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Policy:
The Office of Sponsored Programs and Faculty Development (OSPFD) is committed to providing pre-award services to Principal Investigators (PIs), ensuring that sponsor-driven submission deadlines, policies and requirements are met.  Proposal submissions to external funding entities must be routed through the OSPFD prior to submission to the sponsor.  The OSPFD will provide a complete internal review of the proposal if appropriately notified in advance of an intended submission.  
Purpose:
The Office of Sponsored Programs and Faculty Development provides this institutional policy as guidance for the submission of proposals to external funding sponsors.  The purpose of this policy is to:
1. Outline the pre-award services offered by the Office of Sponsored Programs and Faculty Development, and under what conditions these services will be offered;
2. Provide a timeline for pre-award submissions; and 
3. Provide an outline of responsibilities for the PIs and their home department
Office of Sponsored Programs and Faculty Development 
Services Offered:  
Intent to Submit:
Principal Investigators are strongly encouraged to notify OSPFD of their intent to submit as soon as possible, preferably at 30 days prior to sponsor deadline be sending an e-mail to grants@uwosh.edu.  The PI should include a link to the RFP in their e-mail.   This will allow OSPFD staff appropriate notification of an upcoming submission.  Staff in OSPFD can also schedule an initial meeting with the PI and can develop a timeline and submission checklist for the PI, if requested.  This will also allow OSPFD staff adequate time to review the proposal package prior to submission and to ensure all sponsor requirements are met and any institutional ties are appropriately vetted.
Pre-Award
All submissions to external funding sponsors require an internal review.  New grant applications submitted to OSPFD (grants@uwosh.edu) for internal review will be acknowledged by e-mail within one business day.  Proposals will vetted to ensure alignment with sponsor submission requirements and institutional policy and procedures.  Feedback will be provided to the PI within 2-3 business days of proposal receipt.  The PI, in conjunction with their home department, will review the feedback and submit revised documents to OSPFD following the Submission Deadline table.  OSPFD staff will review final version documents following the services and timelines outlined in this policy.  
Once documents are submission-ready, they will be submitted via one of the following routes:
1. Uploaded to grants.gov application template by OSPFD staff (for all federal funding, excluding “Fastlane Only” submission);
2. PI will be notified by OSPFD to upload to Fastlane (www.fastlane.nsf.gov) (for “Fastlane Only” submissions), or;
3. PI will be notified by OSPFD to submit to the sponsor via the sponsor’s chosen submission route (typically for non-federal funding sponsors:  foundations, local, community).  
a. Note:  For Fastlane Only submissions, proposal documents must be uploaded by the PI into the Fastlane template.  Once uploaded, PIs must grant the AOR access to view, edit and submit.  
If OSPFD staff are responsible for proposal submission to the sponsor then the PI will be notified through e-mail of the completed submission.  If error messages are received following submission, the OSPFD will contact the home department and PI for immediate resolution and resubmission of the revised or corrected application package, as necessary.  Early submission allows for resubmission to correct unexpected errors.
Services Offered with ≥ 10 Business Day Submission
With at least 10 business days' lead time prior to submission, OSPFD will perform a complete review of the proposal, including:  
Proposal Review Services Offered with 10 Business Day Submission
This is the most preferred timeline and the PI should build in time for the internal review phase near the end of their proposal development. 
Services Offered with 3 Business Day Submission
With three business days' lead time prior to submission, OSPFD will perform a review of the following items:
Proposal Review Services Offered with 3 Business Day Submission 
Services Offered with <3 Business Day Submission
If a PI/home department submits an application for external funding less than three (3) business days prior to the sponsor-driven deadline for submission, OSPFD cannot guarantee that a review will be performed to ensure submission readiness.  The proposal will only be submitted at the discretion of the OSPFD Director.  
Applications Received Day of Sponsor Deadline
If a PI/home department submits an application for external funding to OSPFD on the day of the sponsor’s submission deadline, OSPFD will not guarantee submission.  If OSPFD is able to submit the application package, it will be submitted without review and staff will attempt to remedy any electronic submission issues, as time allows.  The PI will be notified through e-mail of the decision on whether or not to submit the proposal.  
Non-Routing through OSPFD
OSPFD cannot guarantee sponsor acceptance of the application package if a PI does not route a proposal through OSPFD for internal review.  In the event of an award, OSPFD will make a decision on whether to accept the award on behalf of UW Oshkosh.  If accepted, the PI and department will accept responsibility for any inaccuracies noted within the terms of award (incorrect or missing fringe rates, under-budgeting, etc.).  The PI will be notified through e-mail of the inability to provide review of the submission package. 
Principal Investigator (PI) Responsibilities
Compliance
The PI holds responsibility for ensuring they and all listed research staff will conduct their intended research activities in accordance with research compliance policies under the Institution Review Board (IRB), Institutional Animal Care and Use Committee (IACUC), and the Institutional Biosafety Committee (IBC) as applicable to the intended research.  All research personnel listed on a submitted application are required to complete appropriate research compliance training and have a protocol application approved by the applicable institutional oversight committee (IRB, IACUC, IBC).  
Principal Investigators must also review the institutional policies on Financial Conflict of Interest (FCOI) and Responsible Conduct in Research (for NSF-funded research) available here:
Financial Conflict of Interest Policy
Financial Conflict of Interest Disclosure Form
Responsible Conduct in Research (for students funded by NSF awards)

Pre-Award
The PI will ensure timely notification to OSPFD of their intent to submit (30 days prior to deadline is preferred) and should plan to communicate closely with OSPFD throughout the proposal development phase.  
The PI is responsible for ensuring compliance with all applicable institutional and sponsor requirements associated with a submission for external funding.  This includes compliance with departmental and/or research unit policies and procedures, as applicable.  
The PI will read through the sponsor’s guidance document(s) (FOA, solicitation, RFP, etc.) as applicable.  Some sponsors also provide an additional instruction booklet for the application itself.  These include the grants.gov Application Guide and the NSF Proposal and Award Policies and Procedures Guide as applicable.  The PI is also expected to prepare a proposal with a relevant science and thoroughly completed submission documents following sponsor requirements.
If the PI plans to include a sub-recipient institution in the proposal then the PI is responsible for obtaining sub-recipient budget, budget justification and other mandatory documents from their collaborator(s) and submitting to OSPFD.  All sub-recipient budget and budget justifications are reviewed by OSPFD staff.    
	Submission Deadline Table

	Sponsor Deadline
	10 Business Day Deadline
	3 Business Day Deadline

	Monday
	Two calendar weeks prior
	Prior Wednesday @ 8:00 a.m.

	Tuesday
	Two calendar weeks prior
	Prior Thursday @ 8:00 a.m.

	Wednesday
	Two calendar weeks prior
	Prior Friday @ 8:00 a.m.

	Thursday
	Two calendar weeks prior
	Prior Monday @ 8:00 a.m.

	Friday
	Two calendar weeks prior
	Prior Tuesday @ 8:00 a.m.

	Services Offered by OSPFD

	

	10 Business Day Submission Met
	3 Business Day Submission Met


Internal Review Form (IRF) and Process
Another responsibility of the PI is to ensure they complete and submit their proposal package to OSPFD following this policy timeline to ensure a thorough internal review process is conducted:  
1. The PI will complete and sign the Internal Review Form (IRF), attach all final version proposal documents, and submit the package to the home department chair, followed by the college dean for review and signatures.  
2. Following the submission deadline table below, forward the IRF package to OSPFD at grants@uwosh.edu or by dropping off a hard copy at Dempsey Hall, Suite 214 for review once PI, department chair and dean signatures are obtained.  The dean’s office may instead choose to submit the signed IRF and proposal package directly to OSPFD.  
3. The OSPFD Grants Accountant will review the budget and budget justification documents, including any sub-recipient budgets and budget justifications, as applicable.  The checklist found in this document may be utilized as a guidance tool for proposal reviews.  
a. Note:  The budget documents take the most time to review.  Advance copies of a draft budget are appreciated and can be sent to OSPFD while still in the development phase to catch any potential errors.  
4. OSPFD staff will provide the PI with feedback on the review following this policy.  The PI and/or department chair contact must be available to make corrections until the proposal is submission-ready.  If the PI is requested to revise the package they will submit revised documents to grants@uwosh.edu or by delivering a hard copy to Dempsey Hall, Suite 214.  
5. The OSPFD Director, Provost/Vice Chancellor, Grants Accountant and AOR will provide signatory approval on the IRF.
6. OSPFD staff will notify the PI of the IRF package status once the internal review is complete.
7. For preproposal submissions, an Internal Review Form (IRF) may not be required.  However, the PI must still provide advance notice to the OSPFD of intent to submit.  The PI may be asked to submit the budget and budget justification for a preproposal to OSPFD for a review.  Please contact OSPFD for additional information if you plan to submit a preproposal.  
Award Notification
The PI will notify the OSPFD of award(s) received by sending an e-mail to grants@uwosh.edu within one week of receipt of award notification.  The same holds true if OSPFD is the first to be notified of an award.  
Award Administration
The PI is responsible for contacting the OSPFD to schedule a start-up meeting.  The start-up meeting is necessary for the PI and OSPFD staff to discuss award administration.  Start-up meetings may include budget negotiation, assignment of account number(s), and review of institutional policies regarding travel, procurement and reporting.  A Funded Project Checklist will be provided at the start-up meeting.  The PI will be required to review their responsibilities as PI and provide signature confirming that they are aware of their duties.  The completed Funded Project Checklist and PI Responsibilities Disclaimer will be placed in the funded protocol file in OSPFD.  
If progress reports are a sponsor-driven requirement of award administration, the home department/unit will work with OSPFD staff to assemble and submit the required reports.
Department Responsibilities
Pre-Award
The Home Department will: 
1. Assume preliminary guidance during the development phase to all PIs within their unit who are or will be preparing grant applications, proposals, subcontracts or responses to sponsor requests as needed to ensure appropriate process support.  
2. Provide guidance to the PI to ensure the PI and their research personnel have met compliance requirements, as applicable, through the IRB, IACUC, IBC, Financial Conflict of Interest, and Responsible Conduct in Research. The home department will ensure compliance with other departmental actions as required at the time of award.  
3. Review incoming pre-submission documents (IRF, proposals, subcontracts and other supporting submission documents) and will provide structured guidance to PIs regarding the document terms, conditions and anticipated work.  The home department will work in conjunction with the PI regarding requested modifications to the pre-submission documents and/or IRF.  The department chair must be available to make requested revisions to the proposal documents if the PI will be unavailable during this time.  
4. Ensure that personnel who maintain a high level of grants expertise are available to assist with the pre-submission process.  This includes familiarity with federal, state and non-federal sponsor guidelines and regulations.  These staff should be familiar with institutional policies regarding submissions and be familiar with the submission process provided by OSPFD and outlined in this document.  
5. Provide the PI with support and guidance regarding grant applications and/or contract/subcontract proposals to ensure the submission package is in final form before submission to the OSPFD for review.  Documents will be reviewed for accuracy, completeness and conformity to sponsor and university policies.  This includes ensuring that all mandatory submission documents, outlined in the sponsor’s submission guidelines or instructions are included in the submission package.  
6. Proposal packages received in the OSPFD prior to the 10-business day submission deadline will receive a complete review following the services provided in the 10-Day Proposal Review Checklist.  OSPFD will provide feedback to the PI including any requested revisions to the submission package or IRF.  
7. Prior to proposal submission to sponsor, the home department/unit will ensure that the following actions are completed:  
· Ensure the PI and any senior/key personnel listed on the proposal have met all compliance requirements prior to submission to OSPFD, including IACUC, IRB, IBC approvals, FCOI training (as applicable)
· Complete all agreed upon correction items and return proposal package to OSPFD a minimum of three business days prior to deadline
· If the department or PI will submit to the sponsor, the proposal package must still be submitted to OSPFD for internal review prior to submission.  The home department must work with the PI to ensure the package is submitted to OSPFD in a timely manner, following this policy.    
Award Notification:  
The home department, in conjunction with the PI, will notify OSPFD within one week of receipt of any award notification.  The same holds true if OSPFD is the first to be notified of an award.  If award notification is received, the home department is responsible for providing signature approval of award receipt within 90 days of notification or following the sponsor-driven award notification timeline. 
Award Administration:
The home department is responsible for ensuring the expedited processing of all departmental award setup in order to allow proper OSPFD administration of the award.  This general duty includes the following specifications:
1. Forward award notices, subcontracts and contracts for PI to OSPFD within one week of receipt
2. Treat “just-in-time” requests as advance award notices (sponsor may ask for additional documentation from the grantee in lieu of an award notification)
3. Respond to OSPFD notice of additional department award actions within two (2) business days
The home department/unit and the PI will work through the OSPFD regarding all external communications with the sponsor’s program officer.  The PI in conjunction with the home department will be responsible for external communications with the sponsor’s program officials/managers and any collaborating PIs.  
The home department will also ensure that the PI is submitting required financial and/or performance reports to the sponsor, as outlined in the award terms.  
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