Policy 2201
Sponsored Programs Proposals: Pre-Award/Post-Award Procedures

Date of Current Revision: April 2026
Responsible Office: Vice President for Research, Economic Development and Innovation

1. PURPOSE

This policy provides procedures for university employees to submit proposals to external
sponsors for instruction, research, training, service or other related project support that involves
specific requirements for performance on the part of the University.

2. AUTHORITY

The Board of Visitors has been authorized by the Commonwealth of Virginia to govern James
Madison University. See Code of Virginia § 23.1-1600; § 23.1-1301. The board has delegated
the authority to manage the university to the president.

3. DEFINITIONS

Contract

A mechanism for procuring a product or service with specific obligations for both sponsor and
recipient. Typically, a research topic and the methods for conducting the research are specified
in detail by the sponsor, although some sponsors award contracts in response to unsolicited
proposals. A contract is a legally binding document.

Cooperative Agreement

An award similar to a grant, but in which the sponsor’s staff may be actively involved in proposal
preparation and anticipates having substantial involvement in research activities after the award
has been made.

Cost Sharing
The portion of the total project costs of any sponsored agreement that is not provided by the
sponsor.

Direct Costs

Expenses that are clearly identifiable as being related to a specific project. General categories
of direct costs include, but are not limited to, communication and travel, contractual services,
equipment and computer use, fringe benefits, salaries and wages, supplies, housing and meals.

Facilities and Administrative Costs

Expenses incurred for common or joint objectives and, therefore, cannot be identified readily
and specifically with a particular sponsored project, an instructional activity or any other
institutional activity. Facilities and administrative costs are synonymous with indirect costs.

Facilities and Administrative Rate Agreement (Indirect Costs)

A negotiated agreement with the Department of Health and Human Services. The rates shall be
applied consistently to all applicable sponsored-program activity at the university, including all
federal, nonfederal and industrial sponsors.



Gift

A voluntary transfer of money, services, or property from a donor without expectation of direct
benefit or commensurate value in return. Gifts typically have fewer restrictions, do not require
deliverables, and are processed through the James Madison University Foundation in
coordination with University Advancement. (See JMU Policy 5101).

Grant

A type of financial assistance awarded to an organization to conduct research or to conduct
other programs as specified in an approved proposal. A grant, as opposed to a cooperative
agreement, is used whenever the awarding office anticipates no substantial programmatic
involvement with the recipient during the performance of the activities.

In Kind
Contributions or assistance in a form other than money, such as equipment, materials or
services of recognized values.

Principal Investigator

The individual with the responsibility for conducting the research or other activity described in a
proposal for an award. The terms “principal investigator” or “project director” may be used
interchangeably in accordance with the agency’s program language.

Proposal

A formal request for support submitted to an external sponsor. The proposal represents an offer
by the university to perform the activities specified and contains all information necessary to
describe project plans, staff capabilities and funds requested. The university’s review and
approval process ensure compliance with both sponsor and university policies.

Sponsored Programs

Projects or programs that are conducted by faculty and staff member(s) and/or administrative
staff member(s) and supported — fully or in part — by external restricted funding awarded to the
university. Sponsored programs may be research, instructional, or service in nature. In all
sponsored programs, the university has obligations to the funding source in accordance with the
terms of a proposal or agreement. In the case of a proposal, these obligations are based on the
project description developed by the faculty and staff member(s). In the case of a grant, these
obligations are based on the project description developed jointly by the sponsor and the faculty
member(s) and/or administrative staff member(s).

Sponsor/Funding Agency
Federal, state, foreign, or private agencies external to the university who provide support for a
program or project at the university.

Total Direct Costs
The total of all direct costs of a project.

Total Project Costs
The total allowable direct and indirect costs incurred by the institution to carry out an approved
project or activity.
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4, APPLICABILITY

This policy applies to all JMU employees and governs university educational programming,
research and scholarly endeavors sponsored in whole or in part by outside entities including
government and industry. It does not apply to gifts or contributions handled through the JMU
Foundation and the Division of University Advancement. Reference Policy 5101 Fundraising —
Private.

5. POLICY

5.1 The Office of Sponsored Programs (OSP) aims to enhance the university’s resources by
supporting faculty and staff in achieving their goals in research, educational programming,
and service delivery through successful competition for external funding.

5.2 OSP will not submit proposals to sponsors without first obtaining authorization from their
Department/School and College/Division. Employees should provide their completed
proposal to the Office of Sponsored Programs (OSP) at least five (5) full workdays before
the sponsor’s target date. This allows sufficient time for the OSP to review proposals for
compliance with university, government, and sponsor regulations and to assist with
obtaining university authorization of the proposal before it is submitted to the sponsor.
Proposals must be reviewed and approved by the university before they are submitted to the
sponsor for consideration.

5.3 Only those individuals designated as signatory authority for all sponsored programs
administered through the university are empowered to sign documents on behalf of the
institution. The university is not committed to accept awards resulting from the submission of
proposals not authorized by the institution. Reference Policy 4100 Contracts-Signature
Authority.

5.4 Sponsored programs are awarded to the institution, not to the principal investigator (PI),
requiring institutional approval.

5.5 All externally sponsored programs will be administered by the Office of Sponsored
Programs, following established university policies and procedures.

5.6 Any major changes to the original agreement must be coordinated through the appropriate
offices in conjunction with the Office of Sponsored Programs. The Pl must possess the
technical expertise and substantive capabilities to effectively manage the sponsored project.

6. PROCEDURES

6.1 Internal Procedures (Pre-Award & Award)

a. ldentifying Funding Opportunity: The Office of Research Development can assist
faculty and staff in the process of identifying funding opportunities fortheir research,
scholarship, public service, and creative work. ORD assists with identifying all types of
grants. Corporate and Financial Relations (within University Advancement) assists with
philanthropic and corporate funding opportunities, including private foundations,
corporations, and industry partners. Faculty are encouraged to consult both offices as
appropriate. Information pertaining to the definition of a gift, as well as the solicitation
and acceptance of gifts, may be obtained by referring to JMU 5101.

b. Project Planning: After identifying a funding opportunity, the principal investigator (PI)
may need to develop a project plan detailing the project objectives, methods, and
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expected outcomes. Pls are welcome to consult with the Office of Research
Development to ensure the project plan aligns with the funding opportunity.

Budget Preparation: The Pl must develop a budget that aligns with the project plan
and complies with sponsor requirements. This process can take several weeks,
depending on the budget's complexity and the extent of negotiations with collaborators.
For guidance and assistance on budget development, including the calculation of project
costs such as federally negotiated facilities and administrative costs (indirect costs) and
appropriate fringe benefits, the Pl should consult the Office of Sponsored Programs
Administrative Services. Additionally, the Pl should verify equipment estimates with
vendors or the JMU Procurement Services. Any questions regarding faculty time
commitments, space, facilities, cost sharing, and/or proposed new courses and
requirements should be addressed with the academic unit head, director, and dean at
this stage.

Proposal Writing: Writing the proposal involves presenting the project plan and budget
clearly and compellingly. The Office of Research Development can assist with proposal
development. Other campus resources such as the University Writing Center and
Corporate and Foundation Relations may also provide proposal assistance as
appropriate.

The proposal generally includes the following components:

Project summary/abstract/specific aims

Narrative/project description/research strategy

Budget and budget justification

Senior/Key Personnel Documents (e.g., biosketch, current and pending (other)
support)

Data Management Plan

e Subrecipient materials (if relevant)

e Letters of commitment for external cost share

Internal Review and Approvals: The Pl must complete any required JMU forms, such
as:

Cost-sharing request forms for in-cash match over $10,000

Indirect cost waiver

Overload pay authorization

Notification of any compliance issues (IACUC, IRB, Biosafety, FCOI, and Export
Controls).

Depending on the sponsor, OSP-AS may also be required to collect evidence of completion
of Research Security Training, supporting documentation for current & pending (other)
support, etc.



Once the proposal is completed and all necessary forms and documentation are provided,
The proposal must undergo internal review and approval. OSP-AS will review the materials
to ensure compliance with JMU policy, governmental regulations, and sponsor regulations.
Relevant JMU policies frequently include 1106, 1119, 2209, 2212, 2213, 1304, 1306, and
3118. OSP-AS will also review the proposal for compliance and budget consistency, create
a permanent file, and verify that all agency submission requirements are met.

The proposal must be approved by the PI, Co-Pls, department/school, college/division, the
Authorized Organizational Representative (AOR), and any other relevant stakeholders. OSP
generally uses an electronic research administration (eRA) system to collect materials and
circulate them for internal approval; our current eRA system is Cayuse. This review process
can take several weeks, depending on institutional procedures and reviewer availability.
Coordination with Corporate and Foundation Relations is recommended before contacting
private sector funding sources.

Submission to Sponsor:

f.  Once approved by the PI, Co-Pls, department/school, and college/division, the OSP will
facilitate submission of the proposal to the sponsor, including signature by an authorized
OSP representative.

Proposals prepared for submission to external funding agencies must be received in their
entirety in OSPAS at least five full workdays prior to the sponsor’s target date. Failure to meet
this deadline may jeopardize the on-time submission of the proposal. Proposals not meeting this
deadline may be submitted with conditional approval only. If subsequent review reveals that the
submitted proposal contains errors, inaccuracies and/or misrepresentations, is incomplete, or
does not conform with sponsor or university requirements, the principal investigator shall be
responsible for making appropriate changes or withdrawing the proposal.

The OSPAS retains the approved proposal for the official university file.

g. Funding Notification and Negotiation: The proposal is considered funded when
the Office of Sponsored Programs Administrative Services (OSP-AS) receives the
award document from the sponsoring agency. The OSP negotiates award terms and
conditions with the sponsor, reviews awards for compliance with institutional policies,
and negotiates necessary revisions. Official agency documents with original
signatures must be provided to the Office of Sponsored Programs Administrative
Services and retained in the official university file.

h. Award Acceptance and Notification: Before accepting an award, theOSPAS will
collaborate with the Principal Investigator (Pl) and the Office of Research Integrity
and Compliance to ensure compliance with relevant policies, which may include:

Policy 1104 - The Institutional Review Board on the Use of Human Subjects in Research
Policy 1106 - Conflict of Interest

Policy 1107 - Intellectual Property

Policy 1109 - Records Management

Policy 1119 - Export Controls

Policy 2201 - Sponsored Programs Proposals: Pre-Award and Post-Award Procedures
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Policy 2202 - Care and Use of Laboratory Animals

Policy 2203 - Financial Conflict of Interest

Policy 2204 - Institutional Biosafety

Policy 2205 - Research and Scholarship Misconduct

Policy 2207 - Radiation Safety

Policy 2209 — Combatting Human Trafficking

Policy 2212 - Malign Foreign Talent Recruitment Program

Policy 2213 — Disclosure of Other Support for Research Investigators
Policy 1304 — Outside Employment of Faculty

Policy 1306 - Extra Employment for Faculty and Exempt Staff Members Within the
University

Policy 3108 - Health and Safety

Policy 3118 — Programs, Events, and Camps Involving Minors

OSP-AS will verify the budget with the award amount and update university records with the
award details, inform relevant university officials—including the University Communications—
about the award, and coordinate with Sponsored Programs -Financial Administration to begin
financial management of the sponsored program.

Subawards: If applicable, OSP-AS will draft, negotiate, and execute subaward
agreements, ensuring they meet all regulatory and institutional requirements. The
OSP will prepare and process audit certifications and amendments as necessary.
Non-Fiscal Award Management: OSP-AS will work with the PI to prepare and
submit any necessary prior approval requests to sponsors for significant changes in
scope, budget, or other project aspects.

Procedures for Project Management Post-Award

All funds received for sponsored programs are under the fiscal control of the associate
vice president for finance. These funds must be receipted and disbursed in accordance
with university policy, state and federal law, and sponsored programs’ restrictions
(including federal Uniform Guidance 2 CFR 200).

Full-time faculty members and employees may be paid for additional services performed
under grant auspices. However, authorization for compensation in excess of the regular
salary must be in accordance with the procedure set forth in JMU Policy 1304 - Outside
Employment of Faculty and Administrative Staff. In order to pay JMU staff or faculty for
work on a sponsored program, all HR rules and policies must be followed, as well as any
divisional procedure and approval process.

The principal investigator will work directly with the Office of Sponsored Programs
Financial Administration (SPFA) for the financial management of the project. For specific
information, the principal investigator should contact SPFA after being notified of the
award. SPFA will provide the principal investigator with the internal budget form.

Upon receipt of the approved Internal Budget Form, Grants and Contracts Financial
Services will establish a post-award fiscal project file, create an account in the Financial
Accounting System, provide monthly expenditure/budget printouts to be used by the
principal investigator for making financial decisions related to the sponsored project.
SPFA will monitor financial activity of the sponsored project.

If an internal budget covers more than one fiscal year, any continuing or unencumbered
balance will be carried forward from one fiscal year to another. The principal investigator
will submit effort reports, invoices for payment, reimbursement requests, grantor-
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required fiscal reports, and other financially related documents through the appropriate
offices, toSPFA, for review and distribution on a timely basis. Post-award non-fiscal
reporting is facilitated through the Office of Sponsored Programs.

f. At the close of a project, unexpended funds will be disposed of according to the
provisions of the terms and conditions of the sponsoring agency. If provisions have not
been made, SPFA will contact the grantor by letter to determine proper disposition.

h. Specific Office of Human Resources requirements are found in the following policies and
procedures:

1107 — Intellectual Property

1304 — Outside Employment of Faculty and Staff
2101 — Faculty Selection and Hiring Procedures
Personnel Action Request Form Procedures

RESPONSIBILITIES

7.1 The Office of Sponsored Programs provides the state-mandated central review process for
all external funding requests, adhering to regulations set by the federal government, the
Commonwealth of Virginia and the university. The Office of Sponsored Programs serves the
university as the administrative voice in the negotiation and acceptance of all grants and
contracts and subsequent modifications. The Office of Sponsored Programs is responsible
for:

e Maintaining appropriate records

¢ Reviewing funding solicitations

e Assisting with budget development and sponsor forms

e Submitting proposals

e Serving as the liaison office for sponsored programs and coordinates communication
with sponsors on financial and administrative matters

¢ Interpreting and applying federal regulations involving sponsored programs

¢ Reviewing, negotiating and executing all legal instruments with the university which
involve sponsored projects

e Subrecipient monitoring

e Processing prior approval requests

e Creating an account in the financial accounting system

e Establishing a post award grant file

¢ Monitoring the financial activity of the sponsored project

¢ In coordination with the Principal Investigator, preparing and submitting financial reports

to the sponsor as necessary.
e Fulfilling project closeout requirements
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7.2 Academic unit heads, deans and directors are responsible for reviewing, approving,
monitoring and supporting projects of interest to their divisions and areas of responsibility. The
principal investigator (PI) or project director is responsible for conducting the project in
accordance with institutional policies, procedures, and sponsor guidelines.

7.3 As part of these responsibilities, the PI or project director is tasked with preparing the
Internal Budget Form and coordinating all financial activities, personnel matters, and position
changes with the relevant university departments. Responsibilities for the award include
scientific/programmatic conduct, stewardship of funds, and timely submission of deliverables
and reports.

7.4 The University Communications is responsible for releasing all external publicity on
sponsored programs, projects, grants and contracts.

7.5 The SPFA is responsible for the following:

Creating an account in the financial accounting system
Establishing a post award grant file

Monitoring the financial activity of the sponsored project
Providing monthly expenditure/budget printout.

7.6 All departments, offices and employees that generate, receive, or maintain public records
under the terms of this policy are also responsible for compliance with Policy 1109 — Records
Management.

8. SANCTIONS

Sanctions will be commensurate with the severity and/or frequency of the offense and may
include termination of employment or expulsion from the university. Failure to follow this policy
may result in temporary suspension of expenditures and/or disciplinary action up to and
including dismissal from employment.

9. EXCLUSIONS

Employees applying for external funding for purely private projects that do not in any way
involve James Madison University or any of its resources need not follow these procedures. For
further clarification, review JMU Policy 1106 — Conflict of Interests.

10. INTERPRETATION

The authority to interpret this policy rests with the president and is generally delegated to the
vice president for research, economic development and innovation.

Previous version: September 2016
Approved by the president: April 2026
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