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Protocol:  Proposal Review Responsibilities 
 
The following overview outlines the routing procedure and associated responsibilities of the proposing 
and reviewing units prior to submission to the Research Division, Office for Sponsored Programs 
(OSP) to receive authorization for the Principal Investigator to forward the proposal to the sponsor.  
The responsibilities listed below are those of a general nature and are not meant to be an inclusive 
listing in all circumstances.  
 
Purpose of Review and Approval 
The principal investigator (PI) must channel the proposal through a series of officials whose review and 
approval are required in accordance with University policy and/or State or federal requirements.  The review 
is concerned with: 
 
• The substance, merit and suitability of the proposed project. 
• The commitments of faculty and staff time, and possible effects on the teaching or other obligations of 

the personnel involved, as well as salary arrangements. 
• Requirements for and availability of laboratory space and facilities. 
• The proposed costs of the project and cost sharing that is anticipated and a determination that they have 

been realistically estimated for reimbursement purposes. 
• Compliance with sponsor and appropriate federal requirements in addition to University policy  and 

procedures. 
 
A Shared Responsibility 
Each individual noted below has a shared responsibility that should not be overlooked in the preparation and 
processing of a proposal.   This shared responsibility, which begins with the PI, must take into consideration 
the appropriate time that will be necessary to write, coordinate, review, approve and finally to submit the 
proposal to the intended sponsor.  The sponsor’s established deadline must be taken into account by each 
individual, but primarily with the PI, to allow each subsequent administrative office (e.g. chair, dean, OSP) 
within the proposal review process suitable opportunity to conduct a proper review according to their 
assigned responsibilities.   “Rush” proposals can reflect not only poor planning or preparation of the 
proposal, but inadequate - or the absence of - institutional and sponsor required examination prior to 
submission. 
 
1.  Project Director - Principal Investigator 
• Plans, begins and completes the proposal in a time-frame to provide each required administrative office 

(e.g. chair, dean, OSP) suitable opportunity to conduct a proper evaluation of their review 
responsibilities. 

 
• Develops a project proposal consistent with the academic mission of the submitting department or unit. 
 
• Identifies and coordinates special needs, e.g. cost-sharing, laboratory space or other facilities, equipment, 

additional personnel that requires supervisory approval. 
 
• Prepares the technical proposal and budget in a manner that meets university and sponsor policies, chief 

among which is that there is no material misrepresentation of facts, and that the individual listed as PI is 
aware of his/her obligations toward proper conduct of the project and submission of technical reports. 

 
• In advance of proposal package submission through review offices, obtain approval from VPR for any 

voluntary waiver of F&A reimbursement (use of Cost Share Agreement Form is usually required). 
 
• Prepares and obtains supervisory approvals on Cost Share Agreement form and includes the form as part 

of the proposal package.  
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