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Procedure for proposal submission at R&D Center, University of Puerto Rico Mayaguez
Introduction
Institutional proposals are submitted on behalf of the University of Puerto Rico Mayaguez (UPRM) to federal, local, and private sponsors in order to receive external funding.  The Board of Trustees, Certification Number 36 (2009-2010), Institutional Policy for Obtaining, Using and Controlling External Funds to be Received by the University of Puerto Rico for Educational Programs, Research and Public Service provides rules to govern the application, collection, use, and control of external funding for educational programs, research, and public service in the university system.  

At UPRM, the Chancellor delegates to the R&D Center Director the submission, negotiation, and administration of external funding.  The R& D Center is a Sponsored Project Office divided into Pre-Award and Post-Award.  The Pre-Award Office assists the R&D Center Director in the proposal review and submission process.
Internal Procedures:
PI’s are encouraged to contact the Pre-Award Office as soon as they identify a funding opportunity, since it takes time to put together a strong proposal and there are many issues to take into account when submitting a funding request to a sponsor.  PI’s must read ALL guidelines carefully and thoroughly.  Remember that some funding opportunities make reference to agency-wide guidelines that also apply.  Look for information pertaining to:
1. Is this a limited submission opportunity (limited number of proposals per institution)?
2. Are the PI and the institution eligible to qualify for these funds? 
3. Are there any restrictions the applicant must satisfy? For example: citizenship, residency, institutional affiliation, degrees, etc. 
4. Are institutional matching funds required? 
5. Does the deadline fall on a UPRM non-working day? How will this be managed? 
Proposal Revision
The Principal Investigator will contact the Pre-Award Office to request information, a budget review, or a complete proposal review prior to application submission.   
The UPR Handbook of Policies and Procedures for Sponsored Programs requires complete proposal and institutional approvals be submitted to the Pre-Award office seven (7) business days before the sponsor deadline. 
1. Pre-Award office will review the budget and proposal package according to the sponsor guidelines, institutional policies, and applicable OMB regulations.  Suggestions are made to the PI.  The case is referred to the R&D Director if a specific negotiation/accommodation or deviation is requested by the PI.  A Proposal Transmittal Form must be submitted, signed by all applicable of Department Chairs and Deans.  The PI Responsibility Form must be signed by the principal investigator and co-investigators.
2. After proposal is reviewed by Pre-Award, it is presented to the R&D Director for final approval, he stamps signature on the Proposal Transmittal Form, and the final proposal is submitted to the sponsor. 
3. Submissions could take place in paper, e-mail, or by electronic systems like FastLane, Grants.gov, NSPIRES, etc., according to sponsor instructions.
4. UPR cannot guarantee the review and submission of proposals that do not meet the seven (7) business day deadline. 
Steps for Proposal Preparation, Review and Approval (adapted from the UPR Policy Handbook) 
i. PI/PD reads the program announcement and discusses concepts such as space requirements, personnel, equipment, and other required resources with Department Chairs, Deans, and/or Directors. 

ii. PI/PD contacts the Office of Sponsored Programs, Pre-Award office to notify the intent to submit a proposal and for orientation on the specific internal procedures.   Pre-Award office will review the budget.

iii. PI/PD prepares the Letter/Notice of Intent, when required. This document briefly describes a summary of the intention to submit a full proposal to the sponsor agency.  A Letter of Intent is not binding. 

iv. PI/PD prepares a preliminary proposal taking into consideration the sponsoring agency guidelines, when required. 

v. PI/PD prepares the proposal in accordance with UPR regulations, federal regulations, and sponsor guidelines. 

vi. PI/PD initiates procedures for IRB, IACUC, biohazard, and radioisotope protocols approvals, if any of these are included in the proposed work. 

vii. PI/PD assures, if required (i.e. construction grants), compliance with State Executive Order 12372-Intergovernmental review of Federal programs (Single Point of Contact-SPOC).

viii. PI/PD brings Proposal Transmittal Form and final proposal to Pre-Award Office  no less than seven (7) business days prior to the sponsor’s submission deadline.  The UPR cannot guarantee the review and submission of proposals that do not meet this deadline. This time limit applies to all proposals. The PI/PD(s), Department Chair(s), Dean(s), and R&D Center Director (director of office of sponsored programs), are accountable for information presented in the grant application.  The Department Chair and Dean’s signatures certify that the proposal has been reviewed for academic/scientific merit and is in line with the mission of the unit. Their signatures constitute a commitment to the details outlined in the proposal and budget, including time commitments of project personnel and use of institutional resources.
Limited Submissions:
If the sponsor guidelines limit the number of applications per institution, please notify the Pre-Award Office.  Normally, for the limited competitions we know ahead of time we issue an internal competition announcement.  Interested researchers can apply by the internal deadline, and the selected pre-proposal(s) will be the ones finally submitted to the sponsor.
Matching Funds/Cost Sharing
“Matching funds” is essentially synonymous with cost sharing, since both occur when a portion of the total costs of a sponsored project are assumed by the university, not the sponsor.   Cost sharing or matching requirements may be in the form of an actual cash expenditure of funds, or may be an “in-kind” match, which is the value of non-cash contributions to the project (for example, a faculty or personnel percent effort commitment to a sponsored project/program).  The University is said to have committed itself to cost sharing when, in the proposal budget or text body of the award, it pledges and/or agrees to assume a portion of the total costs of a sponsored project. The University incurs in a contractual obligation to share the costs of a sponsored project when Cost Sharing/Matching Funds are committed. Committed cost sharing/matching funds may be mandatory or voluntary.  Committed cost sharing/matching institutional funds become an integral part of a sponsored project/program once awarded, and hence are subject to institutional and sponsor rules, regulations, and audits.
Board of Trustees Certification 16 establishes the UPR Policies and Procedures on Cost Sharing/Matching Funds, and is available at http://acweb.upr.edu/vpit/researchd/pdf_docs/Cert201620112012CostSharing.PDF
Both in-kind and in-cash cost sharing need the appropriate institutional approvals at the time of proposal submission. Keep in mind that once the project is funded, both in-kind and in-cash cost sharing must be verifiable from the grantee records, and need to comply with applicable OMB Circular A-110, Section C.23.    
Please allow enough extra time to approve in cash matching funds since obtaining the institutional approvals will take at least a month. Before proposal submission, the signed written approval from the UPR President committing the funds is required.  We suggest starting the process at least a month or more before the deadline.  Note that the following documents must accompany the request:   final budget distribution for both federal and institutional funds, final or almost final version of the proposal to be submitted, APPENDIX 1 COST SHARING / MATCHING FUNDS PETITION FORM, letter addressed to the Chancellor- requesting the funds- signed by the PI and with the approvals from Department Chair(s), Dean(s), and R&D Director.  
Preparing the Budget
Following the sponsor guidelines and format, the PI creates the budget and the budget explanation/justification; the Pre-Award office will then assist in reviewing it against the particular funding opportunity and applicable institutional and federal policies.
