[image: image1.jpg]College of Education

TEMPLE UNIVERSITY

Office of the Dean

phone 215-204-8017/8011
Ritter Hall/Ritter Annex (003-00) fax 215-204-5622
1301 Cecil B. Moore Avenue

web www.temple.edu/education
Philadelphia, PA 19122-6091





SPAF Submission Protocol
· At the initial stages of the process, the principal investigator (PI) should contact the Assistant Dean for Research (D. Crystal Byndloss) to indicate intention to submit a Sponsored Projects Approval Form (SPAF) and/or to request assistance on budget development.

· The Assistant Dean will refer the PI to Julia St. George, Assistant Director for Administration and Finance at the Center for Research in Human Development and Education (CRHDE) for assistance with budget development. 
· Please estimate the budget process to take two weeks.
· If Julia St. George does not prepare the budget, she will be responsible for reviewing it to ensure that the required information is accurate. 

· In the event that the budget is not prepared by Julia St. George, the PI should still allow two weeks for budget review.

· If Julia’s assistance is required, she will schedule a meeting with the PI. Please see the “Protocol for Assistance with Budget Development” (attached) that specifies the items that the PI must bring to the preliminary budget development meeting. 
· Once the budget has been developed, the PI is responsible for completing all 8 pages of the SPAF, including obtaining the signature of the respective department chair or center director.


A note on proposal approvals:
· In signing the SPAF, the department chair/center director’s signature indicates approval of all sponsored activities seeking external funding prior to proposal submission to the Dean and Sponsored Projects Administration (SPA/OVPR). 
· Within the academic departments, the department chair’s signature indicates that issues related to load implications have been discussed and resolved with all pertinent parties (i.e., the PI, the Associate Dean, and the department chair).

· An outline of the specific responsibilities associated with signing the SPAF can be found at: http://www.research.temple.edu/ovpr/research_guidelines/spaguide7.html  (See Section E. Proposal Approval, pp. 5-6.)
· Once the department chair/center director’s signature has been obtained, the PI is responsible for submitting the SPAF to the Assistant Dean. All signed SPAFs should be placed in the Assistant Dean’s (Crystal Byndloss’) mailbox located in the CRHDE, 9th floor, Ritter Annex.  
· The Assistant Dean will review the SPAF to ensure that, among other things, all items on the SPAF have been answered, the required signatures have been obtained, and the one-page project abstract and proposed budget have been submitted. The Assistant Dean will contact the PI if questions arise about the proposal.
· SPAFs that meet these criteria will be forwarded to the Dean of the College of Education for approval.
· After obtaining the Dean’s signature, the Principal Investigator will be contacted. The PI is then responsible for delivering the SPAF to the SPA office (4th floor, University Services Building).
Important Items of Note:

· PIs should contact the Assistant Dean as early in the process as possible to indicate interest in submitting a proposal. At minimum, expect the internal COE SPAF process to take two weeks. This includes budget preparation. Given the Dean’s demanding schedule, PIs should allow as much time as possible for the Assistant Dean to obtain the Dean’s signature.
· The SPAF is a formal request to the University in which the PI asks for permission to request funding from a sponsor. As such, the SPAF must be completed and submitted to SPA before the proposal is submitted to the sponsor. At this stage, the SPAF must include a one-page abstract.

· Once approved by SPA, one (1) copy of the complete proposal is due in the SPA office at least three (3) business days before the sponsor’s deadline. (See attached for a description of editorial support that is available for PIs through CRHDE.)

· Research center staff: Unless directed by the Dean, only Temple University faculty can serve as PI/PD.
· Useful OVPR links:

· Office of the Vice President for Research

http://www.research.temple.edu/
· General OVPR research guidelines http://www.research.temple.edu/ovpr/research_guidelines/spaguide7.html

Important contact information:

D. Crystal Byndloss, Ph.D.

Assistant Dean for Research, COE

Assistant Director, CRHDE

byndloss@temple.edu, x1-3000, Ritter Annex, 9th floor

Julia St. George

Assistant Director for Administration and Finance, CRHDE

jstgeorg@temple.edu, x1-3000, Ritter Annex, 9th floor
Roseanne Wallin

Director, Grants & Contract Administration, OVPR (pre-award to award)

rwallin@temple.edu, x1-7454 (phone), x1-7486 (fax), Room 406 USB
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