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Dear Grant Seeker, 

Thank you for your efforts to secure external funding at Gonzaga University. The Sponsored Research and Programs office (SRP) is here to help you find support for your research, programmatic, and/or creative endeavors and ensure best use of University resources. We use the enclosed “External Funding Form” to monitor externally funded activities, approve cost share, and administer incentives.   

The SRP office protects the interests of the University, departments, and individual faculty. We are responsible for reviewing your proposal and budget to ensure that it meets grantor, University, and other requirements before it is uploaded or mailed. SRP also monitors the budget for incentives and cost share (also known as matching funds). Before you begin, please review the following information: 
· Cost Share involves resources provided by the University in support of a grant-funded project. This includes “in-kind” or “soft” match such as tuition support, housing, faculty or staff release time (time spent on the grant project rather than teaching or other typical activities), equipment, supplies, and materials as well as “hard” match: money spent specifically on the grant project. You must disclose cost share on the external funding form. Please note: Often, the University seeks to minimize cost sharing because it redirects scarce resources away from teaching, academic expenses, student support, and other institutional activities. Cost sharing should only occur when the grantor requires/strongly encourages it in the application/request for proposals and/or it is a review criterion. 
· Deadlines: Ideally, you would meet with SRP staff early in your proposal planning to discuss your planned activities and submit this form. Many applicants begin working with our office 6-8 months in advance of an application. Since this is not always possible, please note that you must submit a complete external funding form packet to SRP at least 10 business days ahead of the grant deadline. A complete packet contains:

1. A summary of your planned activities

2. An estimated budget (contact SRP for help if necessary)

3. Signatures from the PI (faculty or staff lead on the grant proposal), co-PI (collaborators), and department chair/supervisor signatures

4. The attached form, completed
In addition to the completed form, SRP must have adequate time to review and submit your completed proposal. A final draft should be submitted to SRP at least 5 business days ahead of the due date. 

· Incentives: Submitting both the form and a draft proposal on time qualifies you for incentives through the Office of the Academic Vice President and more information regarding incentives is available from the Sponsored Research and Programs office. Failure to meet these deadlines disqualifies you from incentives and either the University or the grantor may disqualify your proposal.
External funding brings success to both the University and the grant seeker. We are excited to work with you to provide more opportunities for faculty, staff and students. 

Sincerely, 

Joann Waite
Director of Sponsored Research and Programs

waite@gonzaga.edu or (509) 313-5870
Gonzaga University

Sponsored Research and Programs 


GUIDE TO INCENTIVE SELECTION

Submitting both a grant proposal and the “External Funding Form” on time qualifies full-time Gonzaga University staff and faculty for incentives through the Sponsored Research and Programs office of the Academic Vice President at Gonzaga University. 

Please read this information before selecting your incentive: 

· Only full-time Gonzaga University staff and faculty are eligible. 

· Course release is limited to 1 per term, 2 total per faculty member per year. All course, lab and credit release is subject to approval by the department chair, dean, and AVP in advance.
· Each incentive is per proposal and based on funds awarded to Gonzaga University.

· Only the principal investigator (PI) receives the incentive. Co-PIs may split the incentives. 
· The PI can choose the form of an incentive: course release (if approved), cash stipend (taxable) or a research expense (account held by the University).  
	Grant $ >=
	Pre-Award
	Post-Award

	
	Travel  
	Grant Submission
	New PI
	Grant Award
	New faculty
	Cost Share

	$1,000,000 
	$4,000 
	$2,000 and release
	$500
	2 course release$
	2 months' salary
	Varies

	$500,000 
	$3,250 
	$1,500 or release*
	
	1 course release$
	1 month's salary
	

	$250,000 
	$2,500 
	$750 or release*
	
	1 course release$
	1 month's salary
	

	$100,000 
	$1,500 
	$500 or release*
	
	$1,000 or release*
	3 weeks' salary
	

	$75,000 
	$800 
	$250 
	
	$1,000 or release*
	3 weeks' salary
	

	$25,000 
	$800 
	$250 
	
	$500 
	2 weeks' salary
	

	$5,000 
	$500 
	$100 
	
	$100 
	1 week's salary
	

	$2,500 
	$500 
	$100 
	
	-
	-
	

	$ or equivalent cash, * one lab or credit


Pre-Award Incentives: Awarded when grant funding is requested
· Travel: Faculty and staff can work with the SRP office to arrange for incentives that enable travel to develop your relationship with an appropriate funding agency prior to submitting a grant. You can also use travel funding for grant review travel, program manager visits and agency conferences. 

· Grant Submission: This incentive compensates research expense or time spent writing a quality proposal. There is a choice between submission stipends, equivalent research expense and/or writing release time (we offer both to a PI writing a $1,000,000+ proposal). 
· New Faculty Incentive is valid through the first calendar year that begins with the contract date.

Post-Award Incentives: Awarded when grant funding is received 
· Successful Proposal Award: This incentive provides course release to aid in conducting the grant research/project or the equivalent cash. 
· Cost-share or Matching Funds: The PImust request cost-share during the pre-award process. This includes “in-kind” or “soft” match such as tuition support, housing, faculty or staff release time (time spent on the grant project rather than teaching or other typical activities), equipment, supplies and materials, as well as “hard” match: money spent specifically on the grant project. 

For more information about incentives, contact Joann Waite, director of Sponsored Research and Programs, by email: waite@gonzaga.edu or phone: (509) 313-5870. 

Gonzaga University 
Sponsored Research and Programs 

EXTERNAL FUNDING SUBMISSON FORM 
Used for ALL Grant Applications (private and public) 
	Funding agency:      

	Proposal type:
	 FORMCHECKBOX 
 Notice/Letter of Intent  

 FORMCHECKBOX 
 Pre-proposal 
	 FORMCHECKBOX 
 New, full proposal 
 FORMCHECKBOX 
 Resubmission 
	 FORMCHECKBOX 
 Renewal/Continuation 
 FORMCHECKBOX 
 Supplemental 
	 FORMCHECKBOX 
 Modification/Extension
 FORMCHECKBOX 
 Sub-grantee

	Agency deadline:
	     
	Please initial below to indicate that you will comply with internal deadlines.

	This form due to SRP (10 business days prior):
	     
	

	Final draft due to SRP(5 business days prior):
	     
	


Applicant
	PI/PD (faculty/staff applicant):      
	email/ext:      

	Co-PI/PD (if applicable):      
	email/ext:      

	College/School/Division:       

	Department/Office/Program:      


Project
	Project title:      

	Project period (m/d/y–m/d/y):      

	Project type (pick one):    FORMCHECKBOX 
 Instruction   FORMCHECKBOX 
 Research   FORMCHECKBOX 
 Development   FORMCHECKBOX 
 Outreach

	Research type (pick one):    FORMCHECKBOX 
 Basic   FORMCHECKBOX 
 Applied   FORMCHECKBOX 
 Non-Research

	Equipment type (pick one):    FORMCHECKBOX 
 Instruction   FORMCHECKBOX 
 Research  FORMCHECKBOX 
 Outreach

	Partnering institutions e.g. other universities
	NA  FORMCHECKBOX 
 Name:      

	Internal partners e.g. CCASL
	NA  FORMCHECKBOX 
 Name:      

	External partners e.g. school districts 
	NA  FORMCHECKBOX 
 Name:      

	 FORMCHECKBOX 
 Attached is a short narrative describing the proposed project

	 FORMCHECKBOX 
 Attached is a budget reviewed by SRP


Cost Share Request/Disclosure: Contact SRP to learn more about budgeting, indirect recovery and cost share. 
	Amount requested: $     
	Indirect Recovery: $     


	Years cost share requests are needed
	Source e.g. GU dept, other funders, IF more than one source please indicate
	Cash (spending required if project is funded)
	In-Kind e.g. existing salary, space, etc.

	Year 1
	     
	$     
	$     

	Year 2
	     
	$     
	$     

	Year 3
	     
	$     
	$     

	Year 4
	     
	$     
	$     

	Year 5
	     
	$     
	$     

	TOTAL 
	     
	$     
	$     


Institutional Impacts: A “Yes” response to any question may require additional approvals.
	No/NA
	Yes
	Will this proposal…

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Significantly affect computing services? If yes, contact IT Administrator (Chris Gill).

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Use additional space, facilities, or equipment (beyond what is currently the PI’s to use)? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Involve building modification? If yes, attach an explanation  FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Require additional equipment or maintenance? If yes, explain the impact on current/future budgets. 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Involve human research subjects?  If yes, contact the Institutional Review Board through Deborah Booth and/or confirm that approvals are in process, here:   FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Use vertebrate animals? If yes, contact the Animal Care/Use Committee through Diane Zemke and/or confirm that approvals are in process, here:   FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Involve the use of hazardous materials, beyond the Chemistry department? If yes, contact Environmental Health & Safety (Dennis Hansen)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Result in a conflict of interest i.e. PI or Co-PI has a financial interest in the project. If yes, attach an explanation and disclosure form. 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Require/request approval of faculty overload?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Require/request faculty release time? 
· If yes, does the grant cover adjunct cost? Attach an explanation  FORMCHECKBOX 

· _____ # credits/semester _____ # credits/year _____ # credits/granting period
· _____ % PI and _____ % Co-PI time devoted to the project during the academic year

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Pay summer salary?


Incentive Selection: Contact the SRP office to learn more about the rules governing incentives. 
	Pre-Award:
	 FORMCHECKBOX 

	Travel to meet with the potential funding agency

	
	· 
	Submission (select one): 
	 FORMCHECKBOX 
 Release time 
	 FORMCHECKBOX 
 Stipend 
	 FORMCHECKBOX 
 Research expense

	
	· 
	New faculty (select one): 
	 FORMCHECKBOX 
 Stipend 
	 FORMCHECKBOX 
 Research expense

	Post-Award:


	 FORMCHECKBOX 

	First time PI 

	
	· 
	Award (select one): 
	 FORMCHECKBOX 
 Release time 
	 FORMCHECKBOX 
 Stipend 
	 FORMCHECKBOX 
 Research expense

	
	 FORMCHECKBOX 

	Matching funds are required and requested, above.


University Approvals: The PI is responsible for signatures 1-4. SRP is responsible for 5-9, as needed. 
	Reviewer
	Signature
	Date

	1. PI/PD (faculty/staff applicant)
	     
	     

	2. Co-PI/PD (if applicable)
	     
	     

	3. Department Director/Chair
	     
	     

	4. Development Office, CG 044
	     
	     

	5. Director of Sponsored Research, CG 137 
	     
	     

	6. Dean/VP
	     
	     

	7. Academic Budgeting and Personnel Officer
	     
	     

	8. Academic Vice President
	     
	     

	9. University President
	     
	     

	The reviewer is certifying that the proposal is consistent with the mission of the college, department, and the University and that he or she is in agreement with the scope of work and project budget.
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