal clearance process
· Accessing compliance training programs

· Facilitating protocol submissions to the IRB, IACUC and Research Safety Committee
· Submitting a proposal 

· Following-up on the status of proposals

ORSP Post-Award Services

ORSP offers consultation on all aspects of proposal acceptance, including:

· Reviewing and negotiating contracts and grants on behalf of the University

· Designing and issuing sub-contracts on behalf of the University

· Accepting awards on behalf of the University

· Informing principal investigators of the terms and conditions of awards, including compliance issues

· Authorizing account set-up

· Approving budgetary changes, grant accounting
· Collecting and maintaining the official University grant, contract, subcontract, and report files 

· Assisting in resolving project problems

· Aiding in project renewal and close-out

In addition, ORSP:
· Serves as the University’s liaison with external agencies

· Promotes the research and creative activities of faculty, staff and students

· Supports investigators with administration and compliance issues

· Supports the Institutional Review Board (IRB) by staffing the review of protocols for research involving human subjects; the Institutional Animal Care and Use Committee (IACUC) by staffing the review of protocols for research involving animals, and staffing the Research Safety Committee

· Monitors technical, patent, equipment, and final report submission

· Assists faculty members with technology transfer for commercially viable technology 

· Distributes a monthly electronic newsletter that provides current announcements, funding information and reports regarding the previous month’s proposal submissions and awards
· Offers the following programs to support our faculty, staff and students:

· Faculty Travel Awards Program

· Student Travel Awards Program
· Undergraduate Student Research Grants
· Graduate Assistantships
· Graduate Research Assistantships 
· Research Day
Investigators should contact the ORSP office with questions, 590-7020. 
Before Contacting ORSP

Determine your Eligibility to Submit an Application

Any FGCU faculty member is eligible to submit an application for external funding.  All applications are submitted through ORSP.  
Visiting professors, staff or adjuncts or others associated with FGCU may submit a proposal to an external agency only with the support of a qualified faculty sponsor.  The same procedures for submitting an application through FGCU must be followed.  Any person utilizing FGCU facilities, and/or representing their affiliation with the University as part of the proposal work must obtain the appropriate approvals prior to submitting the proposal.  

The faculty member sponsoring the individual must accept responsibility for managing the project and administering project funds if the proposal is funded.  In certain circumstances, an appropriate Vice President, Dean or Director may designate a Principal Investigator with the approval of ORSP.  
Not obtaining approval from FGCU’s authorized representatives results in individuals being personally liable for such action.  Proposal submissions are not considered authorized until all appropriate signatures are obtained on the internal review form.

Review Sponsor Guidelines

Principal Investigators should review the sponsor’s guidelines.  Occasionally, sponsors limit the number of submissions per institution.  Contact ORSP well in advance if submissions from an institution are limited. ORSP will initiate an institutional selection process to choose which proposal will be submitted by the University.  ORSP will work cooperatively with the Grants and Research Team as the Team recommends which proposal the University should submit.  
Other guidelines the Principal Investigator should review include:

· Limitations on an applicant’s years of experience, position, or years in a position 

· Inclusion of the Principal Investigator salary in the budget 

· Page limitations, including the allowability of appendices 

· Limitations on concurrent applications to other programs or sponsors

· Letter of intent 
· Pre-proposal requirements
· Cost-sharing or matching funds requirement from FGCU 

· Grant timelines vs. FGCU’s processing timelines

· Restrictions on F & A (indirect costs)
· Restrictions on the participation of foreign nationals 

· Restrictions on publication 

· Requirements for resource, data, or intellectual property sharing 

Steps in Submitting a Grant
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Compliance Training

Protection of Human Subjects Training

Federal regulations and guidelines require documented evidence that key personnel (IRB members, principal investigators, co-investigators, students, etc.) involved in the design, conduct, data analysis or reporting of human subject research, including exempt research, be appropriately trained in the protection of human subjects. To meet this requirement and the University’s ethical standards, FGCU requires that all key study personnel are certified in the protection of human research subjects prior to their involvement in human subject research.  
Certification can be achieved through successful completion of the National Institutes of Health (NIH) On-line Course, a free, online course focusing on the rights and welfare of human subjects participating in research. The course satisfies the NIH human subjects training requirement for obtaining Federal funds. 
FGCU subscribes to CITI, the Collaborative Institutional Training Initiative.  CITI is a comprehensive, tailored, multilevel web-based training program offering courses in the Protection of Human Research Subjects (basic and refresher courses), Health Information Privacy and Security (HIPS/HIPPA), Good  Clinical Practice, the Responsible Conduct of Research (RCR), Biosafety and Laboratory Animal Welfare.  Feel free to register by accessing CITI on the Compliance page of the ORSP website.
Responsible Conduct of Research (RCR) Training

Both the National Science Foundation (NSF) and the National Institutes of Health (NIH) now require students, trainees, fellows, participants, and scholars receiving funding from specific programs to successfully complete training in the responsible conduct of research (RCR).

The NSF requires applicant institutions to have in place, at the time of proposal submission to NSF, a plan to provide a foundation in RCR to undergraduate students, graduate students and postdoctoral researchers.  NIH requires all trainees, fellows, participants, and scholars receiving support through a NIH training, individual or institutional career development award; research education grant, or dissertation research grant to receive RCR instruction. 

To meet this requirement, FGCU provides access to the online courses of CITI.  CITI is recognized at research institutions nationally for providing comprehensive training in areas including the responsible conduct of research (RCR).  Register for CITI’s course in the Responsible Conduct of Research on the Related Human Subject Sites section of the Compliance page of the ORSP website. 
The complete NSF and NIH announcements can be found at the following links: http://edocket.access.gpo.gov/2009/E9-19930.htm
http://grants.nih.gov/grants/guide/notice-files/NOT-OD-10-019.html
Please note that Principal Investigators are responsible for ensuring that all NSF and NIH supported students complete this mandatory training.  Students should complete the RCR training as soon as they are invited to join or become associated with a NSF or NIH funded project.  

To further its commitment to the NSF and NIH requirement for training in the ethical and responsible conduct of research, FGCU strongly encourages its Principal Investigators who submit proposals to, and/or receive NSF or NIH funding, to engage in the same training required of students and postdoctoral researchers.  
All FGCU faculty, staff, and students with an interest in ethics education and the responsible conduct of research and scholarship are also invited and encouraged to complete the course.  
Finding the Right External Funding Source

Faculty members are encouraged to contact funding agencies directly to discuss their research ideas.  ORSP can assist in obtaining names, addresses or telephone numbers of persons at Federal, state and private agencies.  
Faculty members who plan to contact private funding sources, such as a foundation, must first inform ORSP of their intention.  The FGCU Office of University Advancement may have already established a relationship with a private agency and can often provide suggestions and/or specific contacts that will help enhance the chances of securing external private support.  Conversely, the private funding source may already be in negotiation related to other University priorities, in which case, another potential source of funding should be sought.

While initial contact with funding sources to discuss potential projects is encouraged, please remember that it is not appropriate for a Principal Investigator to formally submit a proposal without the prior approval of your Division, College/Academic Unit, and ultimately ORSP.  Submitting proposals is a function of the University rather than the individual.  FGCU is the legal applicant and assumes full responsibility for the project.  
All requests from an outside agency to perform a project that involves participation of students, staff, faculty, or use of the campus facilities should be referred to ORSP.  In order to avoid embarrassment and to be certain FGCU would authorize a formal proposal submission, faculty are required to discuss their potential project with their Chairperson, Dean and ORSP. 
Beginning Your Funding Search
ORSP provides three funding source information vehicles: GENIUS/SMARTS, a monthly electronic newsletter and a funding source library in the ORSP office. 
The best way to begin your search for external funding opportunities is to visit our web site and register for InfoEd’s GENIUS/SMARTS funding identification service to which ORSP subscribes.  It provides the most current funding information and research opportunities.  
GENIUS is a faculty expertise database that allows you to provide a profile about yourself and your research interests.  It takes about 15 minutes to register and you’ll never have to do it again unless you desire to revise your profile.  SMARTS matches your research profile in GENIUS to funding opportunities with direct and targeted electronic links to comprehensive, current U.S. Federal and Non-Federal (and expanding international) research funding information.  Matched programs are then automatically e-mailed to individual faculty as soon as the programs are announced.  

ORSP distributes a monthly electronic newsletter to all faculty and staff that provides current announcements, funding information, and reports regarding the previous month’s proposal submissions and awards.  The newsletter provides direct links to program summaries and application materials.  

The ORSP funding source library is maintained in our office suite, HE 112.  It provides resource materials including funding source information, proposal writing guides, and general grantsmanship guidelines.  A work area and computer are available for faculty to work on proposals and/or to identify potential funding sources. 
The following is a list of the major external funding sources.  Select the link to be directed to a specific site.

GENIUS/SMARTS (FGCU personnel only, registration required)
The user must provide GENIUS/SMARTS ID and Password.  ID and password may be obtained from Lucia Soria in ORSP (asoria@fgcu.edu). 
Foundation Funding Sources
· The Foundation Center 
Contact ORSP if you would like to perform an expanded search on this site
· Community Foundations (from The Grantsmanship Center )
· Big On-Line Database
Contact ORSP if you would like to  search this site

International Funding Sources

· International Funding Sources (from The Grantsmanship Center )

Searchable Funding Databases

· GrantsNet 
Provides funding opportunities for training in the biological and medical sciences  
· SPIN   (FGCU personnel only, registration required)
Searches general funding sources.  The user must provide GENIUS/SMARTS ID and Password.
· National Council of University Research Administrators 

· Society of Research Administrators (SRA) 
· Research 
Research the world's most reliable source of policy news and funding opportunities. 
·  Grants.gov 
One-stop shopping for Federal funding programs. 

Federal Funding Agency Links

· Department of Agriculture(USDA) 

· Department of the Air Force 

· Department of the Army 

· Department of Defense (DoD) 

· Department of Education 

· Department of Energy 

· Department of Health & Human Service (DHHS)  
· Department of Commerce  
· Department of Interior 

· Department of Justice, Bureau of Justice Assistance 

· Department of Justice, Office of Justice Programs  

· Department. of Justice, National Institute of Justice 
· Department of the Navy 

· Department of Transportation 

· Environmental Protection Agency (EPA) 

· National Aeronautics & Space Administration (NASA) 

· National Endowment for the Arts (NEA) 

· National Endowment for the Humanities (NEH) 

· National Institutes of Health (NIH) 

· National Science Foundation (NSF) 

Looking for an Agency or National Laboratory not Listed?

· Federal Web Locator 
· US Federal Government Agencies Directory from LSU Libraries 
Other Funding Resources

·  CFDA (Catalog of Federal Domestic Assistance)
The Catalog of Federal Domestic Assistance Programs (CFDA) is a government-wide compendium of all 1,386 Federal programs, projects, services, and activities that provide grants, loans, loan guarantees, services, information, scholarships, training, insurance, etc., to the American public.
·  Commerce Business Daily Alert Service (provided by Community of Science) 
Store up to 10 queries of the daily issues of the CBD and the Federal Register. Daily emails alert you to relevant article titles. 
· Federal Register Announcements by Agency  (from ProQuest) 
Browse current/back issues; find direct links to full text articles from the table of contents page; and sign up for customized daily alert service in this easy-to-ready format. 

Proposal Preparation
Internal Review Form

To facilitate the review and approval process, ORSP utilizes the Internal Review Form to authorize proposal submissions and to enter the proposal into its proposal tracking system. 

It is the Principal Investigator’s responsibility to complete the form, sign it, and allow sufficient time to have the proposal reviewed and approved by the appropriate Division Head, Chairperson, Dean and/or Vice President.  This process serves as confirmation to ORSP that the activity being proposed is endorsed and authorized by the appropriate academic unit.

Recommended Lead Times

ORSP requires a minimum of three working days prior to the submission deadline to review and process all proposals.  Principal Investigators should contact ORSP as far in advance as possible regarding their potential funding interest so ORSP can assist in the preparation of the application.
Suggested Boilerplate Language

FGCU’s Fast Facts page provides useful overview information on the University to use in the boilerplate section of your application.
Budget Preparation 

Cost Types: Indirect and Direct 
Direct Costs

Direct costs are defined by the Federal government in Office of Management and Budget Circular A-21 as "costs that can be identified specifically with a particular sponsored project, an instructional activity, or any other institutional activity, or that can be directly assigned to such activities relatively easily with a high degree of accuracy."  Direct costs typically include personnel (salaries, wages, and fringe benefits), equipment, travel, materials and supplies.

Indirect Costs 

Indirect costs are also known as Facilities & Administrative Costs (F&A) costs.  They are defined as costs that are incurred for common or joint objectives and cannot be specifically assigned to a particular sponsored project, instructional or institutional activity.  Indirect costs typically include expenses that cannot be charged directly to an award such as lights and heat, building maintenance, general office supplies, telephone line charges and the services of administrative offices such as ORSP.

The following items should be evaluated as to their relevancy for your budget.

Personnel

Creation of Grant Positions

All FGCU employees paid from Sponsored Program funds are subject to the same rules, policies, procedures and collective bargaining agreement provisions as other FGCU employees, unless otherwise specified.  Grant or contract funded positions are usually given a “time-limited grant-funded” designation since employment is normally contingent upon external funding being in place.  The appointment process for any position requires close coordination between the employing department and Human Resources.  

Establishing, Classifying and Filing Externally Funded Positions

The Principal Investigator has the following responsibilities:

1. Prepare and send a short description of the position to both the Budget Office and Human Resources, requesting a position number.  
2. Once received, send the Human Resources Manager of Classification and Employment the complete job description(s) for SP and A&P positions so the position(s) can be classified and advertised.
3. Submit a draft posting and a signed Recruitment Plan to Human Resources for faculty positions which do not require position descriptions.   

Recruitment Plans must be signed and approved before recruitment can begin.  Positions are posted and advertised as “time-limited, grant-funded” positions.  Appointment letters should also use this language.  
All positions are recruited in accordance with the Search & Screen Guidelines, located on the FGCU Human Resources home page.
Unless an individual is named in the funding proposal, full search procedures with a certified labor pool are required.  If an individual is named in the proposal, the position must still be established and classified, but advertising and search procedures are not necessary—Human Resources and the department can immediately begin the appropriate process with approval from ORSP.  

Employment Categories and University Forms

Externally funded personnel use the same employment categories as any other University employees—Faculty, A&P, SP, or OPS.  The same appointment forms and personnel forms are used but require approval by the Associate Vice President for Research in addition to the standard approvals.  These forms are located on the Human Resources web site at http://www.fgcu.edu/HR/formsbyname.asp.  

Advertising for Positions

In some instances advertising requirements may be waived if an individual is specifically named within a contract or grant award made to FGCU.  In such instances, the individual must be named within the proposal and/or grant award/contract.  

For cases in which an individual seeks to advertise, the costs for such advertising are generally an allowable expenditure directly from the contract or grant.  In some instances, the academic unit may cover the cost of advertising and be reimbursed if the contract or grant award has not yet been received or in the rare circumstance where such an expenditure is not allowable.  

Salary Calculations

There are three payment methods for full-time faculty employed on 12-month contracts:  
1. Percentage of Effort (based upon 1.0 FTE), 
2. Release time, and 
3. Additional and Dual Compensation (aka Overload).  
The particular method of payment depends upon Federal or state regulations and college approval.  

Full-time faculty employed on nine-month contracts have an additional option of receiving summer salary.  The Human Resources form, Adjunct- Overload Summer Agreement, is located on the forms page on the FGCU Human Resources web site.
Part-time faculty, either 9-month or 12-month, can increase their FTE to 1.0 with external funding.  For example, a 9-month faculty member employed at .5 FTE has .5 FTE available for payment from a grant and also could be paid summer salary.  A 12-month faculty member employed at .5 FTE has .5 FTE available for payment from a grant or could receive .25 FTE release time in order to devote .75 FTE to a grant.  

Current pay rates for proposal salary calculations may be obtained from ORSP.  
Fringe Benefits for Grant-Funded Employees

ORSP typically uses estimates of a grant-funded employee’s fringe benefits when preparing a budget for proposal submission.  Various percentages are used, depending on the employment category.  The percentages used are:

Academic Year fringe benefits for 12-month or 9-month faculty 
35% of salary

Summer Salary fringe benefits for 9-month faculty
 20% of salary

A&P and SP fringe benefits
35% of salary 

OPS and faculty overload
7.65% of (FICA)

Post Docs
16% of salary 

Faculty on sabbatical 
20% of salary 

Occasionally, a federal sponsor will require itemized fringe benefits.  ORSP will obtain the specific fringe benefits from Human Resources upon request.

When an employee is paid 100% from grant funds, both the employee’s portion and the employer’s portion of the fringe benefits will be charged to the grant.  

Personnel Release Time

All personnel working on sponsored projects may be relieved of their assigned regular duties by the appropriate supervisor within the academic unit for the period of time and percentage of effort to be devoted to the sponsored project.  
If regular personnel are appointed to, and paid from, the sponsored project budgetary account on which they work, then departmental (University) E&G funds will revert back to the academic unit unless a Presidential decision is made to do otherwise.  Should salary savings be retained by the President’s Cabinet, the academic unit creating the salary savings will be provided funds to cover the cost of hiring an adjunct professor so as not to penalize an academic unit for engaging in such activity.  

Overload and Overtime 

Most Federal awards do not allow for payment of additional compensation. OMB Circular A-21 J.8.d (1) explicitly states that compensation is to be based on the individual’s “regular compensation” and should not exceed this full time equivalent or rate of pay. 
All requests for faculty overload or staff overtime with the source of payment from an externally funded contract or grant must be processed and approved through ORSP.  ORSP will authorize the payment after verifying that the contract or grant allows this compensation.  The appropriate supervisor within the requesting academic unit is responsible for assuring that participation in such activity is beyond the responsibilities and duties of the individual’s full-time position, does not create a conflict of interest, and is allowable under FGCU guidelines.

FGCU policies and procedures relating to dual overload and overtime can be found in FGCU’s Personnel Policies and Procedures Handbook and in the Faculty Handbook.
Requests for faculty overload and staff overtime payments require two forms, both found on the Human Resources web site:

1. Adjunct - Overload Summer Agreement
2. ORSP Overload Overtime Form
Annual Leave Policy for Grant Funded Positions         
Principal Investigators and appropriate academic units are encouraged and should make every effort to ensure accrued annual leave is used prior to the expiration of any grant or contract from which an individual is paid.  
Grant or contract funds may be used to pay accrued annual leave if dollars have been budgeted and/or are available in the specific account from which an individual was paid.  Any additional payment beyond what may be available in the specific contract or grant account is the responsibility of the academic unit where the grant or contract resides.  

Salary Increases

All personnel employed on Sponsored Program funds are eligible for any standard pay increase that may be implemented across the board. A minimum standard increase of 4.5% of the estimated annual base salary should be included to cover such increases in the proposal’s budget. 
Equipment

Separately list each item of equipment with a unit cost greater than $1,000.  Include specific information about the name, model number, manufacturer, and shipping and installation costs.  Provide adequate justification of the need for each item requested.
 Ordinarily, the purchase of general purpose equipment (e.g., office furniture, computers, etc.) is not allowed.  Exceptions may be dictated by the nature of the project.
Contractual Services/Consulting
Proposals that include subcontracts must include a letter of intent to establish a contractual arrangement signed by the subcontractor’s institutional official, a budget, and a statement of work.

Indicate the name, if known, of each consultant and itemize the costs including number of days, daily rate of pay, travel, etc. Append a letter of intent to participate in the project to the proposal. Please note that some funding agencies limit daily fees.

Materials and Supplies

Itemize items such as chemicals, electronics, and laboratory materials used in the project, in your budget. Do not include general office supplies, such as notebooks, paper, or pens in federally sponsored proposals.  
Other Direct Costs

Itemize these costs by category, such as publications, graphic services, photography, equipment maintenance and service agreements, computer charges, rentals and leases, service centers, domestic and foreign travel,, etc. 
Travel for Sponsored Program Activities

Travel paid from sponsored projects is subject to the same rules and regulations as travel paid from other budgets.  Travel costs are chargeable to a sponsored project if the trip is directly related and beneficial to the work funded under the sponsor agreement.  
One special exception pertaining to travel on sponsored projects relates to foreign travel.  All Federal and most other sponsors require prior written agency approval for foreign travel.  In some cases, special written approval is required in advance for each specific occurrence of foreign travel even though it was previously approved in the award budget.  All foreign travel expenses will be reimbursed under the provision of the Uniform Travel Law of the Florida Statutes, and the U.S. Department of State per diem rates.  Canada is not considered foreign travel by most Federal agencies.  In addition, all foreign travel TARs require the approval of the University President prior to the travel.
Sponsored Program Cost Sharing/ In-Kind Contributions
All universities, when requesting Federal, state, non-E&G funding or other external funding, must demonstrate commitment to the proposed program.  This commitment must be demonstrated in certain programs by providing matching funds.  All cost sharing must be noted in the proper place on the Internal Review Form and signed by the Dean and Department Chairperson before being provided to ORSP.  
Academic units determine the importance of potential externally supported programs according to the priorities of the college or academic unit.  Based upon this, the college or academic unit decides if the cost sharing required by the agency can be committed or identified within existing budgets.  This cost sharing in cash and/or in-kind contribution must be auditable.  
It is recommended that salary with the pertinent fringe benefits and assessments be used as the primary type of cost sharing.  Faculty activity reports must be consistent with cost sharing commitments indicated in proposals to provide a clear audit trail.  Time and effort reporting must also be consistent with commitments made in proposal submissions and subsequent awards.  Other budgetary commitments may be approved on an individual case basis.  

“In-kind” contributions are when no cash transaction occurs, but volunteered services are provided or use of equipment is made available or actually donated to the University.   

Facilities and Administrative Costs (F&A Rate)

The F&A rate negotiated with the Division of Cost Allocation at the U.S. Department of Health and Human Services reflects the rate of reimbursement for real, audited, facilities and administration costs incurred in the conduct of research.  Included among these costs are: depreciation and use allowance costs of buildings and equipment, maintenance and repairs, janitorial services and utilities, hazardous waste disposal; libraries and general administrative costs such as sponsored programs administration, departmental and general administration (accounting, purchasing, legal services, personnel and compliance).  
These costs are “indirect”, or general research support costs, because they are not included in the “direct” portion of the budget allocated for specific project research and, in general, cannot be ascribed to an individual project.  They relate to the conduct of sponsored programs in general, regardless of the source of funding, and therefore must be applied to all grants and contracts.

Although the F&A rate is negotiated with the Federal government to recover University’s cost of providing research services to the government, the Federal government is only one of FGCU’s partners in sponsored research.  Contracts and grants are negotiated with companies and other organizations in the private sector in order for them to gain access to faculty expertise, student talent, specialized equipment, libraries, computing services and to the basic research laboratories at FGCU.  The costs for this infrastructure must be paid for, regardless of the research partner involved.  FGCU cannot provide at no-cost or low-cost the facilities and services for which it requires full reimbursement from the Federal government.
Effective July 1, 2010 the established rate for on-campus activity is 52% of personnel costs, and 23% of personnel costs for off-campus activity. 
Apply the off-campus rate (23%) if more than 50% of the work being performed is off-campus.  
Certain circumstances may arise when considering contracting with external agencies for research or other sponsored activities that significantly lessen the F&A burden placed on the University.  ORSP will consider accepting less than the authorized and approved F&A rate if a lesser rate can clearly be justified prior to proposals being submitted and contracts being negotiated.  Any modification to the University’s F&A rate must be approved by the President, Provost, or Associate Vice President for Research prior to the application being submitted.  
ORSP is always willing to consider variations, but needs appropriate information ahead of time to justify accepting less than the approved rates.  It is difficult to offer specific and concrete guidelines for every circumstance since they are largely dependent on the flexibility of each granting agency.  The following are examples of potential justification for accepting less than the approved rates:
· Purchase of service contracts (Purchase Orders or Standard Contracts) are implemented that provide a specific service and for which the funding source pays the University according to a pre-negotiated fixed-price authorized by the University.

· Payment for such services is made up front (or at least a significant amount, depending on the circumstance).

· No fiscal, technical or other reporting is required.

· University facilities are not significantly utilized, if at all.

· The Principal Investigator and Dean certify the academic unit is able to provide the service for the fixed-price being proposed.

· Internal budgets are provided to assist in justifying the limited F&A burden placed on the University.

· Determination is made that all costs associated with the agreement have been accounted for and any additional costs not accounted for will be the responsibility of the academic unit.

The rates established by the Division of Cost Allocation at the U.S. Department of Health and Human Services should be utilized since they reflect the real cost to the University for research activities.  The rates established at FGCU are documented, based on facts, and have been reviewed and authorized by this cognizant agent.  FGCU risks penalty, fines, and even debarment if these established rates are not consistently utilized.  Any variation needs to be clearly justified prior to a proposal or application being submitted to any external sponsor.  

Florida Statute dictates how each state university may utilize F&A costs generated from externally funded contracts and grants.  FS 1004.22 indicates that F&A costs: 
1) Be utilized to cover the direct costs of awarded grants and contracts.  In general, a minimum of 10% of the previous year’s total expenditures plus any anticipated significant increase in funding must be maintained in the sponsored research trust fund in order to cover direct costs associated with cost-reimbursable awards. 
2) Create a self-supporting research infrastructure (all costs associated with operating the sponsored research area must be paid for, i.e. operation of ORSP, accounting services, compliance matters, legal expenses, etc.)
3) Foster research and creative activity with the remaining dollars
In fiscal year 2002-2003 the Office of Research and Sponsored Programs became fully self-supporting in accordance with Florida Statute 1004.22. In accordance with Florida Statute 1004.22 the Office of Research and Sponsored Programs shares the F&A recovered with academic units, formally approved FGCU Centers and Institutes, and individual Principal Investigators. 
Additional Space Requirements

Principal Investigators should include the need for additional space to successfully perform the requirements of a sponsored project on the Internal Review Form.  Additional space is defined as space requirements beyond those under an academic unit’s control to access, assign or re-assign. 

Principal Investigators should address space requirements with their academic unit head to determine if there is a need for additional space.  If so, it is the responsibility of the academic unit head to make a determination regarding the importance and appropriateness of the proposed project and whether or not he/she will work with the Provost and/or his/her designee to establish a plan for providing additional space should it become necessary.  
Requests for additional space must be in writing and submitted by the academic unit head through ORSP to the Provost.  Unless additional space requirements are addressed prior to submitting a proposal, there is no obligation on behalf of the University to provide additional space.  Every effort will be made to identify space for projects that are funded and were brought to the attention of ORSP prior to the proposal being submitted.  Principal Investigators and academic unit heads may consider requesting funds from the potential sponsor for leased space to carry out the activities associated with the project.
Negotiations with a Potential Sponsor
Negotiations between ORSP and a potential sponsor may be necessary to preserve the needs of the sponsor, the University and its investigators.  Negotiating points may involve issues such as:

· Intellectual property rights 
· Licensing 
· Patents 
· Provision for payments (Up front, scheduled, cost reimbursement.) 
· Deliverables (What will the sponsor expect to receive during the life of and upon completion of the award?) 

· Indemnification (Who's responsible when something goes wrong?) 
· Publications (Prior review by sponsor?) 

· Confidentiality (What can be disclosed?) 
Please contact ORSP if you have any questions or concerns.

Administrative Considerations

Protocol Approval by Compliance Committees
Protection of Human Research Subjects (IRB)
Protection of Animal Research Subjects (IACUC)
All research by faculty, staff and students involving human or animal subjects must be reviewed and approved in advance by the Institutional Review Board for the Protection of Human Subjects in Research (IRB) or the Institutional Animal Care and Use Committee (IACUC), respectively.  This includes research conducted at the University by employees or students of other institutions.

These two institutional review boards safeguard the protection of human and animal subjects in all research and development activities, whether funded or not.  They follow Federal and University policy guidelines. Specifically, the Code of Federal Regulations, 45 CFR 46, subparts A, B, & C, Protection of Human Subjects, and DHHS (NIH) Public Health Service Policy on Humane Care and Use of Laboratory Animals (Policy) and Guide for the Care and Use of Laboratory Animals.  FGCU Guidelines, Policy and Procedures, and Application forms are available in ORSP, and on the Compliance page of our web site.
A Principal Investigator should plan on a minimum of one week from the time an application is submitted to the time it is initially reviewed.  Final approval depends on the adequacy of what is submitted.  ORSP serves as the administrative support and coordinating arm for both the IRB and IACUC, but has no authority to review or approve any application submitted.  

Research Safety Committee (RSC)
The Research Safety Committee reviews, approves and monitors research projects that involve the use of radioactive isotopes or radiation generating devices, instrumentation containing sealed sources or other radioactive materials, natural or produced; the use of controlled chemicals; the use of biohazards or pathogens recommended for use at bio-safety level three (BSL3) or above; or select agents as listed by HHS and/or USDA; and the use of recombinant DNA containing pathogen genetic material as listed by the NIH recombinant DNA advisory committee.  
Conflict of Interest
Personal Financial Conflict of Interest

Federal regulations and University guidelines require disclosure and management of apparent or actual conflicts of interests related to sponsored programs. A conflict of interest occurs when there is an appearance of conflict, or conflict between one's private interests and his or her professional obligations.  Conflict of interest in sponsored research occurs when an investigator (faculty, staff or student) has a significant financial interest that may compromise, or have the appearance of compromising, professional judgment in the design, conduct, or reporting of research.

"Significant financial interest" is defined as anything of monetary value, including, but not limited to salary or other payments for services (e.g., consulting fees or honoraria); equity interests (e.g., stocks, stock options, or other ownership interests); and intellectual property rights (e.g., patents, copyrights, and royalties from such rights) held by an investigator or the investigator's immediate family, individually or in aggregate.  

Investigators conducting research funded by the National Institutes of Health and National Science Foundation are subject to agency specific conflict of interest regulations.  Their specific conflict of interest policies can be found at http://grants2.nih.gov/grants/guide/notice-files/not95-179.html and http://www.nsf.gov/pubs/policydocs/pappguide/nsf08_1/aag_4.jsp, respectively.

These guidelines are intended to maintain the professional autonomy of investigators in their conduct of research. Investigators are expected to review their relationships and activities fall within the provisions of the policy. Please direct any questions to the Associate Vice President of Research.

Additional Compensation for Work on Grants and External Contracts

Base salary may not be increased as a result of replacing institutional salary funds with grant funds.  

Employees who are less than full-time equivalent employees in their regular appointments (examples include nine month academic year or part-time 12 month faculty appointments) may be eligible to receive payments for work on grants during the period outside their regular appointment.

Investigators who receive a portion of their compensation from a Federal grant or other sponsored program should verify their eligibility to receive extra pay with ORSP before accepting additional assignments for pay.

Misconduct in Research

The University community expects all individuals involved in scientific research and scholarly activity to maintain the highest ethical standards in the conduct and reporting of those activities.  Faculty, staff and students have responsibilities for ethical conduct in research and scholarly activity not only to the University, but also to the community at large, the academic community, and to private and public institutions sponsoring the research. 

Misconduct in research is defined as any failure by faculty, staff or students to comply with generally accepted ethical and legal standards for the conduct and reporting of scientific and/or scholarly research.  This includes, but is not limited to:

· Fabrication, falsification, intentional misrepresentation, selective reporting, or concealment of data
· Stealing, plagiarism, or in any other way knowingly attempting to take credit for work which is not one’s own
· Purposeful omission of any conflicting data

· Cases of frivolous accusations
· Failure to comply with federal, state, local, or university regulations regarding protection of human or animal subjects

· Intentional misappropriation of research monies

It does not include honest error or honest differences in interpretation or judgments of data.  Student research misconduct resulting from classroom assignments remains under the purview of the instructor and is not subject to these protocols.  Unethical or illegal conduct that does not involve scholarly or scientific research is outside the scope of this policy.

The FGCU Misconduct in Research procedures apply to individuals (other than students involved in regular classroom assignments) engaged in any form of research and scholarship, funded or otherwise, in every discipline throughout FGCU. Please access these procedures on the Compliance page of the ORSP website.  
ORSP Proposal Review, Approval and Submittal
Proposal Review and Approval

The Principal Investigator and ORSP share the responsibility of assuring that the submitted proposal is complete and accurate.  ORSP reviews all proposals to ensure they comply with pertinent policies, procedures, regulations and the guidelines of the funding agency. 
The following should be delivered to ORSP a minimum of three working days prior to the submission of the proposal. Proposals submitted less than three days prior to submission risk FGCU withdrawing the proposal and/or amending the application appropriately.
1. Internal Review Form (with all necessary signatures) 
2. Proposal Cover Page 
a. Full Proposal
b. Budget Form(s) 

c. Budget Justification 

The President, Provost and Associate Vice President for Research are the only FGCU representatives legally authorized to submit a proposal, accept an award or sign a contract on behalf of FGCU.  Individuals are personally liable for any proposal submitted that does not include the endorsement of an FGCU authorized representative.  

Proposal Submittal

If the proposal is submitted in paper form, ORSP will make the necessary number of copies, assure the package is complete and in correct order, and mail the package to the sponsor to meet the deadline.  

If the proposal is submitted via an electronic submission system, ORSP will submit the proposal on behalf of the University.  The Principal Investigator is responsible for coordinating the various documents that will be uploaded to the submission system with ORSP.

Receipt of Award 

Award Notification

ORSP is the University’s central office for the receipt of award notifications of sponsor acceptance or rejection of awards.  All research and sponsored project award notifications must be processed and approved through ORSP.
All sponsors will send some form of written notification that includes essential information for making the decision on accepting the award.  Many sponsors have published grant and contract manuals describing all award terms and conditions.  ORSP will review the award document for compliance with University and state regulations and policies and will collaborate with the appropriate University entities to determine if terms and conditions of an award are acceptable.  
Once an award has been officially accepted, ORSP will issue a congratulatory letter and attach the FOAPAL Request form.  The letter from ORSP to the Principal Investigator is the official notification by the University that an award has been accepted by FGCU from the sponsoring agency.  It is the responsibility of the Principal Investigator to prepare and return the FOAPAL Request form to ORSP.  ORSP will establish the grant account upon receipt of the completed and signed FOAPAL Request form.
Pre-Award Spending

Most agencies do not allow pre-award expenditures.  Contact ORSP if pre-award expenditures are necessary.
Establishing the Grant Account

Upon receipt of the FOAPAL Request form, ORSP will prepare a Sponsored Program Award Notice (SPAN).  The SPAN summarizes the award information and provides the Principal Investigator with information needed to administer and manage the project.  
In some instances, ORSP will require a project initiation meeting to review the award requirements if there are particularly complicated circumstances surrounding the award.  However, a Principal Investigator may request a project initiation meeting if the information provided on the SPAN needs clarification or if a Principal Investigator merely wants to be sure he or she understands their obligation in carrying out the project. 
The Controller’s Office will assign an account number and notify ORSP who will in turn notify the Principal Investigator that the account is established.  This process generally takes no more than two full working days after the Controller’s Office receives the SPAN from ORSP.  

Invoicing the Sponsor

ORSP is responsible for preparing and submitting all invoices to sponsors.  Payment is often contingent upon receipt of technical reports and/or other items requiring certification or confirmation from the Principal Investigator.  ORSP will contact the Principal Investigator if information needs to be included with an invoice.  It is the responsibility of the Principal Investigator to work with the ORSP to provide what is necessary in order to receive payment from any sponsor.


Principal Investigator Post Award Responsibilities
The Principal Investigator is required to spend dollars from the grant account in accordance with the award.  Appointment forms, requisitions for purchase orders, travel authorizations, and all other expenditures associated with the grant or contract are processed in the same manner as other expenditures at the University.  
Notify the budget manager within your academic unit if salary or other charges normally incurred by the academic unit should be charged to the grant account.  Post-award management is a collaborative effort.  However, it is ultimately the Principal Investigator’s responsibility Principal Investigator to ensure the appropriate personnel at the University are informed of the grant award so that it can be utilized to the fullest extent possible.  
Overcharges or a sponsor disallowance will be automatically charged to the academic unit.
Purchasing Requirements

Purchases made from sponsored program accounts are processed similarly to any other purchase made through the University.  Utilize the same pool and account codes when preparing requisitions. The codes should be consistent with the contract or grant budget.  If an assigned pool or account code is inconsistent with normal Purchasing Department processing procedures, Purchasing will contact the Principal Investigator and/or individual who prepared the requisition to resolve the discrepancy. 

All Requisitions for Purchase Orders sent to the Purchasing Department involving a contract or grant account require the end date for the term of the contract or grant to be included on the requisition.  If there is no specific end date, and a Principal Investigator is permitted to spend from a contract or grant account indefinitely, the Requisition for Purchase Order must indicate there is no end date.  

Supporting documentation for typically non-allowable expenditures must accompany any Requisition for Purchase Order sent to the Purchasing Department.  Some examples of such expenditures are food purchases, tickets, clothing, entrance fees for field trips, and/or large quantities of books or other educational materials.  Often, an awarded grant or contract permits such expenditures, but it is necessary to provide documentation indicating sponsor approval since such purchases are not normally permitted.

Bid Exemption

All purchases must be made in accordance with the policies and procedures of the University. However, a bid exemption may be exercised for the timely purchase of equipment, supplies, materials, or services if the bidding procedure would impede research activities.  A bid exemption requires certification from the Associate Vice President of Research to the President or his designee that the exemption is necessary for the efficient or expeditious prosecution of a project.
Budget Transfers

The Principal Investigator may request a transfer of grant funds between Banner pools by submitting a Budget Transfer Form to ORSP.   ORSP will review the project file to determine whether prior approval from the funding agency is required.  The SPAN will provide you with pertinent information related to whether prior approval is required for budget transfer requests.  In most instances budget transfers may be done internally, but sometimes there are certain limitations and restrictions that may require prior approval from the sponsor before a transfer can be made.  Always seek assistance prior to the expiration of a grant or contract to avoid a potential disallowance.

Disallowance of Grant Expenditures

In cases of a contractual or grant fiscal disallowance pertaining to a grant or contract administered through the sponsored research trust fund, the Principal Investigator and his/her academic unit are ultimately responsible for paying the cost of the disallowance.  
The disallowance should be paid from a miscellaneous sponsor account or other resource provided through ORSP.  If no such resource is available, the academic unit in which the contract or grant resides will automatically be charged.  Disallowances believed to be attributable to another support unit may be contested in writing.  Any such contested action must be provided to the Associate Vice President for Research in writing and include reasons and support documents for why the academic unit should not be charged.  There must be evidence of an effort to resolve the error and to notify ORSP if the error was known prior to the disallowance.   The Associate Vice President for Research will take action to resolve any such dispute.  Any disagreement with the action of the Associate Vice President for Research may be appealed to the Provost in writing.  The Provost shall make the final determination should the dispute remain unresolved.  

Programmatic and Deliverables Reporting

ORSP regularly sends out reminders regarding upcoming deadlines and reporting requirements to assist Principal Investigators in meeting grant and/or contract obligations through Outlook Tasks.  It is strongly suggested that the Principal Investigator note important deadline dates for future reference at the time a SPAN is issued.  This will help avoid ORSP notices being an unexpected surprise, payment rejections, and unnecessary last minute confusion and scurry associated with project reporting requirements and completion.  

The Principal Investigator should send a copy of the requested item(s) for inclusion in the official grant file to ORSP via-email.

Unpaid Leave of Absence by Principal Investigator

If a Principal Investigator requests a leave of absence from FGCU, his/her grants or contracts may be reassigned to another FGCU employee with funding agency approval.  The academic unit head may appoint another FGCU faculty member as Principal Investigator after the funding agency has been notified and approved the appointment.  Since the faculty member on leave of absence is not being paid by FGCU and is therefore not considered a current employee, FGCU will take whatever steps are necessary to assure the funding agency that the project is being handled in a timely manner.  When an employee on leave of absence returns to the University, the academic unit head may reassign the original faculty member to the project.  ORSP will process the appropriate paperwork needed to keep the funding agency advised of the status of the project.  

According to Federal regulations, if a Principal Investigator will be away from the project for a period greater than three months, (unpaid leave, sabbatical leave, etc.) but intends to return, arrangements for oversight of the project must be sent to the agency for approval.  This information should be submitted a minimum of 30 days before the Principal Investigator’s departure if at all possible.

Transfer of a Principal Investigator to another Institution

If a Principal Investigator transfers to another institution, the grant/contract, because it is awarded to the institution not the Principal Investigator, remains with FGCU unless, in petitioning the academic unit head, it is released after due consideration of any impact on the University.  All equipment purchased with grant funds also remain with FGCU unless the Principal Investigator requests, and receives in writing, permission from his/her respective academic unit head.  The granting agency must also approve the proposed change of institution and final disposition of equipment purchased with grant funds.    
A Principal Investigator should obtain approval from his/her immediate supervisor, academic unit head and the Associate Vice President for Research to transfer a grant and/or related equipment to a new institution.  The academic unit head will make a recommendation to the Associate Vice President for Research who will make a determination of the impact on the University.  Any disagreement with the Associate Vice President for Research’s determination may be appealed to the Provost for final determination.

Time Extensions

In some instances sponsor approval is necessary to extend the time of completion of a project.  Requests for time extensions should be submitted to ORSP no less than thirty days prior to the expiration date of the award.  Various funding agencies have different rules and requirements that must be adhered to.  All requests for time extensions must be processed through ORSP.

End of Grant Procedures
Expiration of Grant-Funded Positions
Externally funded positions posted and advertised as “time-limited, grant-funded” positions end when the grant ends unless the University has received notification from the sponsor that the grant’s funding is being renewed or extended.  ORSP notifies Human Resources of approaching grant end dates so that payroll can be terminated appropriately.  ORSP also notifies Human Resources of renewed funding so that positions can be extended.  

If an exception is made not to advertise the position as “time-limited, grant-funded”, ORSP and Human Resources need a minimum of 45 days notice that the grant is not being refunded and an employee may need to be laid off. 
Residual Account Balances

In some instances, residual balances may remain in a sponsored project account after a project is complete.  It is possible to pool such resources in one miscellaneous sponsor account for use in support of research activities of the academic unit.  Any academic unit may establish a miscellaneous sponsor account within the sponsored research trust fund in order to deposit residual balances from completed projects under the following circumstances:

· All dollars associated with the award have been received,
· All bills have been paid and there are no encumbrances,
· All budgeted F&A costs have been collected at the time of the transfer (only direct costs are transferred),
· A memo from the appropriate Dean is sent to the Associate Vice President for Research requesting to establish a miscellaneous sponsor account.  The memo should reference the completed project’s title, funding source and account number. The memo needs to confirm the project is complete, the sponsor is satisfied with the work and the final report and/or deliverables have been met; and

· A new account request form and signature authorization form is included with the request.
Property Purchased with Sponsored Program Funds

 All University property is either University owned through the Board of Trustees or is in the custody of Florida Board of Governors and is subject to accountability.  This includes all moveable and non-moveable furniture, equipment, fixtures, vehicles, etc., purchased from all funds including grants, operating capital outlay, fixed capital outlay, or donated.  To maintain adequate property control in accordance with the State of Florida’s inventory, all property must be placed on the Fiscal Annual Inventory Audit.

No property may be moved from its present location without first informing the Property Section of the Controller’s Office.  Property may not be removed from the University without prior approval from the appropriate supervisor and Property Section of the Controller’s Office.  

The ownership for all equipment that is purchased with contract or grant funds is invested with the granting agency.  Upon completion of the project, the Principal Investigator, in the name of the University, may request that title be turned over to the institution (if necessary).  If title is transferred to the institution, the academic unit is then accountable for that property.  If title is to remain with the Federal agency, a U.S. government decal should be attached to the equipment and noted with the Property Section of the Controller’s Office.  All property purchased with Sponsored Program funds must have an FGCU inventory decal.
Record Retention

All records, whether they are fiscal records, scientific reports, or correspondence, must be kept for at least five years.  Records should be retained in such a way that they would be easily accessible to an auditor for that period of time.  Some contracts or grants require longer record retention periods.  Should records require to be maintained for longer than a five-year period per a grant award notice or contract, FGCU will adhere to the terms of the award or contract.
Intellectual Property, Patents, and Copyrights

All matters pertaining to intellectual property, patents, and/or copyrights should be brought to the attention of the Associate Vice President of Research.  
The UFF Collective Bargaining Agreement and Florida Statute provide guidelines and rules pertaining to ownership of intellectual property.  Each university within the State University System may create individual institutional guidelines consistent with the aforementioned agreement and State law.  ORSP participated in several Intellectual Property Task Forces established by the Faculty Senate and provided suggested individual institutional guidelines to the Faculty Senate for review and consideration. Policy 2.002, Intellectual Property Policy, was approved in 2005.

	


Electronic Links
ORSPWebsite
http://www.fgcu.edu/orsp/
ORSP Internal Program Webpage
http://www.fgcu.edu/ORSP/InternalPrograms.html
ORSP Forms
http://www.fgcu.edu/ORSP/ProposalPreparation.html
Budget Transfer Form 

FOAPAL Request Form 

Internal Review Form
ORSP Overload Overtime Form
ORSP Human Subjects in Research (IRB), Institutional Animal Care and Use Committee (IACUC), Research Safety Committee Policies and Procedures, Applications

http://www.fgcu.edu/ORSP/Compliance.htm
FGCU Policy to Establish a Center or Institute 


http://www.fgcu.edu/generalcounsel/files/policies/2_001_Centers_and_Institute_1_20_09.pdf
FGCU Policy on Intellectual Property 
http://www.fgcu.edu/generalcounsel/files/policies/2_002_Intellectual_Property_07_29_05.pdf
FGCU Fast Facts 
http://www.fgcu.edu/CRM/fastfacts.html
FGCU Human Resources Website
http://www.fgcu.edu/HR/
FGCU Human Resources Forms Page
http://www.fgcu.edu/HR/formsbyname.asp
(includes the Adjunct - Overload Summer Agreement)
FGCU Misconduct in Research Procedures
(link to Misconduct in research procedures file )
NIH On-line Course
http://phrp.nihtraining.com/users/login.php
CITI Website


HYPERLINK "https://www.citiprogram.org/"https://www.citiprogram.org/
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