Grant/Contract Proposal Routing:

1) Obtain and complete the CoE and University Routing sheets from the Business Office web site.  http://www.coe.arizona.edu/includes/filemanager/files/documents/business/grant_proposal_routing.doc. Route the budget proposal through the department and also at the same time, fax the following items to Sponsored Project for an initial approval of budget (626-4130)

· Proposal abstract

· Budget

· Budget justification

· Cover sheet/face page from Sponsor, if any

Sponsored will fax back their approval or indicate any changes to be made – usually within 1 hour.

Repeat step if corrections are made.

2) Submit 

· CoE Internal Routing Sheet

· UA Proposal Routing Sheet

· Documents listed in 1)

to the CoE Business Office for review.  The Business Office will submit the package to the Dean for approval.

3) If an IDC reduction/waiver is necessary…

After step one, fax

· Fully signed University Proposal Routing Sheet

· Budget

· Request for waiver/reduction addressed to the VPR with the Dean’s approval indicated or stipulation from Sponsor indicating the authorized IDC rate.

                    to the VP for Research c/o Denise Moynihan (621-7507)

If the reduction/waiver is approved, VPR will fax back the proposal routing sheet w/ an authorizing signature.  Attach this sheet to the original proposal routing sheet.

4) Department walks or mails the proposal to Sponsored Projects for final signatures.

The proposal package should include:

· Original Proposal Routing Sheet with appropriate signatures in place (will be kept in Sponsored Projects with a copy to you) 
· Original Application Page or Title Page (will be returned to investigator with a copy to Sponsored Projects) 

· Copy of Abstract (will be kept in Sponsored Projects) 

· Copy of Budget (will be kept in Sponsored Projects) 

· Copy of Budget Justification (will be kept in Sponsored Projects) 

· Copy of previously approved fax package, which should include:

                   - faxed proposal routing sheet
                   - faxed cover sheet, if any
                   - faxed budget, with approvals   

5) Department mails fully approved proposal to the appropriate grant sponsor for consideration.

Additional special approvals may be required that are not addressed above.
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