Guidelines for Grant Applications and Submissions

Internal Document: Clinical Sciences Department

September, 2010

The following is intended to be a guideline for faculty who are preparing grant applications for funding, regardless of external funding source.

Relevant documents:

1. College of Pharmacy & Health Sciences Faculty Handbook. 2010-11. 

a. Section 2.7 Research Grants and Contract Policies.

b. Appendix F: Proposal Cover Sheet

2. Drake University Business Procedures Manual Section 2-10-1:

http://www.drake.edu/busfin/policies_folder/grantsPolicies.php
3. Sponsored Programs Administration website (currently in development)

4. Fact Sheet for Preparing Grants and Contracts: Obtain through SPA but will also be posted on website.

5. Grants Manual (currently in revision and will be posted on SPA website)

6. Institutional Review Board: http://www.drake.edu/academics/irb/index.php
Personnel:
1. Department Chair: Initial contact regarding grant proposal:

a. Reviews draft and budget, provides feedback

b. Supports application
2. Jayne M. Smith, Director, Sponsored Programs & Grants Management: FIRST University contact pre-award. 324 Old Main, 271-3788

a. Assists with identifying funding resources; will perform database searches upon request (Christina Sibouih, 271-2850)

b. Reviews proposal and budget; assures that University policies and regulations are followed PRIOR to submission of grant (Jayne Smith, 271-3788)

3. Grants Accountant: Handles distribution and management of budget post-awarding of grant. Kristine Plagman: Old Main; 271-3169

Steps in the Grant Application Process: Checklist:

1. Review draft of proposed project with department Chair. Allow adequate time for review (~2-4 weeks before application deadline)

2. Meet with Jayne Smith to discuss pre-award issues:


a.  Review budget

b.  Determine if indirect cost (“F&A” or administrative overhead) is allowed by granting agency

c. Determine if grant requires a cost share (match)


d.  Complete Proposal Routing Form

-Obtain signatures: Dean & Jayne Smith
-Submit to SPA

Jayne will secure remaining signatures from Deputy Provost & Associate VP, Business and Finance.

3. Prepare IRB application:


a.  Chair to review draft before submission

Prepared by: June Felice Johnson, Chair, Clinical Sciences Department   Reviewed by Jayne Smith, SPA

