Guidelines for Completing the Routing Approval Form and Submitting Proposals to the Nicholls State University Office of Research and Sponsored Programs (ORSP) 
To expedite the internal approval process of your proposal/contract, please follow these guidelines:
· Submit the completed form and proposal at least 5 working days before the funding deadline (10 working days if this is your first time submitting to ORSP).
· Complete every field on the form, using ‘N/A’ if not applicable.
· Get the signatures of the dean and department head prior to submitting to ORSP.

· Include a copy of your RFP or indicate the RFP website.
· Include the abstract, budget, & detailed budget justification. You may also include a draft of the proposal labeled as such.
INVESTIGATOR DATA
‘% of effort’ is defined as the percentage of work time that you will devote to this grant.  For example, a faculty member with a full–teaching load which equates to the equivalent of 15 hours per academic semester or 30 hours per academic year could request a 10% buyout equal to one 3–hour class per year with full buyout possible. Calculate the percentage of time for this project based on 100% effort. Note that effort may be expressed as 100% of an academic year (Aug–May, denote fall or spring), or 100% of summer (May/Aug).  The Federal Office of Management and Budget (Circular No. A–21) requires the University to report the percentage of faculty work effort on grants.
‘Salary’ describes the nature of time purchased by the funding agency. Choose from the types below: 
· Summer:  Faculty summer salary requested from funding agency (maximum of 3/9 of academic year salary may be requested; however NSF and others may limit the request to 2/9). Total summer pay may not exceed 3 months salary by and through all University sources (i.e. teaching, grants, camps and conferences, etc.).
· Buy–out (Class):  Indicates that the sponsor is purchasing from the University a portion of faculty “teaching time” and the salary for that portion of time will be paid by the grant or contract funds.
· Buy–out (Release):  Indicates that the sponsor is purchasing from the University a portion of faculty “research or service time” and the salary for that portion of time will be paid by the grant or contract funds. (The faculty member is encouraged to use Release time over Class time if possible; however, if the percentage of time is not enough to cover a Class (< 10% per AY or < 20% per semester), Release time is applied rather than Class time.
· Other*:  Several scenarios fall under this category. 1– Salary equivalent in class assignment from which the faculty is relieved (i.e., teaching, research, or service) and salary is paid by Nicholls or a percent of staff time to be devoted to the project.  (Note: this is considered an in–cash contribution). 2– Commitment of time, in addition to regular duties, with additional compensation from the agency. 3– Added duties to be completed during regular work–time although no additional compensation is being received (Note: this is considered an in–cash contribution). 4–A personal commitment of time completed on days which you are not under contract with Nicholls and which your regular salary does not cover and are not receiving additional compensation.  (Note: this is considered an in–kind contribution).
‘Semester’ identifies the session (i.e. Summer, Fall, Spring) the salary request will cover.

‘Year’ identifies the calendar year the salary request will cover.
APPLICATION DATA
‘Proposal Title’ should be unique. Please refrain from using the same or similar titles submitted to different sponsors. ORSP maintains a database on all proposal submissions and like titles may cause sorting errors. 
‘Funding Agency’ is the direct funding source of your grant, and if your project is subcontracted, please identify the ‘Prime Source’ as well (Ex: Lafourche Parish School Board (Funding Agency) and U. S. Department of Education (Prime Source)).
Your project budget period and requested amount should exactly match your budget and budget justification. ‘Current Budget Period’ and ‘Total Project Period’ differentiates between 1–year and multi–year projects.
Your ‘Project Summary’ should distinguish your proposal from any of your previous submissions, even if it is on the same research topic. If it is a continuation grant, please indicate this in the summary.   
PROPOSAL DATA
‘Proposal Type’: Quite often sponsors (especially BOR) require a three step procedure before an award is issued. You are first required to send a pre–proposal/letter of intent and a proposal and new contract may will follow. Please select only one.
‘Type of Support’: Select the type of support which best describes your project. (Ex: Instruction—a new class, Research—data gathering, Public Service—a workshop, Student Services—camp or conference, Instructional Support—equipment). Please select one.
‘Funding Category’: A grant is considered ‘Federal Direct’ or ‘State Direct’ if it is flow–through or earmark money that is provided to the project without competition. A grant is considered ‘Federal Other’ or ‘State Competitive’ if it must go through a peer review selective process to be awarded. If a grant is obtained from a source other than federal or state (i.e. Agency, Foundation, Business, etc.), it is categorized as ‘Private.’ Please select one.
SUBSEQUENT SUBMISSIONS
IMPORTANT:  The University treats subsequent submissions as a progression of ONE grant. The same Internal Approval Form may be used with each submission. The PI, Department Head and Dean should initial the original routing form ONLY IF there is a budget revision in salaries. (Note: the original routing form is retained by ORSP and the PI can obtain this form for signatures when necessary.)
Please indicate the proposal type and any changes in (i.e. funding amount, title, project period). 
SUPPORT INVESTIGATOR/OTHER PERSONNEL
· List the names of other faculty or support personnel indicated in the grant budget.
· Indicate the percent of effort which they are contributing to the project whether it be in–cash, University match, extra compensation or in–kind match (i.e. faculty/staff personal time which is not paid by the University).  
· Designate the salary type, session and year the effort will be expended.
COST SHARING
Only cost–share or match information should be included in this section. If the project funds are being borne solely by the sponsor and there is no university or 3rd Party Match, mark this section N/A.  
If the match is provided by the university rather than a third party and includes ‘direct cost’ (i.e. salaries, fringe, supplies, travel, etc.), note the match as ‘in–cash’ and include an account number in Source of Funding. If the match includes ‘in–direct cost,’ note it as ‘in–kind’ (an account number is not necessary).   
Exception: If the ‘direct cost’ is a donated service or a non–compensated volunteer contribution, note the match as ‘in–kind’ (an account number is not necessary). 
More explanations of the differences between ‘in–cash’ and ‘in–kind’ can be obtained from ORSP– 
X–2563 or debi.benoit@nicholls.edu. 
Fringe (25%): For the purpose of estimating fringe benefits on salaries either included in the grant funds requested or as matching funds, 25% of salaries is used for full–time (employed at least 50% time) faculty and staff.
Please indicate the ‘indirect cost %’
· FEDERAL grants:

· 51% of salaries & wages (excluding fringe) or

· Attach written documentation of the agency’s allowed/disallowed rate
· NON–FEDERAL grants:

· 20% of salaries (+fringe) or

· 15% of total grant or

· Attach written documentation of the agencies allowed/disallowed rate

Please note that if more than one account number is used in a category, show allocations on a separate attached sheet.

PROJECT DESCRIPTION CHECKLIST
· Unless otherwise required by the sponsor to “waive” or “exempt” tuition and fees, the university requires the Sponsor to provide this support. Some sponsors allow for stipends but do not allow for other fees. The PI can decide whether the budget will include the cost of tuition/fees and a stipend. Each are claimed under separate line items (i.e. Tuition/fees—Other or Fee Exemption and Stipend—Salaries).  

· Amount of GA stipend can be what the sponsor will bear. 
· If a student worker is not a full–time student, the grant must pay 7.65% for FICA/MEDIFICA. 
· If your project involves human subjects, you must have clearance from the HSIRB. If yes, attach the approval form. Forms are available on the ORSP web or contact the HSIRB Chair at Steven.Welsh@nicholls.edu
· If your project involves animal subjects you must have clearance from the IACUC. If yes, attach approval form. Forms are available on the ORSP web or contact the IACUC Chair at Richard.Mathis@nicholls.edu
· If your project involves radiation and/or biohazard you must have clearance from the University Safety Committee. Forms are available on the ORSP web or contact Chair at Brian.Calusen@nicholls.edu
· If matching funds are obtained from budgets which you do not head, you must secure an email or letter from the budget unit head prior to grant submission and routing.
· If university adjunct/overload pay is required as a result of the project, please indicate.     
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