
IUP Research Institute Sponsored Research Services – Shared Obligations
[bookmark: _Int_aBAafnAj]The IUP Research Institute (RI) provides comprehensive sponsored research support across the project lifecycle – from proposal development and submission through award negotiation and post award management. This document outlines shared roles, responsibilities, and typical timelines to set clear expectations and support efficient, compliant research administration. Early and consistent communication is essential to the entire process.  Questions may be directed to ri-preaward@iup.edu or ri-postaward@iup.edu; a member of our team will respond, typically, within 24-48 business hours.
Pre-Award services with typical timelines:
[bookmark: _Int_eRTkCY1V]To ensure access to our full range of expertise and services, submit your NOI as soon as you identify an opportunity (it is NEVER TOO EARLY!). Research Institute Forms/Links - IUP Research Institute - IUP. You’ll be assigned a pre-award specialist and placed in the queue. While you should receive the initial email within 24-48 hours, your first meeting or meaningful correspondence is dependent on current workload and your proposal deadline.  We work diligently to be proactive and responsive, but delays can occur.  While you should communicate directly with your assigned pre-award specialist, you may also utilize our ri-preaward@iup.edu email to reach the entire pre-award team.
[bookmark: _Int_dKGcKOcI]The chart below summarizes the level of services you can expect based on timing and capacity. The clock begins the day you are assigned a pre-award specialist. NOTE: Adherence to the below by the RI is contingent upon PI adherence to the responsibilities outlined above AND may be affected by external factors. 
Submitting materials and communicating early and often ensures the highest level of service. Late submissions reduce the level of review and may jeopardize successful proposal submission and, if awarded, may cause delays in negotiating, accepting, and processing the award.  Lack of or delayed responses to RI questions or documents not submitted according to the timeline developed may impact the below expectations and RI services. Proposals must be fully approved prior to submission. 
The RI is committed to partnering with the university to support successful, compliant projects. Adhering to the roles and timelines described here allows us to provide consistent, high-quality service while meeting university, sponsor, and federal requirements.  We recognize that research can move quickly, and that unexpected needs arise — when they do, please reach out. Proactive and clear communication and collaboration help ensure our projects stay on track and result in successful submissions and deliverables. Together, we can move institutional research forward – supporting the full range of scholarly activity while meeting our shared compliance obligations.  



Pre-Award services with typical timelines:
	10 + Business Days
	5 Business Days
	3 Business Days
	1-2 Business Days

	Full RFP review
	Cursory RFP review
	Limited RFP review
	Limited (eligibility only) RFP review

	Develop timeline
	Timeline mandated
	
	

	Review/edit narrative
	No edits; review for agency compliance 
	No edits; cursory agency compliance review 
	No review; institutional compliance only

	Assist w agency specific documents
	PI responsible for agency specific documents
	PI responsible for agency specific documents
	PI responsible for agency specific documents

	Full budget devl (incl salary/fringe); quotes provided by the PI
	Limited budget devl (salaries/fringe only); quotes provided by PI
	PI provides all data; Instiutional budget compliance review only

	PI provides all data; Instiutional budget compliance review only

	Full compliance review (agency, university, UG)
	Univ & UG compliance review only
	Univ & UG compliance review only
	Cursory Univ & UG compliance review only

	RI manages institutional review & approval
	RI manages institutional review & approval (PI assist)
	PI secures institutional approval per RI guidance
	PI secures institutional approval per RI guidance

	RI manages submission; no substantive PI initiated changes accepted
	RI manages submission; no PI initiated changes accepted
	PI may assist with submission; reasonable attempts to address technical errors; no PI initiated changes accepted; risks failed submission
	PI may assist with submission; reasonable attempts to address technical errors; no PI initiated changes accepted; risks failed submission





Post-Award/Fiscal: Shared Obligations:
Upon receipt of the Sponsored Award Notice (via email), you will be required to participate in an “award kick-off” meeting with applicable individuals. The RI will facilitate this meeting. No expenses can be incurred prior to this meeting. 
To ensure access to our full range of expertise and services, submit your request as soon as you identify a need. You can access our purchase and travel request forms Research Institute Forms/Links - IUP Research Institute - IUP. We work diligently to be proactive and responsive but delays outside of our control can occur.  Utilize our ri-postaward@iup.edu email if you have questions. The chart below summarizes the responsiveness we strive to achieve based on timing, capacity, and complexity of the post award request.  NOTE: If delivery of purchases or completion of tasks are impacted by entities outside of the university & the RI, we cannot provide a timeline.  This table is organized by task or activity.

Post-Award/Fiscal services with typical timelines:
[bookmark: _Int_KSYa1Vus][bookmark: _Int_eVQDXgJc]It is our goal to meet or exceed expectations and timelines. The below timeframes represent typical processing standards when requests are submitted with complete information and required approvals in place. Compliance and agency deadlines and requests always take priority and may impact both responsiveness of our post award specialists and completion of your request.
Last-minute or incomplete requests may delay processing.  Lack of available or appropriate line-item funding will require a budget modification prior to completion which further delays completion. Time to completion for any request that requires a response from an external entity and/or agency approval cannot be determined. 
	Task Requested
	Typical Processing Time = Business Days
	Notes/Conditions

	Award Execution
	Minimum of 3-5 days
	Largely dependent on agency & needed modifications/legal review

	Award Set up
	Minimum of 3-5 days
	No expenses may be incurred prior

	Purchase Request
	Minimum of 3 days to place order
	No guarantees when dealing with vendors or other external entities. 

	Travel Request
	Minimum of 5-7 days
	[bookmark: _Int_rXPIVXkG]Dependent on travel type & destination. GSA rates apply: https://www.gsa.gov/travel/plan-book/per-diem-rates

	Budget Modification
	Minimum of 5-7 days
	Dependent on external factors

	No-Cost Extensions
	Minimum of 3-5 days to submit request
	Dependent on external factors

	Reimbursements
	Minimum of 5-7 days for processing
	

	Expense reports
	Minimum of 5-7 days
	

	Subaward Processing (including consultant/fee for service agreements)
	[bookmark: _Int_VYFzH5Yq]Minimum of 10-15 days
	Dependent on external factors


Shared Obligations by task; 
This is a general list of responsibilities and tasks; every submission and award process. Your grants specialist will guide you appropriately.
	Task
	PI Responsibility
	RI Responsibility

	Identify a funding opportunity
	X
	X

	Submit a Notice of Intent 
	X
	

	Review Funding Opportunity to understand guidelines and requirements
	X
	X

	Develop a timeline and checklist of expectations and requirements in accordance with RFP
	
	X

	Ensures appropriate/timely communication to all relevant partners (RI, dean, chair, collaborators, etc.) 
	X
	X

	Develop proposal narrative and technical aspects of submission 
	X
	

	Provide budget line items needed for project including obtaining needed quotes
	X
	

	Develop budget, secure salary and fringe rates and applicable indirects
	
	X

	Develop budget narrative and other related budget documents
	X
	X

	Secure documents needed for the submission -excluding political letters of support
	X
	

	Manage the proposal review process in Kuli 
	X
	X

	Manage the submission process – PI must be available & responsive on submission day to manage last minute technical requirements
	
	X

	Facilitate/execute award negotiations
	X
	

	Participate in award kick off
	X
	X

	Review/understand award terms/conditions
	X
	X

	Comply with all RI, univ, agency, uniform guidance requirements
	X
	X

	Ensure efficient & timely communication during pre and post award
	X
	X

	Ensure legal, ethical, and reasonable decision-making during pre and post award
	X
	X




