Academic Affairs Protocol for Approving Special Requests involving External Grants 

Preamble
California State University San Marcos firmly supports external grant development activities.  To that end, CSUSM has established campus policies to guide grant applicants to seek and secure extramural grants.  
Purpose
The objective of this protocol is to assist grant applicants with securing proper and timely approvals of special requests related to external grant matters (e.g., space, course release, etc.) prior to submission of an external grant application.  Furthermore, the protocol outlines parameters for guiding Academic Affairs administrative decision-making for approving such proposed requests.  A grant applicant should adhere to this protocol for seeking and securing any approvals from appropriate unit administrators including requests for release time, space, indirect cost recovery, overload, library resources, equipment and technology needs, funding from private or corporate foundations, and international activities.  Grant applicants should review the Cost Sharing Guidelines for any cost sharing requests (located on the University Auxiliary Research Services Corporation - UARSC website).

Grant Applicants

Grant applicants seeking to secure approval of requests must consult with the appropriate unit administrators (i.e., Department Chair, College Dean, and/or Associate Vice President for Research-AVP-R) well in advance of the application submission; refer to recommended time line located on the UARSC website.  Insufficient advance time may preclude an administrator from approving any proposed request.  It is recognized that on occasion the short-notice of a grant opportunity will not afford the appropriate lead time for special requests.  In these instances, the applicant should proceed with as much diligence as possible to consult with the appropriate administrator relative to space, course release, etc. while adhering to the grant submission time line.  After working with UARSC staff to develop a preliminary budget, grant applicants should present a draft narrative along with the budget when consulting with unit administrators.  Applicants seeking renewed or ongoing external funding should not expect prior campus commitments to carry forward and should consult with the appropriate administrators to request and secure continuing campus commitments. 
The following examples outline the protocol for seeking approval of special requests associated with proposed externally funded projects:
Release Time
Faculty may request release time to carry out the goals of an externally funded project.  The campus standard is full reimbursement of the cost of a faculty member’s release time necessary to carry out the project aims.  Should less than full reimbursement of release time be necessary because of agency limitations on funding, the faculty member should consult with the appropriate administrator (e.g., College Dean and Department Chair) to discuss a course release request, consider the impact of course release(s) on ability to deliver curriculum, and secure approval of appropriate release time reimbursement to the unit.  
Space
Grant applicants may have space needs for carrying out the aims of a proposed externally funded project.  The applicant should identify the space needs for the project and consult with the appropriate administrator (e.g., Department Chair and Dean) to discuss the proposed space needs.   The administrator will assess whether space is available within the unit.  If the unit does not have sufficient space for the proposed project, the Dean should consult with the Provost to discuss options for space needs.
Indirect Cost Recovery
Per our UARSC Indirect Costs (IDC) Recovery and Allocation policy, the grant applicant must request the maximum indirect cost funding allowable by each funding agency, foundation, or corporation.  The Associate Vice President for Research (AVP-R), Vice President Finance and Administrative Services (VP-FAS) or designee, the UARSC’s Executive Director (ED) or designee may accept, on an exception basis, grants and contracts which do not provide maximum indirect cost funding allowable.  Should the applicant need to make an IDC exception request, the applicant should consult with the appropriate administrators (College Dean and AVP-R) and UARSC staff.  If the proposed IDC rate exception is approved by the Dean; the proposed budget, project narrative, and rationale for the reduced IDC rate will be forwarded by UARSC staff to the AVP-R, VP-FAS, and UARSC ED for final approval.  Please consult the UARSC IDC Recovery & Allocation Policy for further details (located on the UARSC website).
Academic Affairs Administrators

Administrators have flexibility in determining the approval of requests and commitments for a proposed project. Administrators should consider the following issues for approving requests:

· Does the proposed project align with the unit/university missions and goals?

· Does the unit have sufficient funds to cover cost-sharing, matching funds, reduced IDC, or unreimbursed costs?

· Does the unit have sufficient space for identified space needs of the proposed project?

· Has the applicant consulted with the appropriate campus officials?
Recommended Timeline for External Grant Development and Submission*
	Working Days
to Deadline
	Proposed Action for Grant Applicants

	60 days
	· Contact Sponsored Projects Administrator at UARSC (x4722) to advise of intent to submit a proposal. 

· (Lecturers/ Non-Employees) Contact AVP - Office of Graduate Studies & Research and review Protocol for Approving Requests from CSUSM Temporary and Non-Employees to Pursue Sponsored Projects as a Principal Investigator. 

· Contact AVP - Office of Graduate Studies & Research to review Special Requests, e.g. potential space requirements for project; course release requests; cost sharing, etc. [Insert protocol link]

	30-60 days
	· Review program announcement guidelines/instructions. 

· Meet with Sponsored Projects Administrator for consultation and coordination of proposal. 

· Prepare proposal development work plan. 

· Prepare outline and/or draft of research/program plan. 

· Begin planning budget. 

· Discuss project and preliminary budget considerations with Dean/Department Chair/AVP-Office of Graduate Studies and Research. 

· Contact appropriate personnel regarding issues that will affect the University, i.e., facilities, library, info tech, controlled substances, etc. 

· Coordinate with participating organizations/institutions. 

· Discuss effort, cost share, and matching funds with Chair/Dean/AVPR. 

	25-30 days
	· Prepare preliminary budget with Sponsored   Projects Administrator.  

· Discuss cost share and course release requests with appropriate administrators. 

· Request letters of support, MOUs, letters of collaboration, etc. 

	20-25 days
	· Share draft of proposal with colleagues for peer review. 

	15-20 days
	· Finalize project budget with Sponsored Projects Administrator. 

	5-10 days
	· Begin routing internal approval forms and respond to questions from University and UARSC administrators. 

· Prepare final copy of proposal. 

	2-5 days
	· Provide final proposal to Sponsored Projects Administrator for electronic submission or mailing proposal package to sponsor.


*It is recognized that on occasion the short-notice of a grant opportunity will not afford the appropriate lead time for special requests.  In these instances, the applicant should proceed with as much diligence as possible to consult with the appropriate administrator relative to space, course release, etc. while adhering to the grant submission time line.
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