Purdue University--Internal Submission Process
A.
Submission of Main Proposal to Sponsor  (Pre-Award Center)
1.  
Budget funds for “future projects to be defined.”  Assure that F&A is budgeted and explained, as appropriate.

2.
Review references for future projects funding in the proposal narrative and budget justification for consistency and accuracy.


3.
Note that funds are budgeted for future projects on the proposal route sheet.

4.
Share the process for developing an internal RFP with the PI and inform him that this will be followed if the project is awarded.

B.
Award of Main Proposal by Sponsor  (Post-Award)

1.
Review notice of award and note any restrictions to budget for future projects.


2.
Budget future project funds as unallocated available in a separate IO.

3.
Complete SPS Post-Award Section of the Internal RFP Checklist and send to PI and business office.


C.
Creation of Internal RFP by Principal Investigator (or designee)

1.
Review Internal RFP Checklist for applicable terms and conditions.

2.
Create the RFP including as a minimum the required information from the RFP Checklist. 

3.
Submit RFP Checklist and RFP documentation to SPS Account Manager listed for review and approval.  

4.  
SPS Account Manager will collaborate with PI, Contracting, Pre-Award, Regulatory, and Business Office as necessary to resolve any questions.  After review, SPS Account Manager will sign RFP Checklist as approval for solicitation of future project proposals.
5.
SPS Account Manager will send a copy of the approved RFP Checklist and the RFP documents to the PI, Business Office, and the Pre-Award Support Center Manager.

6.
The Pre-Award Support Center Manager will notify Pre-Award that the RFP is approved and maintain a copy of the RFP on the S drive for access by all pre-award specialists.


7.
PI (or designee) will issue RFP to appropriate audiences.

D.
Internal Submission Proposal Preparation
1.
Purdue investigators will work with the Pre-Award Center of their choice to prepare the proposal  according to the RFP guidelines.  
2.
Pre-Award Center will prepare the appropriate internal documentation.   The Pre-Award Center for the main grant should be consulted for questions and preliminary review of the proposal.

3.
Pre-Award Center will route the internal proposal to PI, Co-PI, and Department Heads for academic approval prior to submission.
4.
Pre-Award Centers will maintain pending copies of internal submissions they prepare.   

5.
External investigators will work with their institutions to prepare the proposal 

per the RFP guidelines.  The PI (or designee) will maintain copies of all proposals from external investigators.

E.
Award of Internal Submissions

1.
PI (or designee) will notify the SPS Account Manger listed on the RFP checklist of the internal awards to be made.  

2.
If awardee is internal to Purdue, SPS Account Manager will request the file from the Pre-Award Center and follow the usual process to set up the internal order.

3.
If awardee is external to Purdue, PI (or designee) will provide the proposal and award documentation to the SPS Account Manager.   The usual process to set up the subcontract will be followed .
