Proposal Submission and Schedule


Please pay special attention to agency guidelines with regard to format, type size, and page limitations.  NIH, NSF and other agencies have strict rules and requires all applications to observe type size specifications throughout the application, or the application will be returned without review.


The budget must be in its final form and all documents must be uploaded before the proposal can be routed through the appropriate departments.  Uploaded documents must include, abstract, project narrative, references, facilities and other resources, current and pending support, budget and budget justification, all biosketches, data resource, letters from consultants, subcontractors, Lab Safety Plan approval date, cost sharing signed form. IACUC, IRB documentation, if applicable, should be obtained before routing the proposal through Campus.



The length of time needed for routing a proposal through Campus depends on the number of investigators, including those from other departments, Universities or agencies.  Each investigator's (not just the PI's) home department must certify the Internal Processing Form in RAMSeS, followed by their respective dean's office, if applicable.


Once all departments have certified the IPF in RAMSeS it will be forwarded to the UNC-CH Office of Sponsored Research (OSR).


Allow at least two weeks for processing final budget and budget justification and draft documents through the Department and at least one through OSR.  More time is needed if other departments or Subcontracts are involved (plan on adding at least an additional week).  Many factors influence the speed with which a proposal can be processed, including absences of department chairs and/or department managers and excessive numbers of proposals in the department or OSR.   Estimate as early as possible any special mailing or delivery requirements associated with the proposal submission.  In addition, if cost-share is required the cost-share form needs to be routed for signatures to the department, Deans Office and VC for Research a minimum of 2 weeks before routing application in RAMSeS.
This outline serves as a guide to help prospective investigators think about their projects in terms of essential budget requirements.  Key questions that need to be answered include the following:
I.    Personnel


-Will the time and effort of existing or new employees be needed?


-Will personnel from other departments on campus be involved?


-Will graduate, undergraduate students, Post-Docs or Technical support be paid to work on the project?


-Will the PI or Co-PI(s) salary be above the NIH salary cap?

-What percentage of time (level of effort) is needed from each person to be listed in the budget?  If an employee is included at no cost to the project (in-kind effort), has that arrangement been discussed and approved with the individual's department chair?

-Will each person be needed all or part of a calendar year?


-Will each person be needed throughout the project?  If not, explain periodic effort required.


-Will you include clerical/secretarial support?  If yes, the guidelines should say if this is allowed or not and a justification of their uniqueness will be necessary and they should be labeled “project assistant.”  
II.    Consultants


-Will outside consultants be needed?


-Will they be paid on a per-day (or some other) basis?  How many days?


-How many trips will they make to Chapel Hill (or other locations)?  During which budget year(s)?


-Do you have (or can you obtain) a letter of agreement and curriculum vitae, or biosketch from the consultant to include with the proposal?


-Will University or other State employees be needed?


-If you are collaborating with someone from another State agency (e.g., North Carolina State University) and their time is not covered in a subcontract, can that individual be paid under the State's dual employment arrangement?  These arrangements need to be worked out prior to submitting the proposal.


-Is a University employee planning to be a "paid consultant?"  If so, s/he cannot be paid personally, but his/her department can be paid at the rate of $12.50 per hour or $100/day for his/her work.  (This amount is set by the University.)  If the consultant is a University employee, the preferred way to do this is to add the individual to the Personnel direct line category.  The individual should not be called “Consultant” in that case.


[Note:  If the amount of time needed for a given individual consultant is estimated to be worth thousands of dollars, a subcontract with the outside consultant is more appropriate.  Another question to ask is whether the consultant will be incurring other costs, (e.g., telephone tolls, photocopying, etc.) that would not normally be covered by a consultant fee.  If charges other than consultant time and travel will be incurred, consider a subcontract.]

III.    Equipment


-Can you justify the need for equipment related to the project work?

The justification must be tied to the research.  Equipment purchased through sponsored research will be maintained and insured by the PI during the course of the project.  In order for an item to be considered equipment, it must meet all the following criteria  -- has an acquisition cost of $5,000 or more (including tax, installation charges, and freight), has a useful life of more than one year, is of non-expendable material and cannot be consumed.  If the proposed purchase does not meet the definition of equipment, it must be budgeted in the supply line.  


Fabrication/Construction of Equipment:  Equipment to be fabricated must be identified, supported, and shown as equipment in the proposal budget.  An assest tag # must be set up prior to Fabrication/Construction of Equipment.  Component items, under $5,000, will be purchased as supplies, clearly marked FABRICATION, and budget revisions will be done on a on going until the Fabrication/Construction is completed.  Costs incurred for purchases in the fabrication will not be subject to Facilities and Administrative (F&A) costs.  Fabrication of equipment not addressed in a proposal will require review by the appropriate Contract Specialist and Office of Sponsored Research.  Decisions must be made regarding the useful life of the completed end product, its anticipated value, its treatment as equipment or supplies in the proposal, and its inclusion in the asset management system. (Please contact your support person before any purchases are made for the fabrication).
IV.    Supplies


Office Supplies:  General office supplies may not be charged to federal grants.  If you are including office supplies, justification will be necessary and they should be labeled “project supplies.”  The purchases of office supplies are still allowed on most non-federal grants.  Check agency guidelines before including them in your budget.  Computer and software purchases required for the project are considered supplies and become the property of the department at the conclusion of the project.

V.    Domestic Travel


-Will there be numerous trips to project sites?  For how many people? How many trips per year?  Which project years?


-Will travel to the funding agency be required?  Which years?


-Do you plan to attend a professional meeting to present project results at project expense?  Which years?


Expenses for travel on official business by employees of the University are reimbursed at rates set forth by legislation.  For current per diem rates, see http://www.unc.edu/mds/ts/trvallow.htm.
VI.    Foreign Travel  


Foreign travel is defined as any travel outside of Canada and the United States and its territories and possessions (e.g., Puerto Rico, Virgin Islands). 


The University requires that U.S. flag air carriers be used to the maximum extent possible when commercial air transportation is the means of travel between the United States and a foreign country or between foreign countries. This requirement must not be influenced by factors of cost, convenience, or personal travel preference. The cost of travel under a ticket issued by a U.S. flag air carrier that leases space on a foreign air carrier under a code-sharing agreement may be allowable.


If it is anticipated at the time of a research proposal submission that foreign travel will be necessary, a specific foreign travel budget should be requested.  However, if foreign travel funds are not specifically budgeted, an IPAS (Institutional Prior Approval System) form is required prior to the trip.

VII.    Other Expenses 

Publications:  If you anticipate developing papers for journal publication from the project, add funds for page charges and reprints.  Add additional funds if you have any special printing needs.


Graduate Student Tuition Support:  Payment of in-state tuition awards will come from the same source as the student’s stipend.  Any new proposal or renewal of an existing sponsored project should include the cost of in-state tuition, including an annual increase of 3% to cover possible future tuition increases.  For current rates, see http://www.unc.edu/finance/cashiers/stufininfo.htm.

Research Service Centers:   If goods and/or services will be provided by a University center for the fabrication of equipment, these costs need to be included in the equipment budget.  For costs not associated with fabrication of equipment, include budget in the “Other” category. 


Subscriptions:  Will there be organizational memberships and subscription costs essential to the project?  Federal grants will not pay for subscriptions or memberships unless these can be documented as essential to the project.


Meeting Expenses:  Will there be meetings that would involve meals and/or catering services, space and equipment rental?  Most grants to not allow Meeting Expenses unless specified.

Recruitment Costs:  Costs are allowable subject to the conditions and restrictions contained in the applicable cost principles. These costs may include help-wanted advertising costs, costs of travel by applicants to and from pre-employment interviews, and travel costs of employees while engaged in recruiting personnel.  Project funds may not be used for a prospective trainee’s travel costs to or from the grantee organization for the purpose of recruitment.  However, other costs incurred in connection with recruitment under training programs, such as advertising, may be allocated to a sponsored research project according to the provisions of the applicable cost principles.


Factors affecting allowability of costs. The tests of allowability of costs under these principles are:  (1) they must be reasonable, (2) they must be allocable to sponsored agreements under the principles and methods provided herein, (3) they must be given consistent treatment through application of the generally accepted accounting principles appropriate to the circumstances, and (4) they must conform to any limitations or exclusions set forth in these principles or in the sponsored agreement as to types or amounts of cost items.

Subcontracts:  If outside "consultants" will be needed for a considerable amount of time, it would be more appropriate to negotiate a subcontract, including any estimated non-personnel expenses and indirect costs that the individual may incur.  Please seek the advice of the Department Business Office on subcontracting  specific to your project.


Indirect Costs:  At the present time, the UNC-CH indirect cost rate is 55.5% of modified total direct costs (excluding equipment, subcontracts above $25,000 and tuition) for all on-campus research projects.  The current rate for off-campus research projects taking place within a 10-mile radius is 28%; farther than a 10-mile radius, the rate is 26%.  If there is no information on the foundation or agency, contact the agency directly to determine what they will allow.  For all requested exceptions to the standard indirect cost arrangements (55.5% MTDC*), complete the F&A Reduction Request form, including obtaining the Chair’s signature, and submit with the proposal to the Department.  In some cases, foundations have allowed some indirect costs.  If the foundation or agency states that they do not pay indirect costs or pay a reduced rate, a letter from them stating that fact should accompany the proposal before it reaches the Department Business Office for review.
*MTDC definition:  Base Modified total direct costs, consisting of all salaries and wages, fringe benefits, materials, supplies, services, travel, and subgrants and subcontracts up to the first $25,000 of each subgrant or subcontract (regardless of the period covered by the subgrant or subcontract).  Modified total direct costs shall exclude equipment, capital expenditures, tuition remission, rental costs of off-site facilities, scholarships, and fellowships, as well as the portion of each subgrant and subcontract in excess of $25,000.

Cost Sharing/Grant Matching:  Cost sharing is the portion of project or program costs not borne by the Federal Government.  Cost sharing can be in the form of (1) cash [the recipient’s cash outlay; contributions under the direct control of the recipient], (2) in-kind [value of non-cash contributions provided by non-Federal third parties], (3) third party in kind [with goods or produce rather than money], or (4) cash contributions [the recipient’s cash outlay, including money contributed to the recipient by third parties].  


Acceptable cost sharing must: (1) be verifiable from the official University records, (2) not be used as cost sharing for any other sponsored program, (3) be necessary and reasonable for proper and efficient accomplishment of the project, (4) be allowable under A-21, the agreement and public laws, (5) be incurred during the effective dates of the award, and (6) not be paid by the Federal Government under another award.


Mandatory matching funds are those required by Federal statute or established by sponsor policy.  The customary arrangement for mandatory matching funds is to have equal support from the Department, the College of Arts and Sciences, and the Vice Chancellor for Research and Economic Development.  Voluntary matching funds are not required by Federal statute or sponsor policy, but are used to substantively demonstrate the collective university commitment to a project.  In either case, a “Request for Shared Funding” form must be routed for signatures through the Department Chair and the College of Arts & Sciences Dean.  The request is then submitted along with the research proposal documentation for Department Business Office review.

VIII.    Conference Grants (NIH)


These activities must be relevant to the scientific mission of an NIH Institute or Center and to the public health and are funded under the R13 (grant) and U13 (cooperative agreement) mechanisms.  Therefore, it is required that a conference grant application contain a letter from the appropriate NIH staff documenting advance permission.  Please note that acceptance of an application does not guarantee funding.


Scientific Meeting (Conference):  A gathering, symposium, seminar, workshop, or any other organized, formal event where persons assemble to coordinate, exchange and disseminate information or to explore or clarify a defined subject, problem, or area of knowledge.


International Conference:  A scientific meeting so designated by its sponsor or one to which open invitations are issued on an equal basis to potential participants in two or more countries other than the U.S. or Canada. The meeting may be held in any country, including the U.S.


Domestic Conference:  A scientific meeting held in the U.S. or Canada primarily for U.S. or U.S.-Canadian participation (even if foreign speakers are invited).

Eligibility:  Any domestic organization eligible to receive grants from NIH, including a scientific or professional society, is eligible for a conference grant. Both domestic and international conferences may be supported; however, an international conference can be supported only through the U.S. 
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