
STANDARD OPERATING PROCEDURE (SOP)
1. PURPOSE
The purpose of this SOP is to outline the timeline and approvals needed prior to seeking funding for a sponsored project as well as to achieve approvals at all relevant levels of the organization. 
2. SCOPE

This document applies to all faculty and staff seeking funding for sponsored projects/ sponsored research.
3. PREREQUISITES

N/A 
4. DEFINITIONS

PI: Primary Investigator
Primary Investigator: A primary investigator is the lead research on sponsored research projects, or the lead of the sponsored project.
5. RESPONSIBILITIES

KHSC Faculty and staff are encouraged to seek external grants and contracts in support of their research, service, and instructional activities. The KHSC Office of Research and Scholarly Activity and the TCS Grants Office are points of contact for anyone seeking approval for the submission of proposals to external sponsors. Upon receipt of an award, the TCS Grants Office will provide additional guidance. 
In addition, grant proposals and funding requests intended for private foundations or corporations by KHSC faculty and staff must be coordinated through the Office of Institutional Advancement. The KHSC Office of Research and Scholarly Activity serves as the internal point of contact between Advancement and Academic Affairs faculty and staff. 
Under the sponsored projects umbrella, it is assumed that the grant or award designates the Kansas Health Science Center or KansasCOM as the awardee organization. The TCS Grants Office and Office of Research and Scholarly Activity primarily support research grants or contracts from outside sources where sponsored expenses and revenues are recorded in the general ledger, rather than awards made to individuals. Under some circumstances, and to the degree there is a strong mission fit, individual awards may be supported, but no such support is guaranteed. 
*Important Communication Notes: It is essential for all faculty and staff involved in sponsored projects to receive approval from their relevant supervisor as early in the proposal stage as possible. Many sponsored projects require the commitment of institutional resources such as matching funds, faculty time, lab space, etc. Proposals that do not have supervisory approval to proceed will not be considered. It is recommended that prospective Principal Investigators (PI)/Project Leaders begin their work early, up to as much as 9 months in advance, and no later than 30 days in advance wherever possible. 
6. PROCEDURE

Anticipated Timeline 
1. All sponsored project applications must be submitted through the Cayuse Platform (Cayuse Research Suite; https://kansashsc.app.cayuse.com/). Contact the Office of Research and Scholarly Activity for assistance with the platform.

2. Prospective PIs meet with the appropriate supervisor and describe the project opportunity, potential value in dollars, anticipated costs, alignment with mission and research agenda, benefits to KHSC-KansasCOM, and any required institutional match. Prospective PIs should refer to the Sponsored Projects Approval Form (appended to end of this document) in preparation for this meeting. 
3. PIs are encouraged to contact the Office of Research and Scholarly Activity early in the process for appropriate guidance as needed and to identify potential questions that may arise during the approval process. The Office may be able to provide insights into potential alignment or misalignment with the mission and goals of the institution or give some insight into potential funding support potential or lack thereof. 
4. The prospective PI’s supervisor should provide a decision in writing, which may later be appended to the proposal and/or the Grant/Sponsored Project Approval Form. 
5. The prospective PI should review all relevant policies, including intellectual property, private health information, academic misconduct, and disclosure of conflicts of interest. 
6. The prospective PI should complete the Approval Application for Sponsored Projects located on the Cayuse Sponsored Project Platform. This application is necessary to ensure that each proposal or application for external grants and contracts has been reviewed and approved all relevant stakeholders and to ensure compliance with relevant regulations and guidelines.

7. Upon completion of the Application for Sponsored Projects, the Office of Research and Scholarly Activity will notify the TCS Grants Office of the intent to apply. 
8. The TCS Grants Office may provide the PI with additional information and services in the pre-award/writing stage. Such assistance may include:

a. Providing a list of grant writing consultants and serving as liaison between the consultant and the PI

b. Identify research funding opportunities 
c. Provide reviewing/editing services

d. Review awards for compliance by the Office of General Council 
9. Upon approval to proceed, a copy of the project (project abstract or summary), budget, and budget justification should be attached to the entire package should be developed the TCS Grants Office can assist with editing and budget narrative development. PIs are cautioned that variances from the salient points outlined in the original proposal application (substantive change), such as costs, mission changes, etc., may require the approval process begin anew, accounting for the substantive changes. 
10. The prospective PI is responsible for maintaining regular contact with the TCS Grants office as appropriate during proposal development. 
11. The Approval Application for Sponsored Projects will follow the appropriate workflow for supervisory approvals, as appropriate to the size and complexity of the potential award. 
12. Grants may not be submitted to the funder without approval. 
13. Upon final approval, the PI may thereafter submit the project to the funding agent. PIs are responsible for following their proposal through the approval chain and ensuring that the various parties are well-advised of the dates by which the submission is due. The approval application should be completed by no less than 15 days prior to the closing dates for application to the funding agent. In the event that less than 15 days remain between receiving final approval and the closing date of the application, PIs must apply to the Director of Research and Scholarly Activity for a waiver. 
14. In the event the project is funded, notification should immediately be sent to the KHSC Office of Research and Scholarly Activity and the TCS Grants Office. All original award documents and award payments are to be submitted to the TCS Grants Office for processing. These documents are not to be signed and submitted by the PI, Department Chair, Dean, or other departmental representative unless first approved to do so by the TCS Grants Office.
