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 Office of Sponsored Programs and Research Compliance       



Purpose:  The Oregon State University Proposal Transmittal Form is required for submission of all proposals for external funding.  The form addresses administrative and fiscal issues that must be satisfied before the proposal is submitted to the sponsor and is intended to ensure that potential risks are considered, commitments are acknowledged, and work proposed is in accord with university and sponsor policies as well as federal and state law.

Instructions for Completing Form and Submitting Proposal

Complete both pages of the Proposal Transmittal Form with all information requested.  The proposal package submitted to OSPRC must include:

· completed OSU Proposal Transmittal Form bearing required signatures

· one copy of entire proposal to be submitted to sponsor, including all forms and assurances required by funding sponsor, completed and ready for signature by the University Authorizing Official (this copy is retained for OSU’s records; include a second copy if one copy is to be returned to PI)
· sponsor proposal instructions and budget guidelines (for use in OSPRC review)
· allow three (3) business days for OSPRC approval process (after proposal package reaches OSPRC) in advance of your required pick-up date; for unusual or emergency situations, call in advance and make arrangements
The instructions below correlate to numbered boxes on the Proposal Transmittal Form.

_________________________________________________________

1. Deadline  Enter details on the sponsor’s published deadline (postmark or receipt).  “Sponsor” refers to the funding source to which this proposal will be submitted.

2. Proposal Pick Up Name/Phone/E-mail Name and contact information of person to be notified when proposal is approved and ready for submission to the sponsor.
3. Investigator Identification  Principal Investigator (PI) originates proposal and directs project if funded.  (Refer to the OSPRC website for questions on PI eligibility.)  Include PI contact information (office telephone or e-mail address).  The initiating Department or Unit is where the PI resides and who agrees to administer the project if funded. 

List other Oregon State personnel who are co-investigators on this project.

Enter Org Codes for each PI/co-PI; see Org Codes List.

4. Sponsor Identification  
a and b. Enter name of sponsor or agency (spell out in full) and name of sponsor’s division or program to which proposal will be submitted. 

c. Indicate source of sponsor funds by checking appropriate box.  If State, Other Government, or Other College/University, specify that entity’s source of funds.  
d. Proposal to private foundations or corporations should be discussed with the OSU Foundation at (541) 737-9637.
5. Project Identification  
a. Proposal Title Enter proposal title exactly as shown on the proposal cover or title page (shortened as needed to fit space available).

b. Provide the start and end dates for the entire proposal project period as shown on the proposal. 

c. Request Type Provide information about the type of request:

· New - a proposal that is not currently under consideration by the sponsor
· Renewal - a previously supported activity by the sponsor that is being submitted for additional funding 
· Continuation - a multi-year funded activity that requires an annual request; continuations only need to be processed through OSPRC if the initial proposal did not include detailed budgets for all years; if the sponsor requires annual Authorizing Official signature of continuation budgets this only requires the original forms for signature.
· Supplemental Request - a request for additional funds to an existing funded award
Revised Budgets. Modifications to a previously approved proposal budget; revised budgets do not require a new transmittal form but are required to go through OSPRC when an Authorizing Official signature is required 
d. Define the type of funding instrument 

e. Provide information describing the project: (basic and applied science as defined by the NSF Annual Survey for R&D Activities)
· Basic research: systematic study directed toward fuller knowledge or understanding of the subject studied and specifically organized to produce outcomes
· Applied research: systematic study directed toward fuller knowledge or understanding of the subject studied  and utilizes the outcomes from basic research or theory in practice 

· Research Training:  training/fellowship projects that are specifically for support of undergraduate, graduate or postdoctoral training in research techniques
· Other Sponsored Activity: activities that involve the performance of work other than research or training.
6. Compliance and Commitments  Review each university compliance and commitment area and indicate whether or not it applies to this project.  
7. F&A Rate/Indirect Cost   
a. F&A Rate  Enter the appropriate F&A rate; if indirect costs are limited or prohibited by a sponsor, enter either the capped rate in this block or that it is not allowed.  
b.  Location of Project  Identify if the project is on-campus or off-campus.
c.  Voluntary Reduction Follow the process on OSPRC’s website if a waiver or reduction of F&A rate will be requested.  Allow two weeks for this process.
8. Budget Information
a. Total Project Amount  Enter the total amount requested for the entire project period.
b. Clerical or Administrative Salaries  Identify any clerical or administrative salaries in budget, or any other normally charged F&A costs (e.g., utilities); complete Attachment A if appropriate.
c. Subaward  Indicate whether any year of the budget includes a subaward.

9. OSU Cost Sharing  Indicate all cost-sharing and ongoing commitments.  An OSU index number must be shown for all commitments of university cash or in-kind expenses shown in the proposal budget.  If cost sharing is from an outside organization, do not detail this on the Transmittal Form but enter the amount and include a letter of commitment. 
10. Responsibilities and Signatures  

Approval Signatures:  The completed Proposal Transmittal form must bear approval signatures of PI, all OSU co-investigators, Chairs/Directors, and Deans for all units involved; attach additional page if necessary. Signatures correspond to the order in which they appear under block 3a-d.  Electronic signatures are not accepted.
Principal Investigator and Co-Investigator signatures indicate agreement to adhere to both university and sponsor policies governing sponsored program activity, including such items as monitoring expendi​tures and timely submission of reports; signature also certifies compliance with Oregon State University Conflict of Interest and Misconduct in Research Policies.
· 
Department Chair/Unit Director signature indicates proposal has been reviewed and meets goals of department/unit and that the amount/type of department resources committed to the project, including time commitments for the project and space availability, have been approved.  If faculty/staff from more than one department/unit are involved, each Chair/Director must sign.

· College Dean/Vice President signature indicates that the project meets the goals of college/division and that the amount/type of college resources required for the project have been approved.  If faculty/staff from more than one college/division are involved, each Dean/Vice President must sign. 
· University Authorizing Official signature indicates institutional approval for the proposal to be submitted to sponsor and that the proposal has been reviewed for compliance with sponsor guidelines, university policies and applicable regulations.
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