Center for Scholarship and Faculty Development
External Grant Writing at SPU 
A Guide for Faculty and Deans 


Identifying Grant Sources: 
External grants to support teaching, scholarship, and educational programs are available from government agencies, private foundations, professional organizations, and corporations. Grant seekers can identify funding opportunities from these sources via such channels as announcements, advertisements, professional journals, and often through personal contacts.  
An efficient way to research funding for all disciplines is through the IRIS database. Faculty members may access IRIS using any SPU computer. No log-in or password is required; however, if off-campus, you must first be signed onto SPU VPN.  Setting up a personal search profile with the Alert Service allows you to run searches for grants based on key words, geographic focus or areas of interest. IRIS then produces a detailed list of available grants. Your search profile will also be run automatically at specified intervals to alert you of upcoming funding opportunities in your areas of interest.  You can discuss further information on locating grant opportunities, setting up grant searches in IRIS, and internal process and policy related to grant development at SPU with the CSFD Assistant for Sponsored Programs and Research, Anne Butler. 
Steps for External Grant Applications: 
The following steps are required for SPU Faculty who are the Principal Investigators applying for grants, whether SPU is submitting independently or collaborating on the application with other institutions. If SPU is a sub-grant, please note that on the Intent to Apply form.
Intent to Apply: 
1. Discuss your intentions to apply for any external grant—no matter what size—with your Dean. In the case of Deans applying for grants, the grant must be discussed with the Vice President for Academic Affairs (VPAA). In the complex academic web, an external grant may have impacts or implications not readily apparent to you. Subsequently, Deans need to be aware of faculty proposed activities. 
2. Once you have decided to pursue a grant, complete the Intent to Apply form, obtain your Dean’s signature[footnoteRef:1], and submit a paper copy of this form to CSFD at least three weeks before the funder’s initial deadline. If you decide to pursue a grant from an agency that has a short cycle between their request for proposals (RFP) and submission date, CSFD will work with you as possible to meet abbreviated deadlines.  [1:  If your Dean is not available to sign, you may secure the signature of your Associate Dean or have your Dean email his or her approval to the Director of the Center.] 




a. The Intent to Apply requires your Dean’s signature to indicate that he or she approves of the potential budget and load implications of the anticipated grant. Deans pursuing grants for 




their schools or specific programs are also required to submit an Intent to Apply after discussing their plans with the VPAA. 
3. Some granting agencies require a Letter of Intent (LOI) to apply for a grant. In those cases, a positive response to an LOI will be an invitation to submit a grant application. As any invitation to submit a grant will impact your academic unit, you must file a paper copy of the Intent to Apply form for the LOI with your Dean’s signature. For grants requiring an initial LOI and then a full proposal, you will need to complete a second Intent to Apply for the full proposal.
4. Planning ahead is crucial! An Intent to Apply should be completed as early as possible, especially in the case of federal grants or grants over $50,000, which typically take several months and multiple drafts to be put together successfully. 

Grant Action Plan: Writing, Budget, Compliances, Submission 
1. The Assistant for Sponsored Research will respond to the Intent to Apply within three business days with a Grant Action Plan that includes a recommended timeline, internal deadlines, and the necessary compliance assurances. A copy of the Grant Action Plan will also be sent to the Dean and to the Finance Office. 
2. Once you have completed your proposed budget with the guidance of your academic unit’s budget office, submit copies of this working draft to both the Finance Office and the Center. The faculty member or team will then write the grant, drawing on the support of the CSFD as appropriate and as requested. Like good papers, good grant proposals require two to three drafts and careful proofreading. The Center can be particularly helpful in examining the proposal from the grantor’s point of view, checking for the required components of the grant, and analyzing the strategic language used with each funder. CSFD is also able to supply boilerplate language for certain sections. 
3. The Finance Office will review and approve the proposed budget. Please include the Center on all correspondence with the Finance Office so that it is aware of the status of your proposal.  
4. Some granting agencies may require additional approval signatures from the President, the Chief Academic Officer, or an official SPU signing officer. For academic grants the signing officer is the Director of the Center. CSFD will arrange to obtain these additional signatures, and your Grant Action timeline will reflect the time needed for this extra step. 
5. The completed LOI or grant proposal and all required compliance assurances must be turned into the Center by the internal submission deadline established in the Grant Action Plan. The compliance form must also include a final signature of approval from the Dean. 
6. In order to track grant applications, CSFD will submit all Letters of Intent and grant proposals. Both the Principal Investigator (PI is the faculty lead on the grant) and the Finance Office will receive a final electronic copy of all submissions. 
7. Federal grants are submitted through such portals as Grants.gov or FastLane. Given the complexity and sensitivity of submitting documents through these portals, you will be required to have all your documents to the Center several days before the grant deadline. This accelerated date will be reflected in your Grant Action Plan.  
Notification, Reporting, and Audits: 
1. Since the Director of the Center is the SPU signing officer, he or she is usually notified on grant decisions. If you receive information on the status or final outcome of your grant, please insure that CSFD also receives the information. Also, please forward copies of all correspondence so that reviewers’ comments can be kept for reference in future grant or re-application processes.  
2. In general, academic grant award announcements will be made by the Director of the Center for Scholarship and Faculty Development unless prior arrangements are made. 
3. All grant checks should be sent to CSFD. The funds will be deposited into a restricted account specifically for that grant, which is normally administered by the academic department or school in which the grant is housed. 
4. Grant recipients are responsible to complete grant reports as indicated by the funder. SPU requires a brief annual report on budget and outcomes even if the granting agency does not mandate such a report. As part of the reporting process all budgetary components must be approved by the Finance Office to assure reliability for auditing purposes.  
5. The Center tracks report due dates and will send courtesy reminders of upcoming reports, with a copy sent to the appropriate Dean. 
6. The Center will submit your report to the funding agency and send a copy to your Dean. 
7. If you are late in submitting your report, your Dean may decide to freeze the grant budget until the report is completed. Funding agencies may also refuse to review other SPU proposals if there are outstanding reports. It is absolutely imperative that you get your report to the Center on time for submission.
8. SPU has moved into a granting category that requires a federal audit each spring. In this process, several federal grants will be selected randomly for review. If your grant is selected for audit, the Center will notify you that this is occurring. CSFD will provide the auditor and the Finance Office with the needed material, and if additional questions arise, you will be contacted. Among other things, the auditors check whether or not annual reports have been submitted on time. 

Key Policies: 
1. All proposals for external funding including course load reductions must be calculated to include a percentage of the faculty salary plus benefits. Exceptions must be approved by the Dean and the VPAA. 
2. All proposals must include the maximum indirect cost recovery allowed by the funding agency. See SPU’s Indirect Cost Recovery Policy. 
3. Applications for subcontracts, sub-grants, or pass-through awards must follow the regular grant application procedure described above. 
4. All Grant Compliance Assurances must be completed before the application is submitted. 
5. The Dean must approve all Intent to Apply forms as well as the final grant proposal. 

A Note on Compliance Assurances 
1. Increasing federal regulation, auditing practices, and legal developments have necessitated a number of compliance policies. In the Grant Action Plan, the Grants Office will inform you of the compliance forms needed for your grant application. 
2. All applications require the following assurances: 
a. Conflict of Interest Statement  
b. Misconduct in Research and Creative Activity Policy 
c. Workplace Policy 
3. Additional assurances might include the following: 
a. Intellectual Property Rights 
b. Institutional Review Board Approval 
c. Animal Care and Use Committee Approval 
d. NIH/Institutional Compliance Requirements 
e. Import/Export Statement 
f. Ethics Training Compliance 
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