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1. Introduction

A. Overview of the Handbook

This PI Handbook is intended to assist and support researchers in their quest to identify, secure,
and manage their externally funded projects. This document establishes the procedures to ensure
researchers have the resources and information needed to produce a quality, compliant, and
successful grant proposal and that they can efficiently manage both the fiscal and technical
aspects of their award. In addition, it provides the Research Institute (RI) and IUP administrators
and staff the opportunity to adequately review and approve proposals submitted for external
funding.

Externally funded projects or sponsored projects can take the form of grants, contracts, or
cooperative agreements. A scholarly grant is any competitive funding provided by an outside
source, government, corporation or foundation, to support scholarly activity. Grant awards,
regardless of the mechanism, are legally binding agreements between two parties for the
provision of some deliverable(s), services or products.

B. When Do I Contact the RI? When Will I Use tthe PI Handbook?

Contact your Pre-Award Grant and Contract Specialist (GCS) at the RI as soon as you identify
an external funding opportunity. The RI team is experienced and well-qualified to assist you with
all aspects of your proposal submission. However, they are only able to provide you with the best
service with adequate notice.

C. Campus Resources

SGSR - 724-357-1409

RI — 724-357-2223

IRB — 724-357-7730

TACUC - 724-357-7730

ARL — 724-357-3055

IUP Office of Grants and Special Fund Accounting — 724-357-7975
Purchasing - 724-357-3077

Facilities Management — 724-357-2429

Human Resources — 724-357-2431
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CI. General Information

A. TIUP Research Institute Overview

The Mission of the IUP Research Institute is to advance the research agenda and educational
objectives of Indiana University of Pennsylvania. The Research Institute provides a full range of
pre-award and post-award services designed to provide support for [UP researchers. The
Research Institute is governed by an independent Board of Directors which is responsible and
accountable for upholding the Institute’s Articles of Incorporation, By-Laws, and the principles



set forth in the Affiliation Agreement with the University. The Board is comprised of the
University President, appointed University representatives, and local community and business
leaders. The IUP President and representatives are ex-officio, non-voting members.

Indiana University of Pennsylvania and the [UP Research Institute jointly administer
external funds. The TUP Research Institute is a 501c(3) (tax exempt) organization that
operates independently for the benefit of Indiana University of Pennsylvania, under the
terms of the Affiliation Agreement.

B. Eligibility to Serve as a Principal Investigator on Externally Funded Projects Policy

When seeking grant or contract funding from external (non-IUP) sponsors, a lead person known
as the Principal Investigator (PI) must be named. The PI is responsible and accountable for
overseeing all aspects of the project. This policy describes the qualifications required for a
person to serve as a PI on externally funded grant or contract projects.

This policy applies to all individuals seeking external (non-IUP) funding who wish to be named
as the project PI. The PI is the lead person on an externally funded grant or contract project that
produces specified deliverables within a designated time frame. This policy is not intended to
apply to philanthropic activities. In instances where the external sponsor engages in both grant
and philanthropic activities (e.g., a private foundation) collaboration among the School of
Graduate Studies and Research, The Division of University Advancement, and the [UP Research
Institute should occur to identify potential project overlaps or conflicts and to maximize funding
potential to IUP.

POLICY:

The Principal Investigator (PI) is the lead person on a research project or contract that is to
produce specified deliverables. The PI is responsible and accountable for the ethical and
professional conduct of all aspects of the project, including being responsible and accountable
for overseeing/managing all personnel to whom tasks are delegated, ensuring compliance with
all applicable federal, state, and local laws and policies, and also for the fiscal management of
the project.

The following positions/personnel are eligible for service as a PI on externally funded projects.
1. Full-time, tenure track faculty members; temporary faculty can serve with the approval of
the Dean of SGSR and the provost.

2. Administrators holding the titles of president, vice president, associate vice president,
assistant vice president, associate provost, dean, associate dean, assistant dean, and
center/institute director may be named as PI on projects directly related to the mission
and responsibilities of their units/offices. An Emeritus full or associate professor may
serve as Co-PI with another eligible current employee of [UP. Emeritus full and associate
professors may serve as PI, with permission of the Provost and Dean of the School of
Graduate Studies and Research.



3. Doctoral students seeking funding for fellowships, tuition, or support of research leading
to the dissertation may be named as PI as appropriate or required by the funding agency,
but a full-time tenure track faculty member must be named on the project as a Co-PI
when permissible by the funding agency. The faculty Co-PI will be responsible and
accountable for monitoring and ensuring that the terms of the grant/contract are fulfilled.

4. Requests for approval of others within Academic Affairs can be made by the unit head
with the written approval of the college dean, the Dean of the School of Graduate Studies
and Research, the Provost, and the President.

5. Requests for approval of others in divisions other than Academic Affairs must be
recommended by the unit head and approved by the corresponding Vice President. All
requests must be accompanied by the qualifications of the person recommended to serve
in the role of PI on the respective project.

6. Other approvals may be granted on a one time or permanent basis, at the discretion of the
appropriate divisional Vice President. The School of Graduate Studies and Research will
maintain a list of individuals who have been granted approvals (under this policy) to
serve as a PI and the status of that exception (i.e., one time or permanent).

7. Approval to serve as PI can be revoked under appropriate circumstances (e.g., a finding
of research misconduct). A decision to revoke would be made after review of the
circumstances by the Dean of SGSR/Research Misconduct Officer, the Provost, and the
President.

C. Who Can Commit Resources/Accept Funding?

There are selected designees at [UP and the I[UP RI who are authorized to submit proposals and/or

accept awards. Faculty researchers are NOT, under any circumstances, authorized to submit a

proposal without proper and complete review and authorization by IUP. The IUP RI staff is
responsible and accountable for facilitation of this process and is the point of contact for all

questions and communications to and from researchers.

Faculty members do not have authorization to sign a notice of award or accept a sponsored
award on behalf of IUP or the RI. If a non-authorized individual commits IUP or RI to a binding
agreement (proposals and awards), it becomes the personal responsibility, with legal liability, of
the individual. See “What does your signature mean?” at
www.iup.edu/WorkArea/DownloadAsset.aspx?id=124075 for more details.

If you are unsure of the requirements, contact your GCS at the RI for assistance.
D. Roles and Responsibilities

The process of managing sponsored project awards is a shared responsibility among the Principal
Investigator (PI), the I[UP Research Institute (RI), [UP Grants Accounting, the School of
Graduate Studies and Research (SGSR), and the University Administration. Each entity has
unique areas of primary responsibility and oversight. To ensure the highest quality proposal in
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the most time efficient manner possible, while minimizing duplicative efforts, the “Roles and
Responsibilities” Matrix (see Appendix A) has been developed.

Principal Investigator

At the pre-award/proposal phase, the PI is responsible and accountable for the intellectual
content of the research, scholarly activity, or sponsored project. During the pre-award/proposal
phase the PI is also responsible and accountable for complying with and fulfilling the procedures
and guidelines outlined below in the section on “Proposal Submission.”

The PI is responsible and accountable for ensuring that all necessary approvals are received prior
to the final submission of the proposal to the external funding source. As part of this process,
early in the development of the proposal, the PI should discuss the project with their department
chair and/or college dean, to inform them of the general plan for the project/proposal and to
discuss any special requirements and specific support that may be necessary. The PI must also
work closely with the Grant and Contract Specialist (GCS) from the RI who is assigned to their
college, throughout the pre-award phase. All proposals for external funding must be run
through the pre-award process in the RI.

The fundamental pre-award responsibilities of the PI are:
* Notify the RI of the intent to submit a proposal
* Discuss the proposed project with the department chair and/or college dean
* Thoroughly read the project RFP and understand the requirements
» Start the proposal development process as early as is possible
*  Work closely with the GCS from the RI throughout the pre-award phase

* Develop and submit a “completed proposal” to the RI, within the prescribed deadline (5
business days before the due date of the proposal).

* Ifnecessary, secure and document all “required” matching funds

To assist PIs, help projects run smoothly and efficiently, and ensure that sponsored projects
comply with all applicable policies, regulations, and guidelines (federal, State System,
university and external agency), there are several other key areas involved in the implementation
and oversight of externally funded/sponsored projects. This section generally outlines the roles
and responsibilities of each area.



University Administration/School of Graduate Studies and Research

Ultimately, senior university administrators (the President, Provost, Vice Presidents, and Deans)
share responsibility for all sponsored projects by authorizing agreements and providing general
support and oversight.

The School of Graduate Studies and Research (SGSR) has, as one of its primary responsibilities,
support and oversight of the research enterprise at [UP. The Dean of SGSR reports directly to
the Provost and the President on such matters and serves as the liaison to the RI. All externally
funded/sponsored projects must be approved by the Associate Dean for Research or the Dean of
SGSR. In order for a proposal to be approved, a record is created in Kuali (the electronic
research administration system) housed in the RI. The Dean or Associate Dean for Research
provides final approval (after Department Chairs and College Deans) of proposals and final
grants/contracts on behalf of the university. In addition, the Associate Dean for Research or the
Dean of SGSR may have to provide approval directly to the agency at the time of final proposal
submission.

SGSR monitors all externally funded/sponsored projects in conjunction with the RI and the TUP
Grants and Special Fund Accounting Office. SGSR also administers the Internal Review Board
(IRB) and the Institutional Animal Care and Use Committee (IACUC).

IUP Research Institute

The IUP Research Institute is a separate, private, nonprofit corporation affiliated with Indiana
University of Pennsylvania.

The mission of the [UP Research Institute is to advance the research and educational objectives
of IUP by encouraging, promoting, managing, and supporting research. It supports [UP faculty,
managers, and staff in pursuing and managing externally-funded projects. The Research Institute
also connects researchers with potential sponsors.

The Research Institute is incorporated under the Pennsylvania Nonprofit Corporation Law of
1988 and is organized for exclusively charitable, scientific, and educational purposes within the
meaning of Section 501(c)(3) of the Internal Revenue Service Code of 1986.

The university is authorized under the Pennsylvania State System of Higher Education Board of
Governors to affiliate with the Research Institute to advance its research and educational
objectives, particularly in the area of externally funded programs and projects. In accordance
with the Affiliation Agreement between IUP and the Research Institute, the institute has the
authority to enter into agreements with external sponsors on behalf of and in collaboration with
the university. The institute serves as the fiscal and administrative agent for sponsored research
and other externally funded projects conducted by the faculty and staff of IUP.

The RI staff facilitate and submit proposals on behalf of IUP and the IUP Research Institute.
The RI staff work closely with the School of Graduate Studies and Research, [UP’s Office of
Grants and Special Funds Accounting and College Deans and Department Chairs as researchers
develop and submit proposals and implement and manage their awards.



Office of Grants and Special Fund Accounting

The Office of Grants and Special Fund Accounting (aka Grant Accounting) is responsible and
accountable for providing post-award support to PIs of externally-funded awards/contracts
awarded to IUP and of RI awards/contracts containing financial components being provided
through University resources, such as salaries and benefits. Grant Accounting has a fiduciary
responsibility to ensure university compliance with external guidelines and regulations including
Federal Uniform Guidance, PASSHE policies, and restrictions established by the funding
source(s). Grant Accounting assists PIs with navigating University procedures while continuing
to conform to the internal policies and controls of the University.

Grant Accounting submits financial reports to funding agencies, provides audit support, supports
meeting documentation requirements of time and effort, and ensures the university meets all
matching requirements. Grant Accounting provides post-award accounting services for PIs to
manage and document award/contract expenditures. Grant Accounting participates in proposal
review, confirming accuracy of all salaries and benefits for [UP employees included in grant
proposal budgets and ensuring all other expenses are compliant with all internal and external
policies/procedures.

College Deans

The college deans are responsible and accountable for the research and other sponsored activities
that are conducted in their colleges. The Dean (or designee), through the Kuali system, must
approve all projects before final submission. The College Dean must approve prior to obtaining
final approval from SGSR.

The Dean’s approval:
o certifies the appropriateness of the activity within the mission of the college and IUP
o certifies that the Dean is aware of, approves, and generally supports the project

o certifies that the Dean, if applicable, will provide all specific commitments, including
matching funds, if the proposal is funded, or is assured that funds are available from other
verified sources

Department Chairs

Department Chairs are responsible and accountable for knowing about all external research or
sponsored activities that are being conducted in their departments. Department Chairs must
approve all proposals for external funding prior to final submission using the Kuali grants
management process. The Department Chair must approve prior to obtaining College Dean’s
approval. The Department Chair's approval acknowledges that the research/sponsored activity is
appropriate within the relevant discipline and is consistent with the Department’s mission.

The Chair’s approval:

o certifies that the Chair understands the needs of the PI associated with the project and is
aware of any potential impacts on the Department
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C. Proposal Construction

It is the responsibility of the PI to write the entire proposal. The RI GCS will review as
appropriate, assist with the budget development, and facilitate the review/approval process. For
specific roles/responsibilities, see the “Roles and Responsibilities” Matrix (see Appendix A).

i. Key/Standard Components of a Proposal

Please note that this list is not exhaustive and is provided as examples of possible requirements.
Actual requirements are dependent on the agency guidelines. Every agency and/or RFP may

require different items.

1) Executive Summary (overview, abstract)
2) Statement of Need*
3) Project Description/Narrative/Scope of Work
- Goals
- Objectives
- Methods
- Evaluation/Assessment
- Timeline
4) Detailed Budget
5) Agency Budget Template
6) Budget Justification/Budget Narrative
7) Other documents as needed/applicable:
Signed Letters of Support when applicable
Signed Letters of Commitment (when applicable)
CV/Biosketches for PI, Co, Senior Personnel*
Match Verification form
IRB, TACUC protocol # (pending/approved)
Sub Recipient Documents (if there will be a subaward TO another
entity) a) scope of work, narrative
b) time line
c¢) budget (detail) & budget justification
d) signed letter(s) of support and/or commitment
e) CV/biosketches
f) subcommitment form
Facilities, management plan, equipment document*
Citations/references page (if applicable)
Current and pending*

All other documents required (in the appropriate format-Word, PDF) by the

RFP
* Usually related to federal proposals

D. Budget Construction

Grant budgets must include ALL the expenses that will be necessary to carry out the proposed
project. The RI GCS will provide the PI with an Excel spreadsheet to help ensure all expenses
are included in the budget and that calculations are accurate. You may be required to secure cost
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IV. Proposal Submission

The proposal submission processes have been developed to ensure timely and appropriate review
by all cognizant parties. It is the intent to ensure all proposals meet both agency and institutional
requirements and expectations and that they are of the highest possible quality.

A. Types of Submission Methods/Portals

Proposals are submitted according to the RFP guidelines. Common submission methods include
U.S. Mail, E-Mail, and electronic web portals. Your pre-award GCS will help clarify any
questions or confusion with respect to the submission method. All proposals must adhere to the
review and approval process and will be submitted by the pre-award GCS.

B. Deadlines for Submission (to the RI and to the Agency)

Agency deadlines are non-negotiable and we strongly recommend that proposals are completed
early and submitted prior to the deadline. This allows for technical errors with electronic portal
submissions and allows for corrective action in the event an error or omission is identified after
submission.

Given the long-term goals, the increasing volume of work, and the increasing number of last
minute proposal submissions to the Research Institute (RI), it has become necessary that we
adopt a proposal submission deadline procedure, to ensure timely review and processing by RI
and IUP staff and sufficient time for agency submission. It is strongly recommended and
encouraged that proposals be submitted to the RI for review several weeks before the agency
deadline. However, it is required that “completed proposals” (see definition below) be submitted
to the RI no later than 9 a.m._five working days prior to the day of the agency deadline (see
chart below). This will provide the pre-award GCS sufficient time to ensure that the proposal
complies with agency guidelines, the budget is accurate, contractual language is acceptable,
time exists for revisions, appropriate internal reviews have been completed, Chair and Dean
approvals have been obtained, etc. By adhering to this practice, our proposals will have a better
chance of being funded. Your understanding of the importance of and cooperation with these
procedures is appreciated.

Proposals submitted after this five-day deadline will not be approved for submission to the
funding agency.

Definition of Completed Proposal: For the proposal to be considered complete and therefore
satisfy the 5-day rule, all required documents must be entered/uploaded (or directly available
to RI staff for entry/uploading) into Kuali no later than 9 a.m. five business days prior to the
day of the sponsor deadline:
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Agency/Sponsor Deadline RI/TUP Internal Deadline for S5-day rule

Monday the previous Monday at 9 A.M.

Tuesday the previous Tuesday at 9 A.M.

Wednesday the previous Wednesday at 9 A.M.

Thursday the previous Thursday at 9 A.M.

Friday the previous Friday at 9 A.M.

Saturday and Sunday Saturday and Sunday are not business days
and do not count towards the 5-day rule. A
Saturday or Sunday deadline should be treated
as Friday, so the internal proposal deadline is
the previous Friday at 9 A.M.

Please be cognizant of observed holidays that fall on the proposal due date or over the 5-day rule.
Recognized holidays do NOT count toward the 5-day rule. This includes the observed holidays
between Christmas and New Year’s. If the prime institution has established a deadline in advance of
the sponsoring agency deadline then the submission of materials to the RI should be five business
days prior to the prime institution deadline.

Any deviation from the five day submission deadline would require highly exceptional
circumstances and must be approved in advance by the Dean of the School of Graduate Studies
and Research.

C. The Review and Approval Process

Completed documents, including the project budget, must be properly reviewed and approved by
all appropriate departments/divisions at [IUP. The review process is to ensure that, if your
proposal is funded, the appropriate areas are prepared and able to move forward as quickly as
possible. Examples of items that are reviewed include salaries and faculty workload, scope of
work, purchase of items or equipment, technological needs, facility needs, etc. Approvals are
required by the PI, CoPlIs, chair(s), dean(s), the School of Graduate Studies and Research and the
RI. No proposal will be approved for submission by the RI/IUP without all required review and
approvals.

If you have any questions about these or other sponsored project procedures, please contact the
RI or the Associate Dean for Research.

12















Appendix A

Roles and Responsbilities
Sponsored Research Activities

Grants
PI Dept/College RI Accounting SGSR
* indicates PRIMARY responsibility
v indicates SECONDARY/assistance responsibility
Proposal Preparation
Identifies and disseminates funding opportunities v * v
Supports researcher development by providing educational v * *
opportunities, infrastructural support, incentives, etc.
Reviews & understands sponsor's guidelines/RFP v *
Drafts all required facets of the proposal (narrative, summary, * Vv
methods, budget narrative, etc)
Reviews, edits, proofreads required facets of the proposal as time % % N
permits
Identifies appropriate quotes/costs for project specific v %
equipment/supplies/travel
Develops budget based on scope of work v *
Develops & submits protocols for research involving human %
subjects, animal subjects, or biohazardous materials
Proposal Submission
Identifies & secures cost sharing approvals *
Initiates proposal creation in Kuali * v
Performs data entry of proposal documents & budgets in Kuali and
facilitates the proposal review & approval processes v *
Reviews and/or approves the proposal and budget in Kuali * * v v *
Prepares final version of the proposal for submission * v v
Submits the proposal v *
Award Negotiation/Acceptance

Reviews, negotiates, and accepts award agreements * *
Data Entry of award documents/budget in Kuali & forwards award %
notice to IUP
Establishes financial accounts * *
Manages the project programmatically to meet project goals, % v v v v
sponsor expectations, and compliance requirements.
Understands & follows granting agency budget guidelines * * *
Manages expenditures to not exceed available award balance in v
compliance with agency and award terms and conditions * v

. v v
Develops & administers subaward agreements *
Initiates requests for rebudgeting, cost transfers, no cost extensions, o

*

and other non-monetary modifications (contact Rl post award)




Roles and Responsbilities
Sponsored Research Activities

Approves the requests for rebudgets & cost transfers *

Executes rebudgets & cost transfers & updates the accounting v v
system

Provides expenditure reports e E
Monitors and tracks time & effort * v v
Approves payments to subs & consultants * *

Initiates & executes all IUP necessary paperwork (AWEs, Summer

Contracts, student payroll, supplemental pay, IUP purchase % v v
requests, etc)

Prepares & submits periodic technical/activity reports * v v v
Prepares & submits invoices, financial reports v * *
Prepares & submits close out/final reports * v

Prepares & submits final financial reports v * *




Appendix B

Verification of Match - Grants

University matching funds may only be included in applications for external funding if “required” by the
funding agency. No optional matching funds from the university may be included in any application for
external funding.

In the case where matching funds are required, it is the responsibility of the PI to identify the funding
source(s) and secure written documentation for the commitment of the funds. For matching funds from a
university source(s), this form must be submitted with all appropriate information and signatures. The form
must be submitted with the budget and other application materials, as part of the pre-award internal
process.

If matching funds are being secured from sources outside of the university, the commitment must be
documented in writing, with the name of the project, the name of the PI, the amount being committed, and
the work period for the project included. The documentation must be signed by the responsible person
from the funding source.

No applications requiring match will be approved internally for submission without the appropriate
documentation for all matching funds. There will be no exceptions to this requirement.

Instructions: List any match and associated cost center in the fields below. The financial manager of the cost
center should sign in the appropriate field. If using an electronic signature, upon signing you will be asked
to save the file as a new PDF. This new PDF can be forwarded to any other financial managers for their
signature.

Please note, once an electronic signature is submitted the relevant fields will be locked.

Match Amount Cost Center Description Signature






