OSR Proposal Review Process

The Office for Sponsored Research (OSR) serves to support faculty and staff  by facilitating applications for external funding. Acting in the capacity of the University’s designated authorized institutional official, OSR staff review and approve all sponsored research proposals on behalf of the Principal Investigator and the University. OSR staff serve as a resource for faculty and staff with questions regarding the myriad of sponsor proposal requirements. OSR staff are committed to helping faculty prepare their best and most competitive sponsored research proposals. 


The review process itself represents a collaboration between the Principal Investigator, the department research administrator, the dean’s office (when appropriate), and OSR. OSR provides a comprehensive pre-submission administrative review to ensure a complete and accurate proposal and compliance with sponsor and Northwestern institutional policies. At times OSR requests changes that will bring the proposal into compliance with guidelines and policies, or suggest changes to enhance funding success. When the proposal is complete, OSR provides institutional endorsement of the proposal.

Please note that OSR must frequently review and submit many different proposals for the same deadline, carefully allocating time to each. OSR can provide the highest level of service to faculty when adequate lead time is given to review the proposal. An excessively heavy proposal volume may preclude on-time submission of any proposal that arrives late in the queue and right before the sponsor deadline. Standard internal deadlines: initial notification and budget/administrative materials – 5 work days prior to submission deadline; complete proposal – 2 work days prior to the submission deadline.  
Once OSR receives all necessary documents1, an OSR team (including your Grants Officer and OSR support staff members) completes the proposal review process. This involves:

· Reviewing the solicitation, program announcement, or request for proposals (RFP) (if applicable)

· Gathering any past related proposals or awards (e.g., for non-competing continuations)
· Assuring that all co-investigators and the chair, section head, center director, or dean (as applicable) have signed the OSR-1 form
· Assuring that all required conflict of interest (OSR-100) forms have been submitted to OSR (if applicable)

· Verifying appointments and salaries in the FASIS system for all Northwestern personnel listed on the proposal and ensuring that salaries for unnamed research staff are reasonable 
· Reconciling effort commitments in the proposal with those indicated on the OSR-1 form; this ensures that effort commitments transmitted from the OSR database into the Committed Effort Management system will be accurate.

· Verifying that correct rates and bases have been applied and calculated in the budget for fringe benefits and facilities and administrative (F&A); this helps to ensure both that awarded funding is adequate and that the University hasn’t mistakenly requested excess funding.  
· Confirming cost sharing requirements and University funding sources (when applicable) 
· Reviewing equipment quotes, subcontract budgets, protocol approvals, etc. (when applicable) 
· Reviewing the budget justification to ensure that the explanation of budget line items is reasonable and accurate, and includes only allowable costs.

· Commencing data entry and creating a proposal record in Northwestern’s InfoEd Proposal Tracking system.  
Administrative review of programmatic materials:

· Reviewing the proposal documents to ensure that all sponsor requirements have been addressed, and that page limits have not been exceeded and formatting is in accordance with the sponsor guidelines

Additional notes on Grants.gov submissions:

· Prior to submittal to Grants.gov by your Grants Officer, the proposal may be reviewed for institutional endorsement by the OSR Associate Director or Director.

· For Grants.gov proposals, particularly to NIH, the application that is submitted must meet NIH  requirements EXACTLY to pass through the Grants.gov validation process.
· With Grants.gov, there are frequent technical problems on the federal side, and for that reason it’s important to have everything uploaded and ready for submission well before the deadline (no later than 2 business days prior). 

1Required documents include: 

· Signed OSR-1 and OSR-100 (for HHS, NIH, NSF, ACS, and AHA) forms. The OSR-1 must be signed by all senior personnel, and the OSR-100 must be submitted for all who are responsible for the design, conduct, or reporting of research. These forms must be completed prior to OSR submittal of your proposal. 

· For NSF proposals, Sponsored Research Office (SRO) Access and all FastLane Forms completed (except for Project Description and Project Summary which can still be in process until 2 days prior to the deadline). Providing OSR with drafts of the Project Description and Summary will, however, allow more time to identify and correct non-compliant formats or missing required components.) 

· Letters of consortium, budgets and work scopes signed by collaborating institutions' Office of Research if subcontracts are involved. 
· Letters of collaboration or consulting agreements.
· Letters of endorsement or any other evidence of official approvals of Northwestern University cost sharing commitments. 
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