TWU OFFICE OF RESEARCH & SPONSORED PROGRAMS

INSTRUCTIONS FOR USING THE TWU PROPOSAL APPROVAL ROUTING FORM
Phone: (940) 898-3375   

Website: http://www.twu.edu/research/ 

When to submit through Research & Sponsored Programs:

Any proposal submitted for external funding should be routed through either the Office of Research & Sponsored Programs (ORSP) or Institutional Development. Proposals incorporating the following elements should be routed through ORSP:

· government funding source (city, state, or federal);

· indirect (facility & administrative) costs;

· use of human subjects, animals in research, radioactive materials or devices, biohazardous agents, and/or recombinant DNA materials;

· peer review;

· contracts or subcontracts; and/or

· strict reporting requirements.

Proposals for private funding that do not include the above elements are typically submitted through Institutional Development who primarily deal with “gifts” from private funding agencies. ORSP can assist in determining which office to submit the proposal. 

Principal Investigator/Project Director: 
The term Principal Investigator (used interchangeably with Project Director) refers to the designated faculty or staff member who will be in charge of the project if it receives funding.  Generally, the Principal Investigator (PI) is a tenured / tenure-track faculty member at TWU. The PI must be a salaried employee of TWU at the time the proposal is submitted and when the award is funded.  The PI is responsible for entering the information requested on the approval routing form and initiating the routing for signatures.

Review, Routing, and Approval Timeline:

There are several levels of review of the proposal.  The reviews and the estimated time requirements for these reviews are detailed in the flow chart Plan for Preparing and Submitting Proposals for External Funding. The proposal packet must contain:

1. Proposal Approval Routing Form signed by the PI, Co-PI, Chairs/Directors/Associate Deans, and Academic Deans (as applicable);

2. Original copy of the proposal; 
3. Budget; and

4. Program guidelines.

Items 1-3 must be submitted to ORSP at least 10 days prior to the submission date of the proposal. This will allow ORSP the appropriate amount of time to check for compliance against the guidelines and obtain the final approval of the appropriate vice president.

If the project requires technology support beyond that normally provided by TWU, the project must be reviewed by the Vice President for Technology Services. Facilities changes or large equipment purchases need to be reviewed by Facilities Management and Construction in order to determine whether existing facilities can accommodate the new equipment. Evidence of review (i.e., email, letter of support, etc.) must be attached to this routing form.
Submission of Proposal:

The proposal must be approved by ORSP and the vice president prior to submission. ORSP can assist in obtaining the signature of the appropriate vice president. Typically, ORSP submits the proposal electronically or via mail. The original Proposal Approval Routing Form, a copy of the submitted proposal, and the guidelines will be filed in the Office of Research & Sponsored Programs.
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