Grants and Research Office
Internal Deadlines for the Submission of Grant and Contract Proposals
Internal Administrative Policy
Effective: May 22, 2006
Amended: October 16, 2006
Overview and Purpose

This policy has been adopted in an effort to serve the University of St. Thomas community more effectively, to increase cost efficiencies relating to the use of staff at the Grants and Research Office, and to improve the quality of the process by which grant proposals are institutionally reviewed prior to their submission to external grantmaking agencies.
Internal Administrative Guidelines

Faculty and staff intending to submit grant and contract proposals to governmental agencies are encouraged to notify the Faculty Grants Office as early as possible in the course of developing their proposals.  Grantseekers are required to meet the following internal deadlines:
Three work days in advance of the submission/receipt deadline

Principal investigators must submit the following documents to the GRO no later than three work days prior to the official application deadline:

· A complete and final line-item request budget

· A complete and final line-item cost share budget (where appropriate)

· All commitments of cost-sharing confirmed in written form (where appropriate)

· A brief project summary or abstract

· A complete and final subcontract budget (where appropriate)

One work day in advance of the submission/receipt deadline

Principal investigators must submit the following documents to the GRO no later than one work day prior to the official application deadline:

· A complete proposal, including all components to be transmitted to the external funding agency.

Non-Compliance

In the event that a principal investigator does not meet the deadlines cited above…
· the Faculty Grants Office will make every attempt to submit the proposal on time, but the Office will not be able to guarantee a timely submission.

· a reminder letter will be sent to the principal investigator and copied to his/her chair and dean, informing them of the failure of the principal investigator to conform to this policy.  
· in the event of an award, the dean and chair will forfeit any indirect cost recovery owed them in connection with the Policy Relating to the Distribution of Indirect Costs Recovered Through External Grant Awards (as amended May 7, 2004, January 7, 2005, and May 15, 2006).

Amendment I (effective October 16, 2006).  SRO Access to FastLane.  Faculty submitting a proposal to the National Science Foundation are required to give the Faculty Grants Office “SRO Access” to their proposal in FastLane at least 5 work days prior to the submission deadline.  Failure to do so can lead to the same steps outlined above under “Non-Compliance.” 
