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I.  Background

In August, 2012, due to the increased number of last minute proposal submissions to Sponsored
Programs it became necessary for the Division of Research to adopt the Proposal Submission
Deadline Policy. Implementation of this policy ensure(s) a timely review and successful
submission to the sponsor. The policy provides the Proposal Administrator in the Office of
Sponsored Programs (OSP) sufficient time to ensure that the sponsor’s and University
guidelines are met, the budget and budget justification are correct, compliance requirements
have been adhered to and the proposal is submitted on time.

Il.  Purpose



IV. Policy

All proposals submitted to external sponsors must be completed and routed electronically via
FAU’s electronic research administration system and received in OSP no later than five (5)
business days before the established sponsor or submission deadline, whichever is
sooner . For example, if the sponsor/submission deadline is 5:00pm on Friday, the OSP
deadline is 8:00am the previous Monday.

In order for the proposal to be considered on-time, all proposal documents must be complete, in
final form, approved by the Chair and Dean’s Office in Novelution, entered into the applicable
electronic sponsor system, and received by OSP.

When routing a proposal for approval by OSP, the following documents must be uploaded and
included in the proposal file:

x All sponsor required forms including letters and supporting documentation

x Detailed budget and budget justification

x Biosketches, Current and Pending, Resources, if applicable

x Copy of the RFP solicitation

If subrecipient is involved, include:
v" FAU or FDP Subrecipient Commitment Form completed and signed by authorized
institutional official
v Detailed budget and budget justification
v/ Statement of work (Subrecipient’s portion of the work)
v F&A Rate Agreement if applicable (federal projects)

If consultant is involved, include;:
v Letter of intent signed by the consultant, clearly stating the hourly rate, number of
hours, and total costs
v/ Statement of work

DRAFT Documents

To allow more time for researchers to edit and enhance the body of the proposal, the following
documents may be submitted to the OSP in draft form with the



Proposals submitted electronically through a sponsor’s system requiring the OSP to submit, will
be submitted during FAU'’s normal business hours.

Authorized Approvers
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