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1.  INTRODUCTION  TO SPONSORED 
PROGRAMS 

1.1  Overview  

This electronic proposal development ÒmanualÓ is meant to supersede the Research  
Information and Policy Manual  and its appendix. We have decoupled much of that 
information and intend to present it in  a different way here . The forms, for instance , 
have been removed from the appendix and now reside on the webpage under 
Òforms,Ó and the Guidelines for the Preparation and Submission of Proposals and  
Contracts  has been folded into the text of the manual itself.  
 

This manual is now a proposal development instrument directed at PIs who are 
attempting to create and submit proposals, then manage the awards that result from 
them. It attempts to localize the process to UT Knoxville, and to take the proposal  
from beginning to end . To accomplish this we have added two new chapters, one on 
human resources --  Chapter 8 --  and one on account management --  Chapter 9.  

 

In constructi ng this manual , we have endeavored to conform to several editorial 
princip les. In the first place, it is not really a manual in the sense that we would have 
produced one ten years ago. Rather than reproducing information that we have 
gathered at a particul ar point in time, we have taken the approach that we will 
provide a brief overview for some processes ;  then, when possible, link to the units 
that own those processes and that are charged with keeping them current. In this 
way ,  we hope to keep the manual c urrent with minimal revision. Thus ,  we have 
removed a long section on compliance, and now simply provide an explanation of the 
process and a link to the compliance pages. In this case , the compliance pages 
reside on the Office of Research website ;  but this  is not always the case, since other 
units on campus are responsible for other functions. Human Resources, for instance, 
controls the hiring process, Post Award the setting up of accounts, invoicing, etc.  And 

since we have taken the above approach, this ma nual is now a living document that 
will require regular revision as policies and practices change. We intend to do so, and 
invite questions and comments. For now, please send those to jlloyd@utk.edu . 
 

1.2  Acronyms  and/or Terms  

If an acronym or term is unfa miliar to you, click on it for a pop -up explanation or 
identification.  
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1.3  University Overview  

The University of Tennessee began as Blount College, chartered on September 10, 
1794, by an act of the legislature of the Southwest Territory meeting in the te rritorial 
capital, Knoxville. The college was small at its inception; it struggled for the next 
thirteen years with a small student body and an even smaller faculty. In 1807, the 
institution received a new designation -- East Tennessee College -- and in 1840 w as 
elevated in stature as East Tennessee University. Following the Civil War, the State 
of Tennessee made the University the beneficiary of the Morrill Act of 1862 which 
allocated federal land or its monetary value to the various states for the teaching of  
"agricultural and mechanical" subjects and to provide military training to students. 

Thus, the University of Tennessee (its designation after 1879) became a land -grant 
institution.  
 
The University of Tennessee is fully accredited by the Commission on Coll eges, 
Southern Association of Colleges and Schools and is a member of all major 
associations for higher education, including the Council of Graduate Schools and the 
National Association of State Universities and Land -Grant Colleges. According to the 
2000 r anking, The University of Tennessee is classified by the Carnegie Foundation 
as Doctoral/Research - Universities Extensive, formerly known as Research 
Universities I, placing it in the highest ranks of all colleges and universities in the 
country.  
 

The Unive rsity of Tennessee offers the highest quality instruction, research, and 
outreach programs throughout the State of Tennessee. Undergraduate, graduate, 
and professiona l education merge seamlessly with the exploration of new knowledge 
and dissemination of pr actical information and technology to the state and its 
citizens.  
 
The Knoxville campus serves the state, nation, and international community through 
a broad spectrum of undergraduate and graduate studies, research and creative 
activity, and public service  and outreach. The University of Tennessee, Knoxville, 
welcomes and honors people of all races, creeds, cultures, and sexual orientations, 
and values intellectual curiosity, pursuit of knowledge, and academic freedom and 
integrity.  
 

Faculty members are ski lled teachers and scholars who encourage full student 
participation in the intellectual life that such a faculty makes possible. The total 
campus enrollment of about 25,000 is an appropriate mix of undergraduate and 
post -baccalaureate students.  
 
Undergradu ate students are admitted competitively, and each first - year class 
comprises the best -prepared students from Tennessee and around the world. 
Articulation agreements with Tennessee community colleges ensure that transfer 
students enroll properly. All underg raduate curricula encourage creative thought, 
ethical behavior, respect for diversity, and intellectual development.  
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Graduate and professional degrees are offered in the colleges of Agricultural Sciences 
and Natural Resources; Architecture and Design; Art s & Sciences; Business 
Administration; Communication and Information; Education, Health & Human 
Sciences; Engineering; Law; Nursing; Social Work; and Veterinary Medicine. 
Endowed faculty chairs, research Centers of Excellence, and the alliance with the Oak  
Ridge National Laboratory create graduate and professional scholarship opportunities 
unique to the Knoxville campus.  

 

1.4  Research Capabilities and Outreach  

The University of Tennessee has collaborative relationships with public and private 

agencies inclu ding Oak Ridge National Laboratory, Battelle Memorial Institute 
(forming UT -Battelle, LLC), St. Jude Children's Research Hospital, the Memphis 
Biotech Foundation, and the Boston - Baskin Cancer group (forming UT Cancer 
Institute).  
 
The University of Tenness ee, Knoxville campus, proudly admin isters 14 Chairs of 
Excellence and three state - funded Centers of Excellence.  
 
The University Libraries contain 3 million library volumes, periodicals, and computer 
resources. The central library opened in 1911. Its rare b ook collection contains 
51,000 items, with the oldest dating from 1481. It is ranked among the top U.S. 
libraries in the Chronicle of Higher Education rankings, 32 nd  among public research 

libraries, and 52 nd  among all major academic research libraries in C anada and the 
U.S. by the Association of Research Libraries. Two specialized libraries are the Joel A. 
Katz Law Library, which is the largest public law library in Tennessee, and the 
Howard H. Baker Jr. Center for Public Policy, which opened in 2003 to hon or alumnus 
Baker and to promote citizen involvement in government. An invaluable service of 
the Libraries is its Digital Medial Service, which provides instructional materials 
online.  
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2.  PROJECT PLANNING 

2.1  Initial Project Development  

Most projects foc us on a need --  a problem to be answered, a situation to be "fixed," 
or a skill to be acquired. The first step in developing an unsolicited proposal is to 
define that need. Before approaching any potential sponsors for support, a principal 
investigator mus t be able to answer the following questions: What do I want to 

do/find out? Why is it worth doing/knowing? How will I find the answer? Who will 
benefit? Alternatively, some projects originate with a sponsor Ð a sponsor identifies a 
problem to be answered o r ÒfixedÓ and solicits proposals to remedy the problem. The 
primary concerns for principal investigators in solicited proposals are: How do I find 
the answer ? How much money will I need to find that answer?  
There are several ways to develop a well -defined  project. T hree  such methods are 
discussed below.  
 
Talk with colleagues about the project . Other professionals are a valuable source 
of knowledge in the field, and can suggest further readings on related topics, and 
comment on the significance of the proje ct and the proposed methods. The act of 
describing plans to colleagues can also help you to organize your thoughts or 
approach.  

 
Write a concept paper . A concept paper is aimed at defining the project for 
yourself  and can be used in the proposal writing pr ocess as a basis for describing the 
project to others (agency/foundation staff). A concept paper should contain the 
following information:  

Priorities :  What projects are you presently working on? What are your general 
needs/interests? Which are the most imp ortant to you? How does this project fit in to 
your larger research/career plans?  

Needs :  What new data, equipment, information, or other resources (time, 
personnel, etc.) are critical for moving your project forward? NOTE: This question is 
a first step to ward estimating your budget for the project.  

Audience :  Who will benefit from your project? What kind of sponsor will be 
interested in your work?  

Resources :  What intellectual or physical resources do you (or the university ) have 
that make your project uni que, attractive, or likely to succeed?  

Collaborators :  Who have you worked with, or want to work with, and what are their 
areas of expertise?  
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The general concept paper described above can be tailored to answer the 
needs/concerns of each sponsor to be appr oached. The concept paper is a proposal 
development tool ! not a proposal. It can be changed to reflect the interests of each 
potential sponsor, or to reflect changing research priorities within the university  or a 
field.  
 

Contact the funding agency directly . Once a funding source has been targeted, it 
is sometimes a good idea to speak to the appropriate program manager directly 
using e - mail, phone, or personal contact. They will often offer guidance, and it does 
not hurt to put a face and a name with a propo sal.  
 

2.1.1  Why Do Proposals Fail?  

Sponsors decline to fund proposed projects for many reasons, most of which can be 
classified into several simple categories.  

Mechanical  -  proposals which fail to adhere to deadline or format requirements, 
including slopp y presentation.  

Content  -  proposals that appear unsound methodologically, including lack of 
qualified personnel, failure to enlist the support of all parties to the proposal, 
inaccurate or unrealistic budgets, incomplete statements of work, or apparent 

ignorance of other work in the field.  

Wrong sponsor  -  proposals that are sent to the wrong sponsor or to the wrong 
program.  

 

2.2 Internal Funding  

The following internal resources are available to researchers and other faculty and 
staff on the Knoxville campu s.  
 

2.2.1  Scholarly Activity & Research Incentive Funds (SARIF)  

The Office of Research manages approximately $1 .1 million  per year in incentive 
funds to support research and creative activities through six SARIF programs. These 
SARIF funds support projects  for principal investigators whose departments are 
under the  direct  jurisdiction of the Chancellor of The University of Tennessee, 
Knoxville. The SARIF programs below are described in terms of types of cost that a 
program covers, type of proposal match, el igibility, and review process  (Link).  
 
The Exhibit, Performance, and Publication Expense Fund (EPPE)  

¥ Publications, performances, and exhibits of scholarly activity ( costs for typing 
manuscripts or reprint charges are excluded)  

¥ No match required but matche s are desirable  

¥ All faculty  

¥ Requests reviewed when received by a subcommittee of the Research Council  
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Foreign Travel Funds   

¥ Presentations of research/scholarly activity at professional conferences 
outside U .S.   

¥ Generally requires a one - third match from the department and a one - third 
match from the college  

¥ All faculty  

¥ Requests reviewed weekly by a committee in the Office of Research  

Small Grant Fund   

¥ Pilot studies, start -up funds, travel to granting agencies, organization of 
workshops/conferences at UT,  bridge funds, seed funds  

¥ Requires departmental/college matching  

¥ Tenured and tenure - track faculty only are eligible  

¥ Requests reviewed weekly by a committee in the Office of Research  

Grant - Matching on External Proposals   

¥ Matching funds for external propo sals (primarily for equipment)  

¥ Match ing  from other sources within the University is strongly encouraged  

¥ Tenured and tenure - track faculty only are eligible  

¥ Requests reviewed at the time of submission of the proposal by a committee 
in the Office of Resear ch (one week lead time required)  

Graduate Research Assistantship (GRA) Fund   

¥ Summer support for a graduate student  

¥ Requires endorsement by department head but no financial match  

¥ Tenured and tenure - track faculty are nominators  

¥ Applications reviewed once  a year by a subcommittee of the Research Council  

Equipment and Infrastructure Fund   

¥ Major equipment purchases, upgrades, renovations (typically only two to 
three awards per year)  

¥ Requires significant matching funds  

¥ Tenured and tenure - track faculty only  are eligible  

¥ Proposals reviewed once a year by a subcommittee of the Research Council  
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2.2.2  Other Campus Funding  

Chancellor's Awards for Funding Development --  Provides faculty in the arts, 
humanities, social sciences, and applied social sciences with release time to research 
and develop a proposal for externally - funded research or scholarship.  
 
UT Chancellor's Awards for Research and Creative Achievement --  Established 
to honor faculty who have received recognition in their field, and to stimulate 
rese arch and creative achievement integral to the UT mission.  

 
UT Professional Development Awards --  Administered by the Office of the 
Chancellor. These are h ighly competitive awards in three categories : research, 
career enhancement, and professional leave.  
 

2.3  External Funding  

There is a sponsor for almost any project. To find that sponsor, it is necessary to 
match the institutional environment and project needs to the concerns of that 
sponsor. This section discusses the different categories of sponsors, the  types of 
projects each typically supports, and the special considerations or constituencies of 
each type.  
 
Sponsors fall into several basic types: government, foundations, associations or 
other special - interest organizations, educational institutions, cor porations or 
industry, and individuals. Each type of sponsor gets its own funds from different 

sources, and these sources determine in large part how the money will be 
distributed. A detailed discussion of each type follows.  
 

2.3.1  Government Funding Sourc es 

Federal, state, and local governments all provide funding for university projects. 
Public sponsors support many kinds of projects, from basic research to scholarships 
to community service demonstration projects. The application procedures for 
government  funds are often arduous. Deadlines, format guidelines, and budget 
restrictions and requirements are strictly enforced.  
 
The majority of UT's external funding comes from government sources, such as the 
US Department of Energy, National Science Foundation, National Institutes of Health, 
US Department of Education, etc. In addition, UT performs many service projects for 
various departments of the State of Tennessee, such as the Department of Human 

Services, Department of ChildrenÕs Services, etc. UT also perf orms research or 
service projects for local governments but to a lesser degree than federal and state 
sponsors.  
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2.3.2  Private Funding Sources: Foundations  

Foundations come in all shapes and sizes, ranging from large family foundations like 
the Ford Found ation (which has offices throughout the world), to corporate, 
community, and special - interest foundations. For more information, visit the 
Foundation Center at http://foundationcenter.org/ . Many foundations ope rate from 
an endowment set up by an individual or a family, or with corporate profits. 
Community foundations like the East Tennessee Foundation, and special - interest 
foundations like the Elizabeth Glaser Pediatric AIDS Foundation, actually raise their 

own funds to support their grants programs.  
 
Applying to a foundation for funds is much easier and less formal than applying to a 
government agency , though you should be aware that most private foundations have 
a very limited range of interests, and their guid elines are less apparent . Many 
foundations require no forms. Application is usually made via a short letter 
describing the proposed project. These letters are known as proposals, concept 
papers, or letters of inquiry, among other terms. Many foundations do n't even have 
deadlines! Often, a foundation will instruct applicants to submit proposals in time to 
be considered at regularly scheduled board meetings.  
 
Funding decisions in most foundations are made by its program staff and board of 

directors. Some foun dations call upon experts in the field to advise the staff and 
directors. When approaching a foundation for support, it is wise to ask foundation 
staff who make funding decisions.  
 
A good  source of information on a foundation's priorities and programs is i ts annual 
report. The annual report will describe funding priorities in detail, and it often 
includes a list of the previous year's grant recipients. Check this list for information 
about the geographic scope of the foundation's operations, the type of ins titution it 
typically funds, and project topics it has found worthy in the past. However, annual 
reports may be out of date. If a foundation has a website, the information there will 
be more current, and one may also check with the staff member who handles  
corporate relations in the UT Office of Development.   
 

2.3.3  Private Funding Sources: Associations and Other 
Organizations  

There are many other types of private sponsors. Each type answers to its own 
particular constituency, and many operate in a manner v ery similar to the 
foundations described above. Short descriptions of the types of private sponsors and 
the special features of each type follow.  
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Associations and Professional Societies .  These organizations are usually 
concerned with a certain profession  or field of academic endeavor. Associations and 
professional societies generally support training and research only in their own field. 
Many offer awards for past achievement (publication of books or papers, patents, 
and so on). Associations and societies  must answer to their membership, and the 
application process is usually more rigorous than that of foundations, with firm 
deadlines and application forms. Funding decisions are often made by a panel of 

experts.  
 
Museums and other arts or scholarly organiz ations.  Many museums, 
performing arts organizations, archives, and other research organizations support 
assistantships (sponsor may refer to such support as fellowships) which take 
advantage of their special resources. Examples include the Museum of Natura l 
History. Funding decisions in these organizations are typically made by the program 
staff and the board of directors, although some may use a review panel.  
 
Special interest o rganizations.  Many private sponsors provide support for work in 
a specific prob lem area. The American Cancer Society , March of Dimes , and Muscular 
Dystrophy Association  are all examples of special interest organizations which focus 

on medical problems or disease. These organizations will support basic and applied 
research aimed at th e prevention or treatment of a particular disease or condition.  
 
Special communities.  These communities support assistantships (sponsor may 
refer to such support as fellowships), workshops, or seminars by providing 
workspace and living quarters to qualifi ed people or projects and they can be found 
on the internet . 

 

2.3.4  Educational Institutions  

Institutions of higher education offer assistantships (sponsor may refer to such 
support as fellowships, scholarships, and visiting professorships). Colleges and 
universities will usually support work which draws upon the special expertise or 
collections of an institution. This type of assistantship is often aimed at junior faculty.  
 

2.3.5  Corporations  

Corporations support research that is directly related to the pr oducts or services they 
provide. This support is distinct from the funds that corporate foundations provide: 
those funds are usually tied to the interests of the communities where corporate 
offices or plants operate.  
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Corporate support for applied researc h is usually made in the form of contracts for 
specific services, not as grants or fellowships. Companies do not advertise or 
announce the availability of funds for research contracts. Faculty who are working on 
a project in which a company might be intere sted, or who have special expertise that 
would be useful to a company, should first research the organization's structure to 
determine the person or office to whom to direct inquiries. The decision to support a 
project will be made by company staff working  in the same topic or area.  

 

2.3.6  Individuals  

The Office of the Vice Chancellor for Development, including staff based within 
colleges, may, but not exclusively, handle approaches to individuals for sponsored 
program funding . 
 

2.4  Industry Sponsorship: Sp ecial Considerations  

Although proposals for industry - sponsored projects often are shorter and less formal 
than those submitted to federal agencies, the resultant legal agreement can be quite 
onerous. Besides addressing the planned research and its costs, d iscussions with 
industry sponsors should cover matters such as publication rights, intellectual 
property ownership, confidentiality issues, and other potential contract clauses that 
must be consistent with University policies and applicable laws. Negotiati on of 
contracts with industry sponsors is under the purview of Sponsored Programs staff in 
the Office of Research. Be advised that negotiations with industry sponsors 
frequently take quite some time to complete, and they can be complicated by 

numerous fact ors, e.g. involvement of government resources, 
proprietary/confidential information of the sponsor, publication restrictions 
particularly in regard to graduate studentsÕ theses or dissertations, etc.  
 
Proposals for industry - sponsored projects should detail  the specific nature and scope 
of the work to be done, time frames, budget (including all direct and facilities and 
administrative costs). Ownership of potential intellectual property may be deferred 
until such time as intellectual property is developed or  may be determined at the 
time the contract is negotiated. In either case, the Office of Research  will work 
closely with the UT Research Foundation  to determine acceptable ownership 
provisions.  
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2.5  Before You Write the Proposal  

When prepar ing  to write a proposal, it is helpful to talk with colleagues who are 
active researchers, especially those who have gotten funding from the same sponsor 
or program. Department chairs and associate deans for research may provide 
valuable advice. Sponsored Program staff i n the Office of Research  have experience 
that may be of some help. Also, contact the appropriate program officer  at the 
sponsor. Program officers represent a particular program or division in an agency; 
they coordinate proposal review and oversee funded pr ojects in their area. Most 
sponsors encourage a prospective applicant to discuss ideas with a program officer 
before submitting a proposal. A phone call or meeting is best, unless the agency or 

program guidelines specify written communications only. Check the guidelines or the 
sponsorÕs web site for the names and phone numbers of program officers.  
 

2.6  Release Time and Cost Sharing  

If the University is requested or required to pay for or absorb any portion of the cost 
of a proposed project, cost sharing is involved. Any centrally - funded direct costs cost 
sharing and any voluntary facilities and administrative costs cost sharing must be 
approved before a proposal is submitted to the sponsor. To obtain approval, a letter 
or e -mail should be addressed to the As sociate Vice Chancellor for Research detailing 
the reason for cost sharing and the amount and type of funds to be shared. Back -up 
materials, such as sponsor budget instructions, should be attached to the letter of 
request. If a sponsor limits reimbursement  of facilities and administrative costs, a 
copy of the sponsorÕs guidelines can be attached to the Internal Document 
Review/Approval Sheet when it goes through the normal review/approval process, in 
lieu of approval by the Associate Vice Chancellor for Res earch.  

 
Also, any direct costs cost sharing from departmental resources must be approved in 
writing by the applicable department head  and that approval must accompany the 
proposal through the approval process . 
 
Cost sharing must be approved by the departm ent head and dean or director before 
being considered by the Associate Vice Chancellor for Research (in the case of direct 
costs from central administration funds, e.g. SARIF, etc. or voluntary facilities and 
administrative costs) or other authorized unive rsity representatives (in the case of 
required or voluntary direct costs from departmental and/or college funds or 
mandatory facilities and administrative costs). The signed approval letter must 
accompany the proposal when it comes to OR for final approval .  
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3.  PROPOSAL PREPARATION 

3.1  Office of Research Responsibilities  

The Sponsored Programs (SP) staff of OR reviews all proposals to assure adherence 
to agency guidelines, and UT policies and procedures. An official proposal cannot 
be submitted to a potent ial sponsor until it has been reviewed and signed by 
the Office of Research . A preliminary proposal may be furnished to a potential 

sponsor for discussion purposes, but (1) it must be clearly marked ÒDRAFTÓ and (2) 
the sponsor should be advised that it may  be changed during the official 
review/approval process. SP staff reviews all proposal yellow sheets, format, 
budgets, and signatures. Proposals written in response to Requests for Proposals 
(RFPs) are carefully reviewed by SP staff with respect to the leg al requirements of 
proposed contract clauses.  
 
The Office of ResearchÕs listserv, called ORALERT, is designed for researchers, 
departmental administrators and others who work with proposals, grants and/or 
contracts for sponsored projects. ORALERT informs a nd updates on issues such as:  

¥ SponsorsÕ proposal guidelines  

¥ Electronic submissions  

¥ Changes to grant guidelines  

¥ Grants.gov implementation  

¥ Form revisions  

¥ Changes in graduate student insurance rates  

¥ Other important related issues  

To subscribe go to http://listserv.utk.edu/archives/oralert.html  and select Ò Join the 
list. Ó 
 
Electronic proposals  must be received  by the Office of Research five (5) 
business days before the proposal deadline date. This includes the proposal itself, 
the fully signed Document Review/Approval Sheet, any cost sharing request if 
applicable, supporting documentation from proposed subcontractors, and a copy of 
the solicitation . NOTE: If submitting an unsolicited proposal t o the National 
Institutes of Health, please furnish only the URL for the solicitation.  All parts of the 

proposal except the proposal narrative must be in final form at that time. A PI can 
continue to refine the draft proposal narrative , but it must be rece ived in final 
form  by the Office of Research two (2) full business days before the proposal 
deadline date.  
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Remember that electronic systems become cyber traffic jams on major proposal 
deadlines. To ensure that your electronic proposal is accepted by the sp onsor by the 
deadline date, allow more than the required five (5) business days. Please e -mail 
Grants.gov submission packages to utkegrants@utk.edu . 
 
Hard copy or paper proposals , i.e. proposals that are not electronically submitted,  
must be received by th e Office of Research three (3) business days  before the 

proposal must be mailed in order to meet the established deadline date. This 
includes the proposal itself, the fully signed Document Review/Approval Sheet, any 
cost sharing request if applicable, supp orting documentation from proposed 
subcontractors, and a copy of the solicitation , if applicable .  All parts of the proposal 
must be in final form at that time.  
 

3.2  Document Review/Approval Sheet  
(ÒYellow SheetÓ)  

The yellow sheet, which accompanies each p roposal, is date - stamped when the 
proposal arrives at the Office of Research and passed to a member of SP staff for 
review. The yellow sheet must include all requested data. Information on the yellow 
sheet is compared to the information provided in the pro posal. Principal investigator, 
departmental and college information, compliance requirements, space 
requirements, cost - sharing figures, and budgetary information are all verified. After 
the review is completed, the yellow sheet is submitted along with the proposal to the 
authorized university official for signature.  
 
If an approved proposal is substantially changed prior to being awarded, a revised 

yellow sheet is necessary and will need to contain all of the above information and 
new signatures.  
 
Signature /Authorization  
 
SP staff verifies all signatures on the yellow sheet and proposal. The yellow sheet 
must have a signature by each principal investigator, each department head, and 
each dean/director involved in the proposal before the authorized institutio nal 
representative affixes their signature to the appropriate forms. These signatures are 
extremely important, as they signify that all of the concerned administrative and 
budgetary entities are aware of and in agreement with the provisions of the 
proposal . 
 

See Section 5 for more details.  
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3.3  Proposal Format  

Proposals vary in format. While most federal agencies provide guidelines, forms, and 
checklists that set the format for their proposals, other agencies do not. All proposals 
should include a cover pa ge (NSF Guide), statement of work, and budget (see 
Section 3.4.6, Preparing the Budget). SP staff reviews all proposals to ensure that 
they adhere to agency and University guidelines for format.  
 

3.3.1  Writing the Proposal  

Federal agencies, research organi zations and professional societies usually require 
that proposals be made in a specific format, often on application forms. These 

sponsors also have strict deadlines for application. Sponsors are serious about their 
established proposal format and deadline s. In fact, the most common reason that 
proposals are turned down is failure to abide by format or deadline requirements.  
 
The first rule of proposal writing, therefore, is to follow the rules set by the sponsor. 
The second rule is to keep the narrative clear, concise and to - the -point.  Finally, the 
proposal narrative and the budget should mirror each other exactly:  activities 
described in the narrative should be supported completely in the budget, and funds 
requested in the budget should be justified in the  proposed activities.  
 

3.3.2  Proposal Writing Tips  

¥ Start now for next year's deadlines.  

¥ Project must meet sponsor's interests.  

¥ Think of a proposal as a planning or project management tool.  

¥ Refine your project idea and methodology with colleagues before wri ting the 
proposal.  

¥ Follow the rules.  

¥ Be concise and specific.  

¥ Use clear and understandable language ( no jargon).  

¥ Describe an innovative, testable idea.  

¥ Establish your credibility.  

¥ Expect to spend four hours rewriting for each hour you spend writing.  

¥ Ask fo r critiques of the proposal before making the final revision.  

¥ Edit carefully for grammar, punctuation, and consistent use of terms; format; 
style; logical flow; convincing argument; adherence to guidelines.  
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3.3.3  Parts of the Proposal  

Although proposal f ormats differ from sponsor to sponsor, all proposals contain 
basically the same information. A standard proposal format is described below; this 
format should be modified according to the sponsor's requirements.  
 
Abstract/Summary --  The Abstract stands alo ne as a description of the project. 
Relatively short --  no more than a page long. It should parallel the sections of the 
proposal narrative. It is the last thing written.  

 
Introduction/Literature Review --  It acquaints the reader with the topic. 
Establish credibility by demonstrating a thorough understanding of the subject: 
discuss background and theory, current thinking, cite all relevant studies, theories, 
or laws. Use precise terminology. Don't overload readers with too much material. 
Discuss the institu tion, available resources, and any related prior work, or 
preliminary results. Lead logically into the next section.  
 
Problem Statement/Rationale --  Why is this project worth doing? It is the most 
important section of the proposal. This section has two obj ectives: establish the need 
for the project, then demonstrate the significance.  
 

Goals/Objectives --  A goal is a broad statement outlining the direction, purpose or 
intention of your project. The project's objectives are those results/actions for which 
you  will be accountable. The objectives set out the desired results of the project in 
concrete terms, while the goal places those results in the context of the larger field, 
or in terms answering the problem set forth in the previous section.  
 
Methodology/Wor k Plan --  How will you achieve your objectives? Be explicit and 
exacting. Don't skimp on details. This section should explain all of the items in your 
budget: personnel costs (how many people, for what amount of time?); travel; 
equipment; supplies; etc.  
 
Evaluation --  Prove the project has accomplished the stated objectives. Focus on 
the process and/or the outcome. Evaluate performance of the objectives set out for 

the project above.  
 
Dissemination --  How will others learn about the project? Demonstrate tha t the 
project results will be made available to others in your field or in the community. The 
audiences mentioned in the dissemination section should be the same as those 
defined in the need statement.  
 
Budget --  Expresses the proposed project in terms of cost. If the plan of work is 
detailed and complete, budget preparation should be easy.  
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3.3.4  Representations and Certifications  

Effective January 1, 2005, the Federal Acquisition Regulation 
http://www.arnet.gov/f ar/  requires the use of the Online Representations and 
Certifications Application https://orca.bpn.gov/  in Federal solicitations as a part of 
the proposal submission process. Each year, Sponsored Programs staff elect ronically 
files the universityÕs representations and certifications, and the filing covers all 
proposals submitted during the year following such filing. The solicitation will contain 
a single provision that will allow the PI to certify that the university Õs representations 

and certifications in ORCA are current, complete, and accurate as of the date of 
signature.  
 

3.3.5  Contract Clauses  

Requests for Proposals (RFPs) occasionally include a list of the contract clauses 
and/or a sample contract which the fund ing agency wants to use as the official 
funding document. The clauses (and/or sample contract) are reviewed by Sponsored 
Projects staff. In some cases, the contract must be reviewed by the legal office of 
the University. If the University cannot agree to s ome of the contract clauses, then a 
list of the exceptions taken is provided and included with the proposal when it is sent 
to the funding agency.  
 

3.3.6  Preparing the Budget  

3.3.6.a.  Budget Overview  

 
Each proposal budget is reviewed by SP staff for accura cy regarding salary, fringe 
benefits, direct costs, facilities and administrative (F&A) costs, and cost sharing. This 
information must be accurate before the authorized institutional representative signs 
the proposal cover page and other official forms.  
 
A proposal budget expresses the work statement in monetary terms. If a project is 
well -planned and the statement of work is explicit, preparing a project budget should 
be merely a matter of determining how much each activity will cost. For example, 
how much  time will the staff spend on this project? What trips will be necessary? Will 
a graduate research assistant be employed on the project, and for how long?  
The costs mentioned above are all examples of direct costs.  Direct costs are costs 
that can be direct ly linked to a project. Budgets also include facilities and 

administrative (F&A) costs. Often, a sponsor will require that the University share 
some portion of a project's costs. This is called cost sharing . See section 2.6 of this 
manual or visit http://www.tennessee.edu/policy  and search for Òcost sharing.Ó  
 
The proposal narrative (or work statement) and budget should be in agreement. 
There should be nothing requested in the budget which is not described in  the 
narrative; the narrative should not describe activities which are not supported in the 
budget.  
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A proposal budget should reflect all costs related to a project, even if some of the 
costs will be absorbed by the applicant institution or borne by other s ources. Those 
costs that will be supported by the applicant or by third parties can be shown in 
additional columns in the budget.  
 
Office of Research staff will provide budget preparation assistance upon request.  
 

3.3.6.b.  Budget Specifics  
 
Budgets can be quite complex, and they require knowledge of typical costs and of 
university fiscal policies. The budget also depends on the project scope and design. If 
you are relatively new to grant writing, you are strongly encouraged to discuss the 
budget with an SP pre -award staff member before writing a detailed proposal.  
All budget amounts must be rounded to the nearest whole dollar.  
 
A separate budget should be made for each year of a multi - year project, and a 
summary budget giving the total project costs should also be prepared. A standard 
annual rate of increase (no more than 5%) should be applied to salaries and other 
direct costs.  

 
All requested budget items should be documented in the budget explanation. This is 
a page or two detailing such costs as co -person nel. Faculty working on several 
sponsored projects must be careful not to commit more than 100% of their effort to 
their normal University responsibilities plus their sponsored projects. Effort  is the 
proportion of time a university employee expends on an activity that is identified as 
part of their total professional performance. It is not based on a 40 - hour work week 
but on total activity.  
 
University personnel performing work on federal grants or contracts cannot be paid 
more per month than their institu tional base salary provides. Salaries requested 
must be consistent with the regular practices of the university and are subject to any 
salary cap imposed by the sponsor. Salary increases should be included for each year 

of a multi - year project and anticipa ted promotions.  
 
If project personnel will receive longevity  payments during the project period (i.e., if 
their anniversary date falls within the project period), those payments should be 
figured into salary.  
 
Faculty with 9-month appointments  should divid e their total annual salary by 9 to 
find their monthly base salary. This monthly amount can then be requested for any 
time spent on the project during the summer. A maximum of 3 summer months may 
be included for the whole summer. Some federal agencies impo se limitations on 
summer salaries (for instance, NSF limits summer salary to 2 months).  
 
The regular workload for faculty or staff on 9 - month appointments is 168 days, or 

1344 hours. For those on 12 -month appointments, the workload is 223 days or 1784 
hour s. Summer salary for people on 9 -month appointments can be requested for up 
to 3 months, or 56 work days.  
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Students  should be paid at the regular departmental rates for research assistants. If 
undergraduate or work -study students will be assisting with a p roject, they should 
also be paid at the average rate.  
 
Administrative and clerical salaries  are normally charged as F&A costs. If a PI 
believes  a situation warrants  exception for direct charging these types of costs, 

he/she should  submit a Direct Charge Ju stification form (Link)  to the Office of 
Research along with the signed Document Review/Approval Sheet and proposal.  
 
If a project will require hiring new personnel, the PI should check with the wage and 
salary administration section at http://www.tennessee.edu/policy  and search for 
Òwage and salaryÓ for salary ranges for new positions.  
 
Fringe benefits  are charged on all employees except students and temporary, part -
time personnel. Actual fringe benefits for  an employee can be calculated using a 
spreadsheet located at (Link), or an average based on the previous experience of the 
PI. The most recent study of fringe benefits rates covering all  university employees 
netted an average rate of 28%.  

 
Please be aware , though, 28% for fringe benefits may be way too low for the 
employees on a specific project. Graduate student medical insurance should be 
calculated at the current rate. If you need specifics in this area, please call SP staff 
at 974 -3466.  
 
Longevity  pay should be included in the salary category (see above).  
 
A budget should include some estimation of expendable supplies and materials  to be 
used on a project, if needed. It is helpful to the sponsor (and for future project 
administration) to have a detailed  list of supplies included in this estimate. The items 
can be detailed in the budget explanation. Software packages and memory upgrades 
to existing computers are classified as supplies regardless of price. The exception to 

this rule is when software packag es are purchased simultaneously with computer 
equipment; in this case software is listed in the "equipment" category.  
 
OMB Circular A -21, Section F.6.a. (3) states that general office supplies are not 
allowable costs. Pens, pencils, paper, tablets, files, folders, binders, transparencies, 
staples, and Post - it notes are examples of unallowable general office supplies. If a PI  
believes  a situation warrants  exception for direct charging these types of costs, 
he/she should  submit a Direct Charge Justification f orm (Link) to the Office of 
Research along with the signed yellow sheet a nd proposal.  
 
List the type and extent of travel, both foreign and domestic  (including consultant 
travel), and its relationship to the project. The standard UT rates should be used in  
figuring travel costs (Link).  
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Equipment  is defined as computers and peripherals, education and scientific 
equipment, vehicles, and heavy equipment and other nonexpendable property 
costing more than $5,000 per unit and having at least 3 years of useful l ife. 
NOTE: General purpose computers are not generally an allowable cost on a 
sponsored project. However, if  a PI  feel s a situation warrants  exception for direct 
charging these types of costs, he/she should  submit a Direct Charge Justification 
form (Link) to the Office of Research along with the signed yellow sheet . 

 
The budget or the budget justification should include an itemized list of requested 
equipment. The list should contain the type of equipment, a model number, price 
and how the price was derived , e.g. catalog, and description of how it will be used 
for the project. Prior to purchasing needed equipment, however, each PI is 
responsible for ensuring that such equipment is not otherwise reasonably available.  
 
The total cost of each subcontract  should  be listed as a line item in the project 
budget. A detailed subcontract budget (approved by the subcontracting agency or 
institution) must be appended to the proposal. The subcontractor's proposal is 
generally sent directly to the PI, who incorporates it i nto the proposal to the external 
funding agency. Certain limitations apply to subcontracts with firms in which 

University employees or their families have an interest. The UT Conflict of Interest 
Policy  governs these relationships. For more, visit http://www.tennessee.edu/policy  
and search for Òconflict of interest.Ó Section 7.9, Subawards , contains detailed 
information about subcontracting procedures.  
 
When a person not employed by UT will be providing speci al expertise to a funded 
project, that person is employed as a consultant  on the project. Many federal 
agencies specify a maximum daily rate for consultants.  
 
The Communications  category includes such costs as telephone, fax, postage, 
express delivery, and  shipping. OMB Circular A - 21, Section F.6.b(3) dates that Ò . . . 
postage, local telephone costs . . .Ó are normally charged as F&A. If a PI  believes  the  
situation warrants  exception for direct charging these types of costs.  

 
Charges for Information Techno logy  and computer -based services vary from no cost 
to hourly rates for consultation services. Per -project rates for storage, backups, and 
computing time can be estimated based on your proposed project requirements and 
timeline. Faculty can search the Offic e of Information Technology's "IT Support for 
Faculty Research" database available at http://itc.utk.edu/ . This database contains 
all of the IT - related services available to faculty and includes descriptions and 
contact  information for each service. The Office of Information can also provide 
descriptions of the campus, system, and statewide information services and 
networking infrastructures to use in preparing narratives that call for describing IT -
related infrastructur es in support of a research/grant proposal. If you do not find the 
particular IT service you need from the database or would like further information 
regarding the University of Tennessee information infrastructure, please contact Dr. 

Julie K. Little at jkilttle@utk.edu  or 865 -974 - 9450, Office of the CIO.  
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The Duplication  category includes, report preparation and publication, and page 
costs.  
 
Student maintenance fees --  Any graduate student whose fees are paid from p roject 
funds is classified as in - state . PIs should calculate their budgets using in - state 
maintenance fees only. Maintenance fees increase every year: current fee schedules 
are available at http://we b/utk.edu/~bursar/volxfees.html . Do not use the 

amounts published in the Graduate Catalog,  as these are always at least one 
year out - of - date . Allow for fee increases when preparing budgets for multi - year 
projects. In recent years, fees have increased at a pproximately 8% a year. NOTE: 
When a tuition category does not exist on budget form, list amount requested under 
ÒOther.Ó 
 
Participant support  includes the costs of transportation, per diem, stipends, and 
other related costs for participants or trainees at tending project - sponsored 
symposia, workshops, meetings, etc. Subject support is incurred when human 
subjects are provided stipends, transportation costs, child care, and so on to 
participate in a study.  
 

Other direct costs  not included in the above catego ries should be itemized. Such 
costs could include equipment rental, maintenance agreements, etc.  
 
Facilities and administrative (F&A) costs  
 
UT has several F&A cost rates, based on the type of activity being sponsored and the 
location where most of the wor k will be performed. The rates are different because 
different costs are included in figuring rates to be applied to different activities. For 
instance, the Research F&A cost rate include building use and depreciation, 
equipment use, operation and maintena nce, library, and general administration. The 
Instructional and Other Sponsored Activities rates include all of the above, plus 
student services costs. The instructional rate also includes costs for classroom use 
and depreciation.  

 
There are also different  F&A cost rates for work performed on -  and off - campus. This 
is easily understood when you consider that work performed off - campus does not 
incur charges for utilities, space, maintenance, and so on.  
 
Who sets UT's F&A  cost rates? UT F&A  cost rates are dete rmined by the US 
Department of Health and Human Services, in negotiation with the universityÕs 
Assistant Vice President and Controller. For a quick look at the current rates, visit 
http://controller.t ennessee.edu/grants/ . 
 
Which rates apply to this project?  First, determine the type of project. Will the 
project include classes taken for undergraduate or graduate credit? If so, use the 
instructional  rate. Distinguishing between research  and other spons ored activity  can 

be more difficult. In general, other sponsored activity rates apply to service projects, 
while the research  rate applies to basic or applied research. The distinction can be 
especially difficult to make for education or social science pro jects which involve 
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testing or demonstration of new service models. When in doubt about which rate to 
apply, principal investigators should consult with one of the SP staff of OR.  
 
Second, determine whether the project is predominantly on -  or off - campus. T his is 
done by figuring the proportion of salaries being paid for on -campus and off - campus 
work. The site where most of the salaries will be earned is the project site for F&A  
cost calculations. If project salaries are evenly divided between on -  and off - campus 

sites, the on -campus rate should be used.  
 
The following table gives an example of how to determine whether a project is on -  or 
off - campus, using salaries.  
 

   On Campus   Off Campus  

 Principal Investigator      

 50% on campus   $25,000    

 50% off cam pus     $25,000  

Graduate Research Assistant      

 100% off campus     $12,000  

 Technicians      

 75% on campus   $30,000    

 25% off campus     $10,000  

   $55,000   $47,000  

 
Total Salaries $102,000  
 
$55,000/$102,000 = 54% = on campus  
$47,000/$102,000 = 46%  = off campus  
 
Because more than 50% of the work will take place on campus, this project would 
use the on - campus F&A rate.  
 
Calculating facilities and administrative (F&A) costs on a project. UT charges 
F&A costs on a base of "Modified Total Direct Costs,"  or MTDC. This base consists 
of salaries and wages, fringe benefits, materials and supplies, services, 

travel, and subgrants and subcontracts up to the first $25,000 of each 
subgrant or subcontract (regardless of the period covered by the subgrant 
or subco ntract).  Equipment, student maintenance fees, and that portion of each 
subgrant or subcontract that exceeds $25,000 are three common items of cost that 
are not included in the F&A cost base. Those costs should be subtracted from Total 
Direct Costs before c alculating F&A costs.  
 
Sponsor differences regarding support of F&A costs.  Some sponsors limit the 
amount of F&A costs they will pay. For example, the US Department of Agriculture 
will only pay 20% on any sponsored project. The US Department of Education p ays 
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only 8% F&A costs on training grants. Some foundations also limit "overhead" to 
10% or less of project costs.  
If a proposal will be submitted to an agency that limits the payment of F&A costs, 
attach a copy of the sponsor's statement regarding F&A cost  reimbursement to the 
proposal when it comes to OR for final review and signature.  
 
Some sponsors allow F&A recovery based on Total Direct Costs. For federal and 

federal flow - through projects, the lesser of F&A based on TDC or the universityÕs 
MTDC will be  charged.  

 
3.3.7  Cost Sharing  

When the University absorbs any part of the cost of performing a sponsored project, 

cost sharing  is involved. Permission must be obtained in advance from the 
Associate Vice Chancellor for Research when a proposed project invol ves cost 
sharing.  
 
There are several categories of cost sharing. Cost sharing is mandatory when the 
sponsor requires the recipient to bear some part of a project's costs. For instance, 
many agencies and most foundations limit the amount of F&A they will su pport. 
When the agency or foundation has a formal, written policy of limiting F&A 
payments, the difference between the university's normal F&A rate and the amount 
the agency will support is mandatory cost - sharing of the F&A costs of the project. 
Many equip ment or facilities improvement grants also contain provisions for 
mandatory cost sharing.  
 

Discretionary cost sharing occurs when the sponsoring agency does not require that 
the recipient share a portion of the costs of a project. Discretionary sharing of a 
project's costs is often performed as an indication of the university's commitment to 
a project. Investigators should be wary of agency staff suggestions to share the 
costs of any project. Agency staff understandably tries to keep their costs down; 
howev er, in the absence of written agency policy it is illegal  for the staff of federal 
agencies to insist on recipient cost sharing. The university also has limited resources 
and cannot absorb significant costs for most sponsored projects. Remember that the 
fu nds for cost sharing usually come from departmental or college/center accounts.  
 
Obtaining permission for cost sharing  
 
In those instances when there is supporting documentation for mandatory cost 

sharing, the principal investigator need only attach a copy  of the sponsoring agency's 
policy to the proposal when it comes to OR for review and institutional signature.  
When an investigator is requesting discretionary cost sharing, the procedure requires 
more steps. The investigator should first draft a cost shar ing authorization letter 
describing the type and amount of costs to be shared. The letter should be 
addressed to the Associate Vice Chancellor for Research, and should include 
signature lines for the principal investigator's department head, dean/director,  and 
the Associate Vice President for Research. A draft of the proposal, the budget, and 
sponsoring agency program information should accompany the letter.  
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The Associate Vice Chancellor for Research will determine whether cost sharing can 
be justified, ba sed upon the above endorsements and willingness to participate in the 
cost - sharing effort.  
 
The principal investigator must obtain cost - sharing authorization before  the proposal 
comes to OR for review. The cost - sharing approval memo is either signed (signi fying 

approval) or returned to the PI unsigned with a cover letter of explanation.  
The chances of approval are greatly enhanced when:  

¥ Support for undergraduate students or graduate students with maintenance 
fees are included in the budget.  

¥ The PI has redu ced the direct costs as much as possible, or has explored 
sharing some part of the direct costs with his or her department head and 
dean or director.  

¥ The department, college, school, or center is willing to provide some in - kind 
cost sharing.  

Sharing faci lities and administrative (F&A) costs  
 
The University of Tennessee has occasionally allowed portions of F&A cost recovery 

funds to be used as cost sharing in proposed grant and contract budgets. The 
following policy was developed as a result of our need to  recover adequate amounts 
of F&A cost funds.  
 
The appropriate federally negotiated facilities and administrative (F&A) cost rate 
should be applied to modified total direct costs in budgets of proposals and 
contractual agreements submitted to all outside ag encies and foundations. 
Adjustments to the F&A cost rate must be approved in writing by the Associate Vice 
Chancellor for Research prior to negotiations. The only exception to the requirement 
for prior approval is if the principal investigator has a writte n statement documenting 
an agency's or foundation's policy of paying less than the federally negotiated rate.  
 
NOTE: A preferred manner of cost sharing is to provide from SARIF a grant -matching 

award for some specific aspect of the project, e.g., a piece o f equipment, a student, 
etc. See Section 2.2.1. Approval of cost sharing is made on a case -by - case basis. 
Should cost sharing be approved, the specific amount to be cost shared will be 
communicated in writing to the principal investigator, the department h ead, and the 
dean or director.  
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3.4  Proposal Development Checklist  

¥ Obtain permission from the department head for leave from full 
teaching/service workload.  

¥ Obtain accurate salary or fee information from collaborators and consultants.  

¥ Obtain letters of co mmitment or support from all individuals and/or 
organizations mentioned in the narrative.  

¥ Obtain full budgets, with institutional approvals, from all subcontractors.. 
These budgets will be attached to the full proposal budget, so should be 
obtained before the proposal goes to OR for institutional approval. Special 
approval is necessary if the subcontractor is an employee - owned company. 

See UT Conflict of Interest policy at http://www.tennessee.edu/policy  and 
search for Òconflict of interest.Ó  

¥ Work out cost sharing before submitting the proposal for final approval. This 
applies even for cost sharing of faculty or staff time. (See Section 3.4.7 on 
institutional policy and procedures for obtaining approvals.)  

¥ Obt ain approvals for any use of animals, human subjects, or controlled or 
radioactive substances, or at least have the approval process started by the 
time the proposal is mailed.  

¥ If requesting support for graduate assistants, check with the department's 
grad uate coordinator regarding availability, identification of appropriate 
students, stipend levels, and so on.  

¥ If hiring new personnel for the duration of the project Ð see Chapter 8 herein.  

¥ Notify the SP staff in OR about any intellectual property or patent clauses in 
your application materials. The SP staff will work with the University's legal 
staff to reconcile sponsor requirements and UT policy. You can submit a 
proposal before these clauses are modified, but will not be able to accept an 
award should the re be problems with patent or intellectual property rights.  
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3.5  Preparing the Final Copy  

Appendices and Attachments  --  Each sponsor, funding program, and proposed 
project has different requirements for supplementary information. Some sponsors 
request a c opy of the university's F&A cost agreement which is available online at 
http://controller.tennessee.edu/grants/ . Others require a copy of the letter 
approving the university's tax -exempt status (See link above and select ÒIRS 
Determination LetterÓ), or a breakdown of the fringe benefits rate. Some sponsors 
want a copy of the universityÕs equal employment opportunity statement or 
affirmative action plan. The attachments listed in this paragraph are all  examples of 
backup materials which verify the universityÕs accounting and other business 

practices.  
 
A second type of appendix consists of materials which have bearing on the content of 
a proposal. These include vitae of the investigators, technical or sc ientific 
information, copies of surveys or evaluations to be used, and so on. One important 
type of appendix which falls into this category is letters of support  or commitment 
from partners in the project. If there will be consultants working on a project,  vitae 
for those consultants should be included that prove they have special expertise which 
is essential to the conduct of the project. Similarly, if other organizations in your 
community will participate in a project, letters from those organizations (on  
organizational letterhead and signed by the director, president, or other responsible 
official) indicating an awareness of the project and a willingness to participate are 

crucial to a proposal's success.  
 
The kitchen - sink approach to appendices will ofte n make a negative impression on 
proposal reviewers. Include only essential materials, and be careful to read the 
program guidelines for any requirements or restrictions with regard to appendices or 
attachments.  
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4.  FACTS AND FIGURES FOR PROPOSALS  

4.1  Info rmation and Forms for Proposals: 
Institutional Identifications  

Name of Institution or  
Applicant Organization  

The University of Tennessee  

Address of Institution or 
Applicant Organization  

1534 White Avenue  
Knoxville, TN 37996 -1529  

Authorized Representative  Leave blank -  OR will insert  

Telephone Number  (865) 974 - 3466  

FAX Number  (865) 974 - 2805  

Financial Officer, Title, Address, 
and Phone  

Mr. Charles M. Peccolo, Jr.  
Vice President and Treasurer  
The University of Tennessee  
301 Andy Holt Tower  

Knoxville, TN 3 7996 -0100  
(865) 974 - 2302  

Animal Assurance Number  A-3668  

CAGE Code  4B958  

Congressional District  2nd Tennessee  

DUNS Number  00 -338 - 7891  

Employer Identification Number 
(EIN)  

62 -6001636  

FICE Code  003530  

Federal Wide Assurance 
(Human Subjects)  

FWA00006629  

IRS Number  62 -6001636  

NSF Institutional Code  0035303000  

North American Industry 
Classification System Code 
(NAICS)  

611310  
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Person(s) Authorized to 
Conduct Negotiations  

E. Christine Cox  
Consuelo Brandeis  
Robert L. Cargile  
Stephen A. Carter  
Kay M. Cogley  
Catherine B. Parks  
Kimberly P. Summerfield  

Carolyn M. Webb  

Audit Agency  

DHHS (Department of Health and Human Services)  
Office of the Inspector General  
Office of Audit Services  
61 Forsyth St. SW, Room 3T41  
Atlanta, GA 30323  
Charles Curtis, Regional Direct or  
Phone: (404) 562 -7750  
Fax: (404) 562 -7795  

Checks should be made to:  
Mailed to:  
 

The University of Tennessee  
Office of the Treasurer  
210 Student Services Building  
Knoxville, TN 37996 -0105  

Misconduct Assurance  Filed 2/ 07  

F&A Rate Agreement  

October 12, 2005  (For a copy of KnoxvilleÕs rate 
agreement or a table listing rates for all campuses, 
go to http://controller.tennessee.edu , Grants & 
Contracts)  

Central Contractor Registration 
No.  

00 -338 - 7891  

IRS Tax  Determination  
170(c)(1) (For a copy, go to  
http://controller.tennessee.edu , Grants & 
Contracts)  
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4.2  Cover Sheet  

Many sponsors provide their own cover sheets. However, if the sponsor (public or 
private)  to which you are submitting the proposal does not have a standard form for 
its first page, you should provide one which includes the following information:  
 

A Proposal for  
 

(Title of Project )  
 

Submitted to:  
(Name of Sponsor)  

(Address of Sponsor)  

Submitte d by:  

The University of Tennessee  
Office of Research  
1534 White Avenue  
Knoxville, TN 37996 -1529  
Phone: (865) 974 -3466  
FAX: (865) 974 -2805  

Authorized 
Representative:  

(Leave blank -  OR will complete) --  Date  

Amount Requested:  (Funds Requested)  

Performance  Period:  (Proposed beginning and ending dates)  

Principal Investigator:  
[Include name, address, e -mail address, and signature of 
each principal investigator]  
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5.  PROPOSAL SUBMISSION  

5.1  Introduction  

Every proposal being submitted to an external sponsor - -whether new, continuation, 
supplemental, renewal, or revision -- must be reviewed and approved by OR. If the 
proposal is a hard copy, or paper submission, OR will review, approve and return the 
proposal to the principal investigator for forwarding to the sp onsor. All electronic 

proposal submissions will be made by OR, unless a sponsor specifically requires that 
the proposal be submitted directly by the PI.  
 
The review/approval process also applies to pre - proposals or other preliminary 
applications, e.g. con cept papers, if they involve detailed budget figures or a 
commitment of university resources.  
 

5.2  Limited or restricted proposal submissions  

When a sponsor limits the number of proposals or letters of intent it will accept from 
an institution, a broad ann ouncement will be sent out by the Assistant Vice President 
for Research to all campuses of the univer sity asking for notification  if a researcher 
or group of researchers is interested in submitting a proposal. If the number of 
proposed submissions exceeds the sponsorÕs limit, an internal competition will take 
place, and the chosen proposers will be notified to route their proposals through the 
normal review/approval process. If the number of proposed submissions does not 
exceed the sponsorÕs limit, each pro posal will be reviewed/approved in the normal 

process.  
 



UT Knoxville Office of Research Proposal Development Manual  30  

5.3  Principal Investigator(s) -  Is the Proposal 
Ready for Review?  

5.3 .1  Principal Investigator(s)  

If a proposed submission is in response to a formal ÒRequest for ProposalÓ (RFP) or 
ÒRequest for Quot ationÓ (RFQ), the PI should notify OR Sponsored Programs staff as 
far in advance of the actual proposal submission as possible, so staff can thoroughly 
review the program requirements and any proposed contractual clauses.  
 
Any direct costs cost sharing approval must be secured in advance of actual proposal 
submission, and supporting documentation (e.g. letter of commitment from 
department head, approval of SARIF funds, etc.) must be routed along with the 
proposal through the normal review/approval process.   
 

Any cost sharing of facilities and administration costs (F&A) must be approved by 
OR. If a sponsorÕs written policy is to pay limited or no F&A, the PI should attach a 
copy of the policyÕs page that alludes to payment of F&A. However, if a sponsor will 
pay full F&A but the PI wishes for the university to cost share a portion of the F&A, 
the PI should e - mail the Associate Vice Chancellor for Research in advance of the 
actual proposal submission. If approved and notified via e -mail, the PI should 
forward a  copy of the e -mail approval along with the proposal through the normal 
review/approval process.  
 
If a PIÕs proposal budget contains salary for a graduate student(s), it must also 
include the in -state maintenance fee for each student [link to maintenance f ee], 
unless (1) the graduate student will hold a fee waiver by virtue of his/her also being 
a graduate assistant or graduate teaching assistant during the projectÕs duration, or 

(2) the graduate studentÕs percentage of effort is less than quarter - time. A g raduate 
student working less than quarter - time does not normally qualify for a fee waiver 
and health insurance. However, if a student  has at  least one quarter - time 
appointment, insurance charges will be prorated based on payments from each 
distribution mai ntained for the student. Maintenance fees may also be assessed 
unless the payment is specified in the Student System -  CSA (see Bursar's Office).  
 

5.3.2  Research Compliances  

The PI is responsible for ensuring that institutional approval of all research 
com pliance matters has been or will be obtained prior  to beginning work on the 
project.  
 
Each PI is responsible for ensuring that he/she is, at the time of proposal submission 

and thereafter, in full compliance with the UniversityÕs Conflict of Interests Poli cy 
available at http://www.tennessee.edu/policy  and search for Òconflict of interest.Ó  
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5.4  Proposal Review by Department Head and 
Dean/Director  

As noted in the Document Review/Approval Sheet Directions:  
 

ÒNOTE DEPARTMENT HEAD(S)/DEAN(S)/DIRECTOR(S) :  Your 
signature hereon indicates you have reviewed this 
proposal/agreement to whatever extent you deem appropriate, and 
that you concur with its entire contents and the obligations 
associated therewith, including any cost sharing indicated in an 
attached written request for cost sharing.Ó  

 
Each department head and dean/director whose faculty/staff or other resources will 

be utilized in the performance of the proposed project must sign the Document 
Review/Approval S heet.  
 

5.4.1  Department Head  

The department headÕs review of the proposal and subsequent signature on the 
Document Review/Approval Sheet signifies approval of all aspects of the proposal, 
including but not limited to:  

¥ the projectÕs adherence to and further ance of the departmentÕs academic 
and/or research goals;  

¥ commitment of the PI and other researchers, when combined with his/her 
other commitments to research, instruction and service, are within University 
guidelines;  

¥ adequate space is either available fo r performance of the project or requires 
renovations, or additional space is required;  

¥ the department has all resources needed to support the project, either 
directly or indirectly;  

¥ any explicit or implicit commitment by the department to continue the proj ect 
after the funded project ends; and  

¥ any cost sharing of direct costs being assumed by the department is available 
to the project.  
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5.4 .2 DeanÕs/DirectorÕs Review  

The deanÕs/directorÕs review of the proposal and subsequent signature on the 
Document Revi ew/Approval Sheet signifies approval of all aspects of the proposal, 
including but not limited to:  

¥ the projectÕs adherence to and furtherance of the college/unitÕs academic 
and/or research mission;  

¥ space outside the control of the department but within the  college/unitÕs 
control is identified and allocated to the project, if funded;  

¥ cost sharing, if requested, is warranted; and  

¥ any explicit or implicit commitment on behalf of the department/college/unit 
to continue the project after the funded project end s.  

 

5.5  Review and Approval by the Office of 
Research, Sponsored Programs  

OR's final review includes the following:  

¥ the projectÕs adherence to and furtherance of the universityÕs goals and 
mission;  

¥ all necessary signature approvals are present on the Docu ment 
Review/Approval Sheet;  

¥ the proposal contains only those obligations the university is willing to 
assume;  

¥ all proper sponsor forms or prescribed formats have been used;  

¥ if direct costs cost sharing is proposed, the person(s) committing the cost 
sharing  has signed a cost sharing memorandum/letter and it is attached;  

¥ the proposed budget accurately reflects the proposed statement of work, 
includes appropriate rates (such as salary, fringe benefits, F&A, etc.), and is 

mathematically accurate;  

¥ if regulatory  compliances are involved in the proposed project, the 
appropriate university committee(s) has reviewed and approved the proposed 
research or the review is pending;  

¥ translation of proposed budget into university commitment items or general 
ledger codes;  

¥ upon recommendation by Sponsored Programs staff, an authorized 
organizational representative signs the proposal on behalf of the university; 
and  
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¥ if the proposal is being submitted on paper, or sponsor requires electronic 
submission by the researcher, the p roposal is returned to the PI for 
submission to the sponsor; if the proposal is an electronic submission from an 
authorized organizational representative, Sponsored Programs staff submits 
the proposal after securing signature approval on the Document 
Revie w/Approval Sheet.  

 

5.6  Electronic Proposal Submission  

The Office of Research, Sponsored Programs, has registered with numerous, on - line 
proposal submission systems, including:  

¥ Army  

¥ American Heart Association  

¥ BIDS Ð HSARPA 

¥ Fastlane (NSF)  

¥ Grants.gov  

¥ IIPS (DO E) 

¥ NSPIRES (NASA)  

¥ proposalCENTRAL (RAMS)  

¥ US Department of Justice  

¥ US Department of Education (e -grants.ed.gov, ies.constellagroup.com)  

If a specific sponsor is not included in the list above but submission by an authorized 
organizational representative is required by the sponsor, contact a staff member in 

Sponsored Programs.  

 
Please note that Central Contractor Registration (CCR) is required in the federal 
proposal submission systems, and registration is handled centrally. Do not register in 
CCR separately . Also, do not register in grants.gov separately. Access to grants.gov 
proposal opportunities and forms does not require registration. Yet, other systems, 
e.g. National Science FoundationÕs Fastlane, require that passwords for individual 
researchers be set  by an institutionÕs primary organizational user. For such systems, 
contact Sponsored Programs staff.  
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5.7  Proposal Revision and Resubmission  

Even through the best efforts of a researcher, not every proposal gets funded on its 
first attempt. If your propo sal does not get funded and the sponsor provides you 
with a critical review of your proposal, consider those review comments and if you 
agree, make the suggested changes. Then, resubmit the proposal. It may also be 
beneficial to discuss your proposal with a colleague who has been funded by that 
sponsor, or talk with the sponsorÕs program officer.  
 
If you resubmit the proposal, you should prepare a Document Review/Approval 
Sheet and mark the proposal type as being a ÒProposalÓ and ÒRevisionÓ. Route the 

propo sal through the usual review/approval process. If you change the focus of your 
proposal, thus necessitating a change in project title, please provide the new title in 
item 1. on the Document Review/Approval Sheet; and in a comment in the margin or 
an attac hed note, provide  the old title.  
 
If you receive notice directly from a sponsor advising you that it either plans to fund 
a proposal as submitted or it plans to fund an amended proposal/budget, please 
contact the appropriate Sponsored Programs staff member  to begin negotiations with 
the sponsor. Likewise, if a Sponsored Programs staff member receives such notice 
directly from the sponsor, the staff member handling that sponsorÕs awards will 
contact you to begin the negotiation process.  
 

If you receive notic e directly from a sponsor advising you that your proposal will not 
be funded, please forward a copy of that notice to Sponsored Programs so that we 
can update our Coeus database.  
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6.  AWARD NEGOTIATION AND ACCEPTANCE  

6.1  OR Review and Negotiation  

Often a sponsor will wish to fund a proposed project but would like to modify the 
proposed budget, work plan, or administrative details. The sponsor representative 
should be directed to OR, which will lead the negotiations for the university 
regardless of the simp licity or complexity of the negotiations. The appropriate 

contract administrator within OR will serve as liaison between university faculty/staff 
and the external sponsor.  
 
Staff in ORÕs Sponsored Programs review all proposals for external funding before 
they are signed and sent to the potential sponsor; and the proposals are cursorily 
reviewed again when the university  is informed that a project has been selected for 
funding. Sponsored Programs staff members work regularly with specific sponsors. 
The OR co ntract administrator will therefore be familiar with sponsor policies, and 
will be able to cite precedent during the negotiation process.  
 
Contract review for negotiation purposes includes, but is not necessarily limited to, 
the following:  

¥ correct legal na me of the University (as awardee)  

¥ appropriate awardee address  

¥ period of performance  

¥ statement of work  

¥ budget  

¥ payment terms  

¥ terms and conditions, contract clauses  

¥ Government clauses, if applicable  

¥ deliverables  

¥ reporting requirements  

¥ publications  

¥ ow nership of intellectual property  

¥ technical and administrative contacts  
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Some of the above items will be negotiated according to established University or 
State of Tennessee policy. These include payment terms, terms and conditions, legal 
name of the Univ ersity, address, and venue of any ensuing legal dispute. Negotiation 
regarding the plan of work, budget, and so on is done in consultation with the 
principal investigator.  
 
On no occasion should a principal investigator negotiate directly with sponsor 

cont racting staff regarding a project. This extends to pre -award conversations as 
well.  PIs are not empowered to represent the University for administrative purposes, 
and cannot make commitments regarding cost sharing of direct costs or facilities and 
administ rative (F&A) costs, or use of other university resources such as space or 
personnel. Certainly ,  PIs can talk with potential sponsors about the technical aspects 
of their proposals.  
 

6.2  Intellectual Property  

The disposition of intellectual property resulti ng from a grant or contract is one of the 
most commonly disputed items in negotiations between the university and private 
sponsors (particularly industrial or commercial organizations). If contract provisions 
regarding intellectual property conflict with t he university's "Statement of Policy on 
Patents, Copyrights, and Other Intellectual Property" or OR's contract administrator 
determines that further review is warranted, he/she will forward the contract to the 
University of Tennessee Research Foundation (U TRF). For more information, visit 

http://utrf.tennessee.edu/tto/policy.html . After reviewing the paperwork and talking 
with the project's PI, UTRF will negotiate the intellectual property provision s directly 
with the sponsor, advise OR of needed changes, recommend to OR that the 
University make an exception to the university's policy by accepting the contract's 
intellectual property provisions as written, or advise OR that the contract's 
intellectua l property provisions are acceptable.  
 

6.3  Certificate of Current Cost or Pricing Data 
(CCCPD)  

If a federal agency negotiates an award greater than $ 65 0,000 and if the 
government contracting officer determines that a Certificate of Current Cost or 
Pricing Data is warranted, the university (OR) is required to submit a completed 
certificate as soon as possible after negotiations with the Federal agency are 
complete and prior to award.  
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6.4  Small Business Subcontracting Plan  

If an agency of the federal govern ment negotiates an award greater than $500,000 
and if the government contracting officer determines that a subcontracting plan (FAR 
Subpart 19.7) is warranted, Sponsored Programs staff will notify the PI that he/she 
should complete a plan and forward it to  OR. Sponsored Programs staff will review 
and sign the plan and forward it to the agency. Be advised that a subcontracting plan 
does not apply solely to subcontracted technical effort. Rather, it applies to all costs 
(e.g., laboratory supplies, travel, tec hnical effort, etc.).  
 
The University of Tennessee is committed to utilizing qualified, small or small and 

disadvantaged businesses in the procurement of supplies and services for the 
university. A list of qualified bidders is maintained by the university' s Purchasing 
Department, 5723 Middlebrook Pike, or call (865) 974 -3311.  
 
The university must report on a quarterly basis its progress in achieving the goal 
which is established in the subcontracting plan. This report should be prepared by ,  or 
under the dir ection of ,  the project PI and forwarded to OR. Before signature by OR, 
the appropriate university contract administrator will review the report to determine 
if the PI is making sufficient progress toward his/her stated Small Business and 
Small Disadvantage d Business subc ontracting goal. If he/she is not  making sufficient 
progress and the contract administrator determines that potential qualifying 
businesses exist, he/she will direct the PI to the Purchasing Department to peruse 

the list of qualified bidders . The following forms are used to report on subcontracting 
plans: SF 294, Subcontracting for Individual Contracts and SF 295 and Summary 
Subcontract Report.  
 

6.5  Acceptance of Grants and Contracts  

Sponsored Programs staff can accept and/or acknowledge rece ipt of grants whose 
terms are standard, acceptable to the University, and which do not require signature 
acceptance by the university. Contracts that require the signature of a university 
official who is authorized to execute legally -binding documents are first reviewed by 
Sponsored Programs staff and signed by an authorized official for the Knoxville 
campus or forwarded for further legal and fiscal review and signature by a university 
vice president or president.  
 
University - Wide Review/Signature --  Univer sity -wide review/signature is 
required for all sponsored program contracts with, or subcontracts to, foreign 
entities.  

 
Campus Signature --  Two  individuals within the Of fice of Research are authorized 
under University Fiscal Policy FI0420 to legally bind t he Knoxville campus to 
sponsored program contracts : the Vice Chancellor for Research and the Associate 
Vice Chancellor for Research.  
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7.  ACCOUNT SET-UP AND AWARD 
MANAGEMENT 

7.1  Sponsored Programs Responsibilities  

¥ Negotiate and accept, or recommend for acce ptance, all awards.  

¥ Administer all awards , including postaward changes, e.g. rebudgeting, no - cost 
time extensions, etc., and submission of miscellaneous reports, e.g. invention 

reports, small and disadvantaged business utilization (SADBU) reports, etc.  

¥ If request for rebudgeting is made and such request includes costs that are 
normally indirect costs, such request much be accompanied by a Direct 
Charge Justification form. Sponsored Programs staff will review the proposed 
charges for compliance with OMB Circ ular A -21.  

¥ Review all invention  and creation disclosures whether spons ored or 
unsponsored; and disclose inventions and creations to sponsors other than 
those federal agencies that utilize i -Edison invention reporting system.  

¥ Write and/or review, negotiate and administer subcontracts to lower tier 
contractors.  

¥ Serve as liaison among principal investigators/researchers/staff and sponsors.  

 

7.2  Sponsored Projects Accounting Responsibilities  

¥ Establish all restricted WBS elements for sponsored projects and gift accounts  

¥ that are not related to endowment funds.  

¥ Provid e accurate and timely invoices and financial reports to sponsors.  

¥ Ensur e the rapid collection of all monies owed to the university under these 
awards.  

¥ Appl y  sponsored projects payments to the appropr iate outstanding invoices or  

¥ directly to the appropriate WBS elements.  

¥ Provide regulatory guidance to Principal Investigators, Department Heads and  

¥ departmental accounting staff.  

¥ Request and distribute funds from federal agencies under letter of credit 
system.  

¥ Act as primary point of contact for external audits.  

¥ Provide sponsored projects accounting training to university personnel.  



UT Knoxville Office of Research Proposal Development Manual  39  

7.3  Principal Investigator (PI) Eligibility and 
Responsibilities  

7.3.1  Eligibility  

Persons who serve as principal investiga tors must be employees of the University Ñ
faculty or staff Ñ  and must be approved to serve in that capacity by the relevant 
department head(s) and dean(s)/director(s). They may be active, adjunct, or 
emeritus employees.  

¥ Graduate students may serve only as c o-principal investigators.  

¥ Undergraduate students may not serve as principal or co -principal 
investigators.  

 

7.3.2 Responsibilities  

¥ Use his/her best efforts to perform project in accordance with approved 
statement of work.  

¥ Ensure that all project staff are  thoroughly trained and properly supervised.  

¥ Maintain close oversight on all charges to a projectÕs WBS element, including 
subcontractorsÕ charges Ñ making sure all charges are allowable, properly 
approved and processed in a timely manner. If postaward chang es are 
needed, e.g. rebudgeting, time extensions, etc., it is the principal 
investigatorÕs responsibility to obtain the necessary approvals of either the 
sponsor or the Office of Research, as applicable.  

¥ If PI requests rebudgeting and such request includes  costs that are normally 
indirect costs, he/she must attach to the request a Direct Charge Justification 
form (Link).  

¥ Submit report(s)/deliverable(s) as required in award, including but not limited 
to, Small and Disadvantaged Business Utilization (SADBU) reports, interim 
and final technical reports (send a copy of the report transmittal letter or 

cover sheet to the Office of Research for its files), etc.  

¥ Obtain and keep current all required regulatory compliance approvals, e.g. 
human subjects, animal welf are, biohazards, and biosafety, etc.  

¥ Ensure that all persons who work on a project have completed Outside 
Interest Disclosure Forms and that they update their disclosures if 
circumstances change or at least annually, whichever is less, throughout the 
life of the project, as required by and in accordance with University policy 
FI0125 . 

¥ Maintain project data, including research records necessary to support 
inventions and creations, in accordance with generally accepted principles.  

¥ Disclose all inventions and creations to the Office of Research in accordance 
with University policy.  
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7.4  Fiscal Responsibilities  

The Principal Investigator is primarily responsible for ensuring all costs are 
appropriate, allocable, allowable, reasonable, and within the projectÕs pe riod of 
performance to be charged to a project. However, ultimate fiscal responsibility falls 
upon the Principal InvestigatorÕs department. Please note that any disallowed 
expenditures will become the liability of the department.  
 
It is highly recommended  that those responsible for expending funds be aware of all 
regulations that may affect their award such as:  

¥ UTÕs fiscal policy on sponsored projects ( http://www.tennessee.edu/policy  
and search for Òcontract sÓ) 

¥ Federal OMB Circulars A -21 and A -110 available at 
http://www.whitehouse.gov/omb/circulars/index.html  

¥ and their sponsorÕs own financial regulations.  

It is recommended that the departmen tal accounting office have a copy of the award 
agreement to help ensure the proper charging for the award. Official fully executed 
award documents are kept in the Sponsored Projects Accounting office.  
 
Ledgers need to be reviewed and reconciled on a month ly basis to ensure the project 
is being charged appropriately. If WBS elements are not properly reconciled, then 
the university risks either over charging or under billing a sponsor. Overcharging an 
award can lead to serious implications for the PI and Uni versity, especially if it is a 
federal award. The following is a link to Audit and Consulting Services website for 
information and proper instructions: http://audit.tennessee.edu/ . 
 

7.5  Establishing an Expenditu re Account  

7.5.1  Receipt of Fully Executed Agreement  

Once S ponsored Projects Accounting  (SPA) receives the fully executed award 
agreement from the Office of Research, a WBS element will be created , if needed . It 

is SPAÕs goal to create the WBS element(s) w ithin 24 hours of receipt of the award 
agreement. Before the newly established WBS element is ready to be used, a budget 
must be added to the IRIS system. This can add an additional day or two before the 
new WBS element is open for posting.  
 

7.5.2  Advance Accounts  

The ControllerÕs Office has developed a form that may be used to request an advance 
WBS element located online at http://controller.tennessee.edu/grants/ . The 
sponsored project WBS element c an be established in IRIS and released for posting 
before the signed award document is received from the sponsor. This mechanism is 
normally used for those projects that the PI and Department Head feel confident will 
be eventually awarded by the sponsor.  
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For example, UT may have unofficial correspondence, such as email, from sponsor 
program officers that confirms the funding. Or, the UT PI may have been doing this 
work for this sponsor every year for the last fifteen years ; and there is every reason 
to be confident that year sixteen will be awarded.  
 
The decision to begin incurring charges must be made based on the evaluation of the 
PI and Department. If the proposal is not funded by the sponsor, then any charges 

to an Advance WBS element must be transferre d elsewhere within the department.  
 

7.6  WBS Element General Ledger/Commitment 
Codes  

Expenditures on sponsored program accounts, i.e. WBS elements, are restricted 

funds, i.e. the funds must be used as stipulated in the award from the sponsor.  
 
During propos al review in OR, staff translate each proposal budget into university 
general ledger or commitment codes. Only after the budget has been entered into 
IRIS using general ledger or commitment codes can a WBS element be activated and 
expenditures can be recor ded.  
 
General ledger or commitment codes and code definitions can be found at 
http://controller.tennessee.edu/ , General Accounting, IRIS General Ledger Account 
List and IRIS General Ledger Account Definitio ns.  
 

7.7 Rebudgeting  

Proposed budget revisions must be approved by the Office of Research either solely 
if the university has the authority to do so, approved and countersigned by the Office 
of Research if such request must be forwarded to and approved by the sponsor, or 
electronically in accordance with sponsorÕs guidelines. Each request for rebudgeting 

must contain or be accompanied by any necessary explanation(s) or supporting 
documentation, e.g. listing of general ledger codes showing how each general l edger 
code will be affected. The Office of Research must (1) ensure that the award has no 
other restrictions; (2) determine whether the request meets sponsorÕs guidelines; 
and (3) determine whether the proposed cost(s) is allocable, allowable, reasonable 
and necessary. If a proposed budget amendment includes cost(s) normally charged 
as indirect costs, the PI must complete and forward to the Office of Research a 
Direct Charge Justification form . The SP grant/contract administrator makes an 
initial determinat ion whether the proposed cost(s) warrant(s) exception from OMB 
Circular A -21 coverage, and the final determination is made by an authorized OR 
official.  
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It is especially important to remember that moving funds from a general 
ledger code that does not inc ur F&A costs to one that does will result in 
fewer direct collars being available.  For instance, moving $5,000 from 
equipment (a non -F&A incurring code) to travel (an F&A incurring code) under an 
off - campus research project would result in the following bu dget changes: $5,000 
would be deducted from general ledger code 461000 (equipment); $3,968 would be 
added to general ledger code 431000 (travel); and $1,032 (26% x $3,968) would be 

added to general ledger code 501000 (F&A). Conversely, moving funds from a 
general ledger code that incurs F&A costs to one that does not would result in more 
direct dollars being available to the PI.  
 
For instance, if a PI needed $5,000 in equipment and had at least $3,968 funds 
available in general ledger code 431000 (travel) o ne could make the following 
budget changes: $3,968 would be deducted from general ledger code 431000 
(travel); $5,000 would be added to general ledger code 461000 (equipment); and 
$1,032 would be deducted from general ledger code 501000 (F&A).  
 
Significant  postaward rebudgeting, once approved by OR or the sponsor, will be 
made in IRIS changing the budgetÕs general ledger codes; and documentation of 

rebudgeting approval will be maintained in the project file in the Sponsored Projects 
Accounting office. Note that budget revisions will not be made merely to tidy up a 
project WBS element.  

 
7.8  Program Adjustments and Time Extensions  

Sometimes a principal investigator finds it necessary to extend the performance 
period on a grant or contract. Extensions can be ar ranged fairly easily if the 
extension is fully justified  and requested and approved in advance of the award 
expiration date . An extension should never be requested merely to utilize remaining 
funds.  

 
To request an extension of a grant or contract not under  expanded authority , the 
principal investigator should write a letter to the sponsor's grant or contract officer 
(perhaps but not generally the technical officer)  stating the reason for the requested 
extension, the length of the extension, and the amount o f funds remaining in the 
grant or contract account. The letter should be signed by the principal investigator 
and countersigned by an authorized official in OR. If approved by the sponsor, the 
University may receive either a modification to its grant or co ntract, or in some 
instances, the grant or contracting officer will countersign the University's request to 
signify approval. To request an extension of a grant or contract under expanded 
authority and not electronic , the principal investigator should comp lete an Expanded 
Authority Approval Form (Link)  and forward it to OR. Once the authorized OR official 
has approved the request, OR will notify the sponsor  and the University Sponsored 

Projects Accounting office that it has approved a no - cost time extension , and it will 
update the Coeus database to reflect the approved extension.  
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To request an extension of a  National Science Foundation  (NSF) grant that is 
administered via  FastLane, the principal investigator should access FastLane , 
complete a request for an  extension under  the Notifications and Requests section, 
and submit the request to the sponsored research office (SRO), i.e. the Sponsored 
Programs section of OR. Upon approval, SP staff will forward the request to NSF for 
information or for review/approva l.  For extensions of other electronic awards, please 
contact the OR staff member who handles that sponsorÕs awards (Link).  

 

7.9  Subawards  

7.9.1  Overview  

This section describes procedures for establishing and administering subcontracts for 
research, develop ment, and services under prime grants and contracts awarded to 
The University of Tennessee. Responsibilities at various stages in the subcontracting 
process are shared by the principal investigator, the department head or chair, and 
OR, as indicated. The p rincipal investigator is responsible for both the technical 
performance and fiscal oversight of each subcontractor on his/her sponsored project.  
 
A subcontract is a legal document by which the university procures the services of 
another entity in support o f a project for which the university has secured external 
funding. Throughout this section of the m anual, the terms subcontract, 
subcontracting, and subcontractor are used in a general sense to refer to any 
possible type of subagreement, including subcontr acts, subgrants, cooperative 
agreements, and others.  

 
Both OR's subcontract files and the official fiscal files in Sponsored Projects 
Accounting are audited.  
 

7.9.2  Types of Collaborations  

When investigators at different institutions want to work together on a sponsored 
project ,  they must first decide how their project will be administered. Does it make 
sense to apply for individual project support, or should they all work together on a 
large contract with subcontracts? Will there be a lead institution over seeing the 
collaboration? Will some investigators be paid as consultants? If the decision is to 
apply for one contract, which institution is to be the grantee (also known as the 
prime contractor, or lead institution)? The other investigators' institutions will be 
collaborating institutions. The principal investigator at the grantee institution is 
responsible for preparing the grant application, while investigators at the 

collaborating institutions must prepare subcontract proposals to be incorporated into 
the application.  
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7.9.3  Consultants vs. Subcontracts  

A consultant is a firm or individual who provides professional or highly technical 
advice or assistance to the university, over which the university controls the results 
but not the manner in which the s ervice is performed. A consulting agreement may 
be appropriate in the following circumstances:  

¥ the task is to be accomplished through the efforts of one person who is an 
established consultant, or employee of an established consulting firm and  

¥ the task is singular in nature and is to be accomplished over a relatively short 

period of time.  

¥ The University's Conflict of Interest Policy prevents any employee, the 
immediate family of an employee, or a firm in which an employee has an 
interest from serving as a c onsultant to a sponsored project administered by 
the University. A subcontractor is a firm or individual who provides 
professional or highly technical effort on a substantial portion of a project. 
The University may not control the manner in which the serv ices are 
performed. A subcontracting agreement may be appropriate in the following 
circumstances:  

¥ the work to be accomplished is a definite and iden tifiable segment of a 
project;  

¥ the statement of work encompasses a variety of activities; and  

¥ periodic rep orts or other deliverables must be furnished in accordance with a 
schedule required by the University's prime contract or by the University.  

¥ Occasionally, a cooperative agreement will be appropriate. A cooperative 
agreement is a project in which the sponso r will have regular, continuing 
input regarding technical aspects and the plan of work.  

 

7.9.4  Subcontract Types  

The following mechanisms, as set forth in the Federal Acquisition Regulations (FAR), 
can be used to establish subcontracts. Although the majori ty of subcontracts issued 
by the University will be cost - reimbursement type, judgment must be exercised to 
determine which subcontract type is appropriate to a particular project. This section 
is intended to characterize those subcontract types most common ly utilized by the 
University.  
 

If the prime agreement is a grant, the subagreement should be called a subgrant. A 
subgrant generally provides support of specified activities without specific end -
products or deliverables except for reports describing the f unded activities. If the 
prime agreement is a contract, the subagreement should be called a subcontract. A 
subcontract generally provides support of projects with identified end -products or 
deliverables specified in advance.  
 



UT Knoxville Office of Research Proposal Development Manual  45  

7.9.5 Cost -Reimbursement Subc ontracts  

Cost - reimbursement subcontracts provide for payments to the subcontractor of 
allowable costs incurred in the performance of, and to the extent prescribed in, the 
subcontract. The subcontract establishes an estimate of total costs for the purpose o f 
(1) obligation of funds and (2) setting a funding ceiling which the subcontractor may 
not exceed (except at the subcontractor's own risk) without prior written approval of 
the University. There are three types of cost reimbursement subcontract.  
 

7.9.5a C ost  
 
A cost - reimbursement subcontract under which the subcontractor receives no fee.  
 
7.9.5b Cost - plus - fixed - fee  
 
A cost - reimbursement subcontract which provides for the payment of a fixed fee to 
the subcontractor. Once negotiated, the fixed fee does not v ary with actual cost, but 
may be adjusted as a result of any subsequent changes in the work or services to be 
performed under the subcontract. Because the fixed fee does not vary in relation to 
the subcontractor's ability to control costs, the cost -plus - fi xed - fee subcontract 
provides the subcontractor with only a minimum incentive for effective management 

control of costs.  
 
7.9.5c Cost - sharing  
 
A cost - reimbursement subcontract for use in research and development procurement 
actions under which the subcontra ctor is reimbursed only for an agreed -upon portion 
of allowable costs. The subcontractor agrees to cost share a portion of the direct 
and/or facilities and administrative (F&A) costs of performance in the expectation of 
substantial compensating benefits.  
 
7.9.5d Firm Fixed - Price Subcontracts  
 
Firm fixed -price subcontracts set a price that is not subject to any adjustment by 

reason of the cost experience of the subcontractor in the performance of the 
subcontract. This type of subcontract places minimum risk on the prime contractor. 
Because the subcontractor assumes full responsibility, in the form of profits or 
losses, for all costs under or over the firm fixed price, the subcontractor has a strong 
incentive for effective cost control and contract performance . This type of 
subcontract imposes a minimum administrative burden on both the University (as 
prime) and the subcontractor.  
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7.9.6 Subcontract Proposals  

7.9.6a When UT is the Prime Contractor  
 
If UT is the grantee institution, the UT principal investigat or should prepare the 
proposal in the same manner as any other proposal (see Chapter 3 ). The PI should 
collect subcontract proposals from the collaborators, attach them to the full proposal, 
and incorporate the subcontract costs into the budget category "C ontractual Costs." 
UT can charge facilities and administrative (F&A) costs only on the first $25,000 of 

any subcontract or consulting agreement. The $25,000 limit applies to the total of 
subcontract funds for the entire contract period (e.g., a three year contract involving 
$10,000 subcontracts in each of the years would warrant indirect cost on $25,000 of 
the total of $30,000 over the entire contract period).  
 
In collecting subcontracts to append to a proposal, the UT PI should make  sure that 
each subcontr act contains a specific statement of work or line of scientific inquiry, a 
related budget, and the signature of a person authorized by the subcontracting 
organization to commit the subcontractor. In the event that a subcontract is 
contemplated subsequent t o the University's receipt of a prime contract, the PI 
should follow the provisions of that prime award in seeking approval of the funding 
agency to issue a subcontract.  

 
7.9.6b When UT is the Subcontractor  
 
If UT is a subcontractor, the UT principal inves tigator should prepare a proposal as 
outlined above (and as specified in the contract RFP), and obtain institutional 
approval with the Yellow Sheet, as described in Chapter 5. The proposal must have 
institutional approval before being sent to the lead gran tee institution; allow plenty 
of time for the approval process, and for transmission to the lead institution well 
before the deadline date.  
 
Such proposal consists of the following:  
 
Face page.  Indicate the subcontracting ID number, animal or human subject s 

approval dates, the annual and total budgets for the subcontract, the subcontracting 
investigator's department, campus address and phone numbers, the subcontracting 
institution's research office address (electronic and postal) and phone number, and 
insti tutional signoff.  
 
Budget.  Include all relevant costs for the subcontract: personnel, fringe benefits, 
equipment, supplies, etc., and facilities and administrative (F&A) costs (listed under 
"Other"). The category "Total Direct Costs" should be renamed "Tot al Costs." A 
summary budget for all years of the proposed project should be included, using the 
same format.  
 
Budget Justification.  Explain how the budget figures were derived, and why 
charges are necessary.  
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Statement of Work.  Describe what work will be d one, where, and by whom.  
Checklist.  Provide all the necessary assurances and indicate the facilities and 
administrative (F&A) cost rate and agreement date.  
 
Other Information.  This category can include bibliographies, vitae, facilities 
descriptions, and so  on, as needed.  
 

Once the subcontract proposal has been approved by OR, OR will prepare a letter of 
collaboration for transmittal of the proposal to the lead institution.  
 

7.9.7 Establishing the Subcontract  

7.9.7a When UT is the Prime Contractor  
 
When UT r eceives a prime contract award, OR will be responsible for preparing the 
final subcontract documents for collaborating institutions. The subcontract 
administrator in OR gathers the necessary internal approvals for the issuance of a 
subcontract, audits the subcontractor's budget, secures a financial statement from 
the proposed subcontractor, negotiates the proposed subcontract, and drafts the  
subcontract document.  
 
A.  Initiating the Subcontract  

The PI completes and signs an Approval of Subcontract form (Link ), which 
contains the following information:  

¥ Prime contracting agency  

¥ Prime contract number  

¥ UT WBS element  

¥ UT principal investigator  

¥ Legal name and address of subcontractor  

¥ Amount to be paid  

¥ Period of performance  

¥ Reports  

¥ Name of person to whom noti ces should be sent  

¥ Deliverables  

Signature of the principal investigator on this form indicates his/her approval 
of the subcontract and acknowledges his/her responsibilities regarding the 
administration of the subcontract.  
 
a)  The principal investigator evalu ates the subcontractor's budget to 

determine if the budget is reasonable. Such a decision may be based upon 
the PI's experience of conducting research or the research experience of 
his/her colleagues.  
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b)  The principal investigator completes the form, Justif ication for Non -
Competitive Purchases, located at the TreasurerÕs Office Web site 
http://treasurer.tennessee.edu/contracts/Justification/default.htm  and 
forwards it along w ith the Approval of Subcontract form and the 
subcontractor's proposal to OR.  

 
c)  The head or chair of the department which will maintain all fiscal records 

and oversee the technical effort of the subcontractor also signs the 
Approval of Subcontract and the Ju stification for Non -Competitive 
Purchases form which acknowledges his/her responsibilities regarding the 
subcontract.  

 
B.  Subcontractor Qualifications  

a)  Financial Capability.  Prior to issuing the subcontract, the subcontract 
administrator requests that the s ubcontractor forward to OR a copy of its 
most recent audit report or a letter advising that a report is not available. 
This report is forwarded upon receipt to the Controller of the University 

who reviews the audit for financial strength and management cap ability.  
 

b)  Technical Capability.  The subcontract administrator reviews the 
Justification for Non -Competitive Purchase written by the University's PI. 
Factors to consider include: the type of organization, past performance, 
required facilities, accounting po licies and procedures, procurement 
procedures, and personnel practices.  

 
c)  Independent Subcontractors.  Subcontracts should only be entered into 

with independent subcontractors. Independent subcontractors are 
individuals or firms that (1) are engaged to perfo rm specific services for a 
stated fee or contracted amount, (2) provide services to the public, and 

(3) are subject to university control only as to the end results, and not the 
methods of obtaining them. Individuals who are not independent 
subcontractors should be placed on the University's payroll.  

 
d)  Prohibition Against Employee - Owned Businesses.  Except as 

provided for in Fiscal Policy Statement No. 05 -  Section 130 -  Part 01, the 
University is prohibited from subcontracting to a company, firm, or 
corporat ion in which a University employee holds a controlling interest, 
which is defined as ownership or control of the largest number of 
outstanding shares owned by a single individual or corporation (T.C.A. 12 -
4-104).  

 
e)  Final Determination.  The University must b e satisfied that the proposed 

subcontractor is responsible, technically capable, and fiscally accountable.  
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C. Drafting the Subcontract  

OR's subcontract administrator drafts the subcontract document, taking into 
consideration the flow - through provisions f rom the prime award as well as 
whether the subcontractor is an educational, non -profit, or for -profit 

institution or corporation. The subcontractor's proposal is referenced in and/or 
attached to the subcontract. The University has developed a standard shor t 
subcontract form which can be used in some instances (Link). Please note, 
however, the majority of subcontracts require flowdown provisions, reporting 
requirements, deliverables, certifications, etc., which the standard form does 
not address. OR has deve loped another, longer standard subcontract form to 
deal with some of these requirements (Link).  
 

D.  Review and Authorized Signature  

Since University subcontracts have also been delegated to the campus level 

for signature, except for foreign agencies, three  copies of the subcontract are 
drafted. One copy is sent to the University PI for his/her information and two 
copies are sent to the Associate Vice Chancellor for his/her signature. The 
subcontract is logged into the UniversityÕs Contracting System where i s it is 
given a Òtracking number.Ó If the subcontractor is a foreign agency then full 
review is required. Two originals of the subcontract are forwarded to the 
TreasurerÕs office where it is logged again into a contract tracking system and 
disseminated as follows: one original goes to the appropriate University 
attorney who reviews the subcontract for its legality, and the second original 
to the Treasurer's Office for fiscal review. When the subcontract has passed 
both legal and fiscal reviews, the Treasure rÕs office sends both originals to a 
University Vice President for signature. Then, the subcontracts are returned to 
the TreasurerÕs office for distribution back to OR.  

 
OR forwards both originals to the subcontractor, along with any required 
certification s. The subcontractor is instructed to execute both subcontract 
documents and all certifications, retain one original and return the original 
with certifications to OR's subcontract administrator.  
 
When the subcontract is returned to OR, it is forwarded to the university's 
official file which resides in the Treasurer's Office. The certifications are 
maintained on file in OR until the prime contract is terminated.  
 
Every subcontract issued under a sponsored activity ,  and every 
subcontractor who performs that activity is recorded in the 

u niversity's Coeus database.  
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7.9.8 Administering the Subcontract  

The subcontract administrator monitors the reporting requirements of the 
subcontractor to ensure that patent reports and small business and small 
disadvantaged business plan reports are submitted. Further, the subcontract 
administrator evaluates the extent to which the subcontractor is achieving its stated 
goal to utilize small businesses or small disadvantaged businesses. He/she sets up a 
checklist for use in ma naging the details of the subcontract (Link). The principal 
investigator is responsible for overseeing the technical efforts of the subcontractor, 

including submission of progress reports required under the subcontract and other 
reports as required by the prime grant or contract or that the PI may determine are 
needed. In addition, the PI is responsible for approving subcontractor's invoices by 
initialing each invoice (see Chapter 7.9.8a). The head or chair of the department 
which is maintaining technical a nd fiscal oversight of the subcontract is responsible 
for all expenditures incurred as set forth in the university's fiscal policies and 
procedures statements.  
 
7.9.8a Payment of Subcontractor Invoice  
 
The University is responsible for promptly reimbursing  a subcontractor for all 
allowable costs as set forth in the subcontract.  

 
Invoice addressee --  Each subcontract should include the name and address of the 
appropriate university employee who should receive the subcontractor's invoices. 
This person is usua lly the bookkeeper/accountant who is responsible for maintaining 
all fiscal records for its sponsored activities within the project department.  
 
Payment frequency --  The university is prohibited by law from making payments 
before expenditures are incurred by the subcontractor in its performance under a 
subcontract. The university will not make payments to a subcontractor more than 
once each month.  
 
Principal investigator responsibilities --  The principal investigator should review 
and evaluate subcontractor 's progress reports and should instruct the appropriate 

university personnel to withhold payment if the subcontractor has not provided 
services commensurate with the subcontract. The PI should approve each 
subcontractor invoice by initialing the invoice. F inal payment to the subcontractor 
may not be paid until the university's PI has notified OR in writing that the 
subcontractor has successfully completed its obligations under the subcontract.  
 
Bookkeeper/accountant responsibilities --  The bookkeeper/accoun tant should, 
in a timely manner, (1) check the accuracy and completeness of each invoice, (2) 
ascertain that the invoice is in compliance with the terms of the sub contract, (3) 
ascertain that sufficient funds are available for payment ,  (4) properly designa te the 
expenditure object code, account name, and account number to be charged, and (5) 
secure signature approval by a person authorized to commit project funds. In most 
cases, this authorized person would be the department head.  
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7.9.8b Postaward Changes  
 
Under Expanded Authority --  If a subcontractor is covered by the government's 
policy expanded authority (as are most universities), it is allowed to make changes 
to the subcontract to the same extent it would be allowed to do so under a prime 
contract fro m the federal government. In all cases, however, it must submit any 
changes to OR's subcontract administrator, who is identified in the subcontract.  

 
Outside of Expanded Authority --  If a subcontractor is not covered by the 
government's policy of expanded authority, or if the subcontract is under a university 
prime contract which is non - federal, the subcontractor must submit a written request 
to make changes to OR's subcontract administrator. The subcontract administrator 
will consult with the PI and take t he action necessary to affect the change if he/she 
determines that the proposed change is allowable and warranted.  
 
7.9.8c Closing Out the Subcontract  
 
Upon completion of the subcontract, the principal investigator is responsible for 
securing an acceptable  final report and/or deliverable(s), notifying OR that the 

subcontractor has satisfactorily completed its obligations under the subcontract and 
that the subcontract is ready for close - out. In turn, the subcontract administrator (a) 
advises the subcontracto r that it has completed its obligations under the subcontract, 
(b) requests that a final invention statement be completed and returned to OR 
(Link), and (c) asks that a final invoice be submitted within 60 days to the 
department administering the subcontra ct. If required, Sponsored Projects 
Accounting may submit additional close - out documents to the subcontractor. Such 
documents include forms for subcontractor assignment of rebates, refunds, etc., a 
subcontractor's release form, and a final inventory of pro perty purchased under the 
subcontract (Link ).  
 
Flowdown Provisions --  When the university subcontracts part of the work it has 
agreed to perform for the federal government, the university must pass down to the 

subcontractor all applicable provisions in the  prime agreement mandated by the 
government. This flowdown is generally expressed as a series of stated or implicit 
agreement clauses that apply to the prime agreement and subcontracts at any tier. 
Required flowdown provisions differ according to the fundi ng level. The State of 
Tennessee also requires that some contract provisions flow down to subcontracts . 
For grants and contracts, sponsoring agencies often require flowdown of specific 
published agency regulations. For example, NSF requires flowdown of cer tain 
provisions contained in NSF Grant General Conditions, and NIH requires flowdown of 
certain provisions contained in the PHS Grants Policy Manual.  
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FAR Clauses Incorporated by Reference --  Provisions of the Federal Acquisition 
Regulations (FAR) are inc orporated by reference in typical federal prime contracts. 
The University must flowdown the applicable provisions to all subcontractors under 
federal prime contracts, with exceptions and additional information as noted.  
Individual prime contracts vary as t o the FAR provisions incorporated and the terms 
and conditions which must be passed on to subcontractors. For example, contracts 
from NASA, DOD, DOE, and other agencies with published FAR supplements 

(NASAFAR, DODFAR, and DEAR, respectively) will often add  clauses from their 
supplement and substitute supplement clauses for regular FAR clauses.  
 

7.10  Project Reports  

When a copy of the grant or contract is received by the principal investigator, he/she 
should note the reporting requirements. If the reporting requirements are 
unsatisfactory, he/she should immediately  notify Sponsored Programs staff so that 
SP can negotiate a change with the sponsor. The principal investigator is responsible 
for submitting technical reports and subcontracting plans, if required,  to the sponsor. 
The principal investigator should send OR a copy of the letter transmitting an interim 
technical report or the face page of the report. Some agencies may require that an 
authorized University official sign a technical report. In this case,  the principal 
investigator should prepare the report and send it directly to OR. After signature, OR 
will notify the principal investigator that the report has been signed and is ready to 
be picked up for mailing to the agency.  

 
The principal investigator , in conjunction with his/her bookkeeper,  should prepare 
the small and disadvantaged business subcontracting plan reports and forward them 
to OR for review and signature. After signature by an authorized official, OR will 
notify the principal investigator that the report has been signed and is ready to be 
picked up.  
 
The Sponsored Projects Accounting office is responsible for submitting invoices and 
other financial reports to sponsors. The principal investigator should cooperate with 
Sponsored Projects Acco unting office by furnishing information and documentation as 
requested. In addition, Sponsored Projects Accounting Office is responsible for 
submitting property reports and closeout documents to sponsors.  
 

OR is responsible for preparing and submitting int erim and final invention reports, 
and reviewing and approving subcontracting plan reports , if applicable . 

 
7.11  Invention and Creation Disclosures   

Intellectual property developed by University personnel in the course of their 
employment, stemming from a s ponsored program administered by the University, or 
with the substantial use of University funds or facilities should be disclosed to the 
University in accordance with the University's "Statement of Policy on Patents, 
Copyrights, and Other Intellectual Pro perty" http://utrf.tennessee.edu/tto/policy.html . 
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An Invention Disclosure Form is used to disclose materials of inventorship, such as 
materials or devices, and a Creation Disclosure Form is used t o disclose materials of 
authorship, such as software. The inventor(s)/creator(s) should complete the 
appropriate UTRF form, submit the form and all back - up materials to their 
department head(s) and dean(s) for approval, then pass the form to OR.  
 
After det ermining whether any grant or contract under which the invention or 

creation was developed prohibits the rights to the invention or creation being 
assigned to the University of Tennessee Research Foundation (UTRF), an OR 
authorized official will sign the f orm and pass it on to the Committee on Patents, 
Copyrights, & Other Intellectual Property (PCIP) for further review. PCIP will, in turn, 
recommend disposition of each invention or creation. The PCIP may (1) assign the 
rights of the invention or creation to  UTRF, (2) assign the rights to the sponsor 
whose funds supported the invention or creation, (3) return the rights to the 
inventor(s) or creator(s), or (4) other.  
 
Discussions with sponsors regarding contractual agreements for projects which may 
result in intellectual property should be coordinated through OR. Questions regarding 
patents, copyrights, and other intellectual property may be directed to Sponsored 

Programs staff within OR, or to the University of Tennessee Research Foundation, 
Suite 403, 1534 W hite Avenue, Knoxville, TN 37996 - 1527, (865) 974 -1882.  
 
Except for electronic disclosure of certain federally - funded inventions/creations by 
UTRF via i -Edison, OR is responsible for disclosing inventions to sponsors.  
 

7.12  A-21 Cost Categories and Effort D istribution 
Reporting  

See University Policy FI0205 at http://www.tennessee.edu/policy  and search for 
Òsponsored grants and contracts.Ó  
 

7.13  Property Control  

The capital equipment threshold for UT is $5,000;  however, UT is also required to 
maintain property records on select items costing $1,000 to $4,999. The select items 
(minor sensitive equipment) include computers, printers, audiovisual equipment, etc. 
The equipment to be purchased should be included in t he proposal to the sponsor. If 
it was not, sponsor permission may be required before purchase. Also, equipment 
purchased in the last days of the award period could be questioned or disallowed. 
The PI should be prepared to justify the purchase should questi ons arise.  
 
The Principal InvestigatorÕs department is responsible for equipment purchased by 

their sponsored projects and is required to verify the inventory annually. The 
ControllerÕs Office maintains these records for the entire university. Here is a li nk to 
their website for further details: http://controller.tennessee.edu/  
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7.14  Awards Ð Management and Retention  

The Sponsored Projects Accounting (SPA) maintains the official ,  fully  executed award 
agreeme nt. Once the project has ended and all associated WBS elements are closed, 
the file containing the award agreement, all financial reports and/or invoices, 
correspondence, and the award proposal is then microfilmed. Once the file is 
microfilmed, then it is sent to records management to be destroyed. To this date, 
SPA has records going back several years.  
 
Please note that documentation for supporting expenditures posting to awards are 
not kept in the official file, but are maintain ed  in departmental accounti ng offices. 

Documentation needs to be kept for audit purposes and may be reviewed by UT 
Audit department, State Audit or by the sponsorÕs audit. Please see the following 
website for retention of documentation: http://www.tennessee.edu/policy  and search 
for Òrecords management.Ó  
 

7.15  Scientific Records Ð Management and 
Retention of Data  

Following generally accepted guidelines for management and retention of scientific 
data can protect your intellectual prope rty rights by establishing priority, help you 
survive an agency audit, help settle issues of publication credits for contributions to a 
project, and enable you to defend yourself against allegations of research 
misconduct. In addition, many grant and contr act agreements have stipulations 
about retention and use of data. All data on sponsored projects must be retained by 
the University for a reasonable period of time, and it is the PI's responsibility to do 
so.  If a principal investigator transfers to anothe r institution, he/she may take a copy 
of project data for continuance of his/her research program unless prohibited by the 
applicable agreement, but in every instance, he/she must leave the original data at 
the University.  

 

7.16  Audits  

The university is s ubject to several audits during the year. Annually, the university is 
audited as required per OMB Circular A -133. This audit is conducted by the 
Tennessee Comptroller, Division of State Audit and is coordinated by the ControllerÕs 
Office. Additionally, the  PI may be contacted by their sponsor for a Òprogram 
reviewÓ. Programs reviews may include a review of the financial activity of an award. 
Other times, a sponsor may want to conduct its  own audit of the award. If at any 
time you are contacted by your spons or for an audit or program review, please 
inform the ControllerÕs Office and the Sponsored Projects Accounting Office. SPA will 
act as a liaison between the sponsor and the department on financial issues.  
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7.17  Closeout of a Sponsored Project  

Once a proje ct has expired, personnel from the Sponsored Projects Accounting office 
will contact the departmental accounting staff to coordinate the final expenditures for 
the  project. SPA will then either prepare a final invoice and/or financial status report 
to the sponsor. Many sponsors have different deadlines by which to submit a final 
report and invoice. It is very critical that these deadlines are met as there can be a 
risk of not collecting monies due to UT. For federal sponsors, UT generally has ninety 
(90 )  da ys to final report expenditures and bill/collect funds. Other sponsors, such as 
the State of Tennessee , may vary on the final reporting/billing deadlines. In some  
cases,  these deadlines can range from thirty ( 30 )  days to one hundred twenty ( 120 )  

days after  the project ends.  
 

7.17.1  Cost Reimbursement Awards  

The University is only allowed to bill and collect the actual expenditures that are 
allowable per the terms and conditions of the award.  Therefore, when the account 
balance is zero (expenditures minus f unds invoiced/received) and all encumbrances 
are removed, SPA will put the WBS element in a CIP (Closing in Process) status, 
which blocks further expenditures from posting.  
 

7.17.2 Fixed Price Awards/Item Based Awards  

All related expenditures must be post ed to the project  account . Once all appropriate 
expenditures have posted , then a final account balance is calculated and the terms 
and conditions of the award are reviewed. If the balance is in a deficit, then the 
responsible department will be charged and  the WBS element closed. If a cash -on -

hand balance remains, then the award would determine if UT can keep this balance 
or if UT is required to return the unused funds to the sponsor. If the remaining funds 
are to stay with UT, then SPA will coordinate with  the department to move these 
unused funds to a departmental discretionary account. As a word of caution, UT is a 
not - for -profit entity; therefore, we want to be very careful that we are not purposely  
overpricing our proposed budget s, especially if federal  funds are involved either 
directly or indirectly from the sponsor. All projects with more that 10% of funds 
remaining will be subject to review and funds may be returned to the sponsor.  
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7.18  Transfer of Award from the University  

If a principal investiga tor of an active sponsored project transfers to another 
institution, the following choice of actions may be taken:  

¥ the University may initiate transfer of award from the university to the new 
institution;  

¥ the project may remain at the University and PI ret ains his/her status as PI in 
case of continued effort here at the university;  

¥ the project may remain at the university and a substitute PI named (may be 
subject to sponsor approval); or  

¥ the project remains at the university and a portion of the project is 

subcontracted to the PIÕs new institution for continued effort.  

The appropriate action takes into account several factors, including PIÕs continued or 
lack of continued effort, i.e. status here at the university, graduate student 
theses/dissertations in pr ogress, sponsor mandates, etc.  
 
Equipment purchased under sponsored awards may be transferred to the PIÕs new 
institution or it may be retained by the university, subject to the recommendation of 
and approval by the PIÕs department head, dean and OR. The P I should prepare a list 
of equipment to be transferred, including name of manufacturer and common name 
of equipment, UT tag number, WBS element from which the equipment was 
purchased, and purchase price. The list should be approved by both the department 
head and dean and forwarded to OR. OR staff will review the list and confirm the 

information, and upon OR administrative approval, OR staff will send a letter 
containing the list to the new institution for acceptance. Note that equipment is not 
the property  of the principal investigator. Note, too, that equipment or expendable 
supplies purchased with State -appropriated funds may be transferred to a PIÕs new 
institution only  in accordance with the universityÕs surplus property policy.  
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8.  HUMAN RESOURCES PRACTICES 

8.1  Equal Employment Opportunity/Affirmative 
Action Policies  

The University of Tennessee does not discriminate on the basis of race, sex, color, 
religion, national origin, age, disability or veteran status in provision of educational 
programs and ser vices or employment opportunities and benefits. This policy 
extends to both employment by and admission to the University.  
 
The University does not discriminate on the basis of race, sex or disability in its 

education programs and activities pursuant to th e requirements of Title VI of the 
Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 
of the Rehabilitation Act of 1973, and the Americans with Disabilities Act (ADA) of 
1990.  
 
Inquiries and charges of violation concerning T itle VI, Title IX, Section 504, ADA or 
the Age Discrimination in Employment Act (ADEA) or any of the other above 
referenced policies should be directed to the Office of Equity and Diversity (OED), 
1840 Melrose Avenue, Knoxville, TN 37996 - 3560, telephone (8 65) 974 -2498 (V/TTY 
available) or 974 -2440. Requests for accommodation of a disability should be 
directed to the ADA Coordinator at the UTK Office of Human Resources (HR), 600 
Henley Street, Knoxville, TN 37996 - 4125.  
 

8.2  Welcoming Statement  

In addition, t he following is a statement of campus policy for The University of 

Tennessee, Knoxville:  
 
The University of Tennessee, Knoxville, in its efforts to ensure a welcoming 
environment for all persons, does not discriminate on the basis of sexual orientation 
in its campus -based programs, services, and activities. Inquires and complaints 
should be directed to the Office of Equity and Diversity.  
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8.3  Hiring Staff  

8.3.1  Non -exempt Staff  

¥ Department completes and submits a ÒPersonnel RequisitionÓ found at 
http://www.tennessee.edu/humanresources  to Human Resources -
Employment, 221 Conference Center Building, -  4125. If the vacancy is a new 
position, an electronic Position Create/Change Request and Position 
Descri ption Questionnaire must be attached and approved by the appropriate 
vice -chancellor, vice -president, and/or business - officer . 

¥ Position is posted by HR Employment on the UT Position Vacancy List, found 
on the Human Resources website at http://iris.tennessee.edu/employment/  

and on the weekly printed version of the list. The position must be listed a 
minimum of five (5) working days.  

¥ An employment counselor will contact the department to discuss the posit ion 
and how the department wishes to review applications.  

¥ The employment counselor will establish an applicant pool for the vacancy 
and will select the best -qualified applicants for referral to the department. The 
applications of the selected candidates w ill be emailed to the department.  

¥ Department conducts interviews, checks references, and makes hiring 
decision. Department contacts the employment counselor, completes the 
authorization to hire, and sends this to the employment counselor (fax: 974 -
0659).  

¥ Department completes the applicant referral forms and returns them to 
Human Resources -  Employment, 221 Conference Center Building, -4125. All 

applicant referral forms must  be returned to comply with EEO policies.  

¥ Employment counselor makes the official job  offer. This is done so that the 
candidateÕs questions can be answered, salary confirmed, orientation 
scheduled, the probationary period explained (if a new hire), and tests 
scheduled if required.  

¥ Human Resources will prepare the Personnel Information Form  (PIF).  

¥ To comply with the Immigration & Naturalization Service regulations, 
eligibility to work in the U.S. must be confirmed within the first three 
workdays for a new hire. An I -9 form must be completed and appropriate 
documentation produced, copied, an d attached to the I -9 form and sent to 
Human Resources -  Records, 224A Conference Center Building, - 4125.  
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8.3.2  Exempt Staff (Including Post -docs)  

¥ Department completes a requisition which requires PIÕs and Department 
HeadÕs signatures. (Dean/Business Offi cer may  also have to sign depending 
on College/Unit requirements.) Note: For new regular or term positions a 
Position Create/Change Form and a Position Description Questionnaire must 
be attached.  

¥ Department sends requisition to Human Resources Ð Employment , 221 
Conference Center Building, -4125, for posting.  

¥ Requisition is processed by Employment, a copy is sent to OED, and the 
position is Position is posted by HR Employment on the UT Position Vacancy 
List, found on the Human Resources website at 
http://iris.tennessee.edu/employment/  and on the weekly printed version of 
the list. The position must be listed a minimum  of five working days.  

¥ Human Resources send memorandum to department confirming receipt a nd 
posting of vacancy and encloses a Staff Exempt Employment Authorization, 
application packet and Affirmative Action Identification Invitation.  

¥ Department places advertisements in journals/newspapers if required, or 
instructs Human Resources -  Employment to do so.  

¥ Applicants are encouraged to apply directly to department.  

¥ Department sends out Affirmative Action information form upon receipt of 

applications with instructions for return to Human Resources. Human 
Resources retains these forms with other searc h documents. The department 
retains resumes and other applicant materials.  

¥ Department screens applications, conducts interviews, and makes hiring 
decision.  

¥ Department forwards completed ÒStaff Exempt Employment AuthorizationÓ to 
Human Resources.  

¥ Human Res ources generates official offer letter. Department/new hire 
contacts Human Resources -  Employment (974 - 6642) to schedule orientation.  

¥ Human Resources generates PIF for new hire.  

 
NOTE:  OED reserves the right to ensure that Affirmative Action guidelines are  
followed in restricted account regular exempt searches.  
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8.3.3  Regular Faculty (Non -Tenure -Track Clinical Faculty, 
Research Faculty, Lecturers, Instructors)  

¥ When the department is ready to make an official offer, it sends the request 
to the Chancellor's Office once the request has been approved by the dean's 
office. The request is accompanied by the appropriate hiring documents, e.g. 
Recommendation for Faculty Appointment, job description, curriculum vitae, 
the English Competency Form for teaching faculty , and a record of the faculty 
vote for research, clinical, and adjunct professors.  

¥ The offer letter is produced and mailed by the Chancellor's Office. The 

candidate signs and returns the acceptance letter to the Chancellor's Office. 
The Chancellor's Offic e forwards the signed acceptance letter to the 
department and a copy of the signed letter to OED.  

¥ The department contacts the new faculty member to communicate 
information about joining the department and informs the candidate of the 
steps required to com plete the hiring process. The department or new faculty 
member contacts Human Resources at (865) 974 -6642 to schedule a New 
Employee Orientation Session.  

¥ The department prepares the Personnel Information Form (PIF) and forwards 
the PIF, the original accep tance letter, and the curriculum vitae to the dean's 
office for signature.  

¥ The dean's office submits the approved PIF, the curriculum vitae and the 

original acceptance letter directly to HR.  

¥ HR enters the PIF into IRIS after the faculty member has attend ed orientation 
and completed necessary hiring documents. This entire process must be 
completed before the new faculty member can receive a check from the 
University.  

 

8.3.4  Faculty (Tenure Track)  

Follow the steps outlined at: http://provost.tennessee.edu/hiring  
 

8.3.5  Term Employment  

Two options exist for hiring employees on a short - term basis. The first option is to 
hire an employee on a term basis. Term employment is expected to be less than 12 
months. Term employees do not accrue leave and are not eligible for the insurance 
programs available to regular staff.  
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Consult the UniversityÕs IRIS website for the current method for preparing and 
processing hiring paperwork for term employees.  
 
The second opti on is to hire term employees through Human Resources Temporary 
Help Pool (THP). The THP provides quality temporary support to University 
departments in many different jobs such as clerical/secretarial, financial, information 
technology, maintenance, and sk illed and unskilled labor. The THP is responsible for 

doing all hiring documents and payroll functions. The department is charged an 
hourly rate based on the job duties being performed. To place a request with THP, 
call Human Resources -Employment at 974 -66 42.  
 

8.3.6  Student Employees  

A student employee is one whose primary function is to be enrolled in an academic 
program and includes job titles of UT Student Assistant, Non -UT Student Assistant, 
and Graduate Assistant. Employees so designated receive no be nefits other than 
those legally required such as Workers' Compensation. Upon termination, Non - UT 
Student Assistants may be eligible for Unemployment Compensation. The work 
schedule of a Graduate Assistant should not exceed twenty (20) hours per week 
withou t specific approval of the Graduate School. When terminating UT student 
employees, the procedures outlined in Hilltopics: A Student Handbook  should be 

followed.  
 
Consult the UniversityÕs IRIS website for the current method for preparing and 
processing hir ing paperwork for student assistants.  
 

8.3.7  Graduate Assistantships  

There are four different categories of assistantships:  

¥ Graduate Assistant: appointed to perform various duties other than those 
related directly to teaching or research.  

¥ Graduate Research  Assistant: appointed perform duties in support of 
university research, which may or may not be related directly to the studentÕs 
thesis or dissertation.  

¥ Graduate Teaching Assistant: appointed to perform only duties related 
directly to instruction.  

¥ Graduat e Teaching Associate: advanced graduate students primarily 
responsible for teaching undergraduate courses.  

Current Graduate Student Stipends are listed at: (Link)  
 
Consult the UniversityÕs IRIS website for the current method for preparing and 
processing hi ring paperwork for graduate assistantships.  
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8.3.8  International Employees  

U.S. Citizens and Permanent Residents may be employed in the U.S. without 
additional work authorization from the U.S. Department of Homeland Security. 
However, others will require some form of work authorization before being employed 
by The University of Tennessee.  
 
If the prospective employee is currently outside the U.S., he/she will need to apply 
for a visa to enter the U.S. The visas usually used are the J -1 Research Scholar and  

H-1B Temporary Worker. The J -1 visa is most appropriate for a researcher who is 
coming to the U.S. from his/her home country for three years or less and who plans 
to return to his/her home country when the research position ends. While the J -1 
paperwork i s very easy to process, and a J -1 visa can usually be obtained relatively 
quickly, it is extremely difficult to get a J - 1 visa in certain countries, if the U.S. 
Consulate predicts that the researcher will not return home at the end of the period 
of employm ent. The J -1 is also not recommended for a researcher who is not 
currently living in his/her home country because it will be difficult to prove intent to 
return home (Note: A J -1 researcher will be required to pay a SEVIS fee of $100 in 
addition to the nor mal visa application fee, before applying for the J - 1 visa. A host 
department may choose to pay this fee on behalf of the researcher.)  
 

The H -1B visa requires considerably more paperwork and longer processing times, as 
well as fees to be paid by the host d epartment (Currently $685 for regular 
processing and $1,685 for premium processing. The premium processing fee, paid to 
the U.S. Department of Homeland Security, reduces the period of time for the actual 
processing of the petition, but it does not change t he time needed for the 
preparation of the petition or the visa application.) The H -1B visa, however, is often 
more appropriate if the position is expected to last longer than three years, or if the 
researchers wants to have the option of pursuing further e mployment in the U.S. (An 
applicant for an H -1B visa does not have to prove that he/she will return home at the 
end of the research. H -1B status can usually be extended up to six years.)  
 
If the employee will be graduating from a U.S. institution and is pu rsuing post -
doctoral research in the area of the most recent degree, he/she will usually be 

eligible for ÒOptional Practical TrainingÓ (OPT) or work authorization. Application for 
OPT must be filed before graduation, through the International Student Offic e at the 
university  where the student is studying. OPT is normally valid for one year and may 
not be extended. In order to continue working for The University of Tennessee 
beyond the period of OPT, the employee would normally need to change to H -1B 
status.  
 
A prospective employee who is at another U.S. institution with J -1 or H -1B status 
may usually transfer to The University of Tennessee, as long as there is time 
remaining for his/her immigration status (three years for J -1 status; six years for H -
1B). How ever, J - 1 or H - 1B paperwork must be processed in the UT Center for 
International Education before the employee begins working at UT.  
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To discuss the most appropriate visa or immigration status for a prospective 
employee, contact the International Scholar S ervice office at the Center for 
International Education (865) 974 -3177 or http://web.utk.edu/~globe/ . 
 
To initiate a J - 1 visa or transfer a J - 1 researcher, complete a J -1 Request Form 
available on the Center for International Education website. To initiate an H - 1B 
petition, contact the Center for International Education to request an application 

package.  
 
Additional information regarding hiring international employees and forms needed 
may be found on the Center fo r International Education website at 
http://web.utk.edu/~globe/scholars/  
 

8.3.9  Export Control  

Statement on Export Control --  The University of Tennessee, Knoxville states 
that, absent extraordinary circ umstances, teaching, research, and service will be 
accomplished openly and without prohibitions or restrictions on the publication and 
dissemination of the results of academic and research activities. Certain federal 
regulations, however, may require the University to obtain permission from the 
Department of State or the Department of Commerce before allowing foreign 

nationals to participate in research involving specific technologies or before sharing 
research information with persons who are not citizens of the United States or 
permanent resident aliens.  
 
Additional information on Export Control issues may be found at on the Office of 
ResearchÕs web site at http://research.utk.edu .  
 

8.4  Employee Benefits  

The Univers ity of Tennessee offers a competitive and comprehensive benefits 
package to regular employees. Information on specific benefits and benefits eligibility 
is located on the UniversityÕs website at http://ww w.tennessee.edu/retirement . 
 

8.5  Employee Compensation  

The University's objective is to provide employees with a total compensation 
package, comprised of both salary and fringe benefits that recognizes and rewards 
performance and productivity while mainta ining a competitive market position and 
internal equity. Official salary schedules which include pay grades and salary ranges 

for jobs at the University may be found at http://www.tennessee.edu/compensa tion . 
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8.6  Job Families and Job Descriptions  

Human Resources has developed job families for the University. A complete list of all 
job families may be found at http://www.tennessee.edu/compensation . For the 
majority of grants and contracts the following job families will be applicable:  

¥ Academic and Instructional Support  

¥ Faculty  

¥ Information Technology  

¥ Other Professional  

¥ Research  

¥ Technical  

Official job descriptions have been developed for each individual  job within a job 
family. These descriptions are located at http://www.tennessee.edu/compensation  
and will be useful when creating new jobs and developing position descriptions.  
 

8.7  Health and Safety  

The UniversityÕs goal is to provide a safe and healthful environment for University 
faculty, staff, students, and guests. The University of Tennessee will maintain a 
climate conducive to the safe conduct of the University's various missions.  
The University  of Tennessee adheres to the laws of the state of Tennessee and to 
local and federal codes, ordinances and regulations as required.  
 
Any unsafe situations or practices should immediately be reported to a supervisor or 
to the campus safety officer. The safe ty officer for the Knoxville campus is Mark 
Smith, phone number 974 - 5084. The web site for the Environmental Health and 
Safety Office is http://web.utk.edu/~ehss/ . 

 
For information about the University of Tennesse e Safety and Health Plan for 
Employees click on the link below: (Link)  
 
The UniversityÕs Health and Safety policies are found at (Link) and include 
information on the safety and environmental health program; emergency 
management; ionizing radiation, hazard ous materials, biological, and laser safety; 
reporting safety and health concerns; safety and environmental health 
responsibilities; and the organization and composition of the UniversityÕs safety 
committee.  
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8.8  Employee Conduct  

To promote a harmonious,  safe and collaborative work environment at The University 
of Tennessee general guidelines for faculty and staff conduct and behavior have been 
established. Each member of the university community is expected to exhibit a high 
degree of professionalism and  personal integrity consistent with the pursuit of 
excellence in the conduct of his or her responsibilities. The University as a 
community holds to certain shared values by which our actions are to be measured 
and governed. The UniversityÕs Code of Conduct  is located at: 
http://www.tennessee.edu/policy  and search for Òcode of conduct.Ó  
 

This policy identifies certain of those commonly held values and associated 
behaviors. Violations of the Code of Conduct may  be cause for disciplinary action up 
to and including termination of employment.  
 
Disciplinary action of any kind and for any reason is to be taken with extreme care to 
assure fairness for all parties involved. Disciplinary action is defined by one of the 
following actions: corrective action (oral/written); suspension without pay, demotion, 
and termination. As warranted by circumstances, an employee may be terminated at 
any point in the disciplinary process.  
 
If an employee is to be disciplined or discharge d, supervisors must contact the 
human resources (HR) officer or designee prior to discharging any employee to 

ensure that such action is appropriate and consistent with University policy. The HR 
officer must determine University policy has been followed be fore an employee is 
disciplined or discharged. The Disciplinary Action Policy is located at: 
http://www.tennessee.edu/policy  and search for Òdisciplinary action.Ó  
 

8.9  Ending Employment  

8.9.1  Resignations  

Employees who are resigning from the University should submit a letter of 
resignation to the department. A copy of the resignation letter must be submitted to 
Human Resources for the Personnel file. Employees should provide a minimum of 
two weeks notice. In the case of exempt employees, the notification period should be 
a minimum of one month. The department must provide the employee with the 
Authorization for Release of Final Paycheck form to clear the employee from any 
outstanding university debts and to re turn all assigned University property. The 
department will need to prepare the appropriate Personnel Action document to 
remove the employee from the University payroll.  
 

When an employee whose salary is paid by the funding agency leaves the University, 
the  grant or contract must pay for any annual leave benefits accrued by that 
employee, including annual leave accrued during employment prior to being hired on 
the grant. Annual leave payout can constitute a substantial financial obligation, 
depending on the amount of annual leave accrued.  
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8.9.2  Ending of a Grant/Contract  

If positions are being eliminated due to a reduction in funding or the end of a 
grant/contract, University policies and guidelines define the steps in this process.  

¥ Review Personnel Policy #145, Reduction in Force, located at 
http://www.tennessee.edu/policy  and search for Òreduction in workforce.Ó  

¥ Contact Human Resources to initiate the planning process.  

¥ Human Resources will assist the depart ment in identifying functions that will 
be eliminated or reduced and will determine positions to be affected.  

¥ The department will develop a written plan to justify the action and should 
plan to give as much time for notice to employees as possible.  

¥ The dep artment will submit the written plan to the Office of the Chancellor or 
appropriate administrator for review and approval to proceed.  

¥ Upon approval, Human Resources will provide the department with Reduction 
in Force information, which will include templa tes for notification letters, 
suggested timeline, and other related materials.  

¥ The department prepares the employee notification letters about the 
Reduction in Force.  

¥ Department contact and/or supervisor will meet individually and privately 
with the employ ee(s) to present the notification letter.  

¥ Upon request, Human Resources will prepare the separation notice to file for 

Unemployment Compensation insurance with the Department of Labor and 
Workforce Development.  

 
 
 



UT Knoxville Office of Research Proposal Development Manual  67  

9.  OTHER SPONSORED PROJECTS 
EXPENDITURES 

9.1  Introduction  

This section is a brief overview of other, non - salary related sponsored projects 
expenditures from travel and equipment costs to a brief overview of purchasing. 
There are several links to UTÕ s fiscal policies that provide  more specific de tails . T hus , 
it is advised that you spend some time reviewing them.  
 

9.2  Travel  

Travel expenditures can be a big part of any sponsored project activity; therefore, it 
is important that expenditures are to be charged consistently with UTÕs fiscal policies.  
However, your sponsor may impose additional restrictions as well. For instance, 
some awards state that the reimbursement must be made according to their 
reimburse ment  rates, not the UniversityÕs. The following is a link to UTÕs fiscal policy 
on travel: http://www.tennessee.edu/policy  and search for Òtravel.Ó  
 
It is important that you read and understand the UniversityÕs travel policy before you 
travel. The link listed above will help to answer any questions you may have 

regarding travel costs such as reimbursement for honorariums, restrictions for airline 
travel, combining personal time with business travel, etc. If you need further 
assistance, please contact the TreasurerÕs Office at extension 4 -3086.  
 

9.2.1  Travel Reimbursement for UT Employees  

When traveling outside Tennessee, the employee must obtain prior approval. The 
traveler must complete a travel request within the  UniversityÕs IRIS accounting 
system and obtain approval before travel occurs.  
 
Once ret urned, the traveler must complete a travel expense report (within IRIS) for 
reimbursement. Additionally, the employee must obtain original receipts for the 
following expenditures in order to receive reimbursement:  

¥ Lodging  

¥ Registration Fees  

¥ Airline Tickets  

¥ Rental cars  

¥ Anything else over $50  
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Also note that use of procurement cards for travel is prohibited; however, UT does 
offer a corporate travel card program . 
 

9.2.2  Travel Reimbursement for non -UT Employees  

Non -UT employees, who are to be paid by the Univer sity for their travel, will be 
reimbursed using the same reimbursement rates as employees (or as stated in the 
terms and conditions of the sponsored agreement). In order for the traveler to be 
paid, the University must have the guestÕs signature for the re imbursement, whether 

the guest signs the travel expense report or the guest signs a letter detailing the 
expenditures with the required original receipts attached.  
 

9.2.3  Foreign Travel  

International travel requires additional approvals per a travel reques t within IRIS. 
Sponsors can be quite restrictive of foreign travel; therefore, it would be advisable to 
ensure you have obtained prior permission.  
 

9.2.4  Motor Pool  

The University maintains a fleet of vehicles for employees Õ use for travel. The project 
exp enditure  account will be charged based the number of miles traveled. Note that 
the rate charged is not the same as the personal vehicle mileage rate. This may 
present a potential problem with your sponsor.  
 

9.3  Equipment and Supplies  

Prior to incurring suc h expenditures, you want to ensure that you included these 
items in the approved budget and received the necessary approvals, both internally 

and externall y. This is to ensure that the U niversity is in compliance with costing 
principles . If these items wer e not included in your proposal, you may need to seek 
sponsor approval prior to purchase. Please review your award agreement and the 
applicable regulations from your sponsor. If you have further questions, please 
contact the Sponsored Projects Accounting o ffice for assistance at 974 -2591 or Office 
of Research for budget revision assistance at 974 -3466 . 
 

9.3.1  Equipment  

The U niversity defines this as items acquired by purchase, gift or assembly which 
have the appearance and life, is repairable, and maintains  its own identity. The item 
must be valued at $5,000 or above. The department is responsible for maintaining 
physical control and ensuring equipment is tagged and tracked through the 
UniversityÕs inventory system. To view the UniversityÕs equipment fiscal policy, visit 
http://www.tennessee.edu/policy  and search for Òequipment.Ó  
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9.3.2  Supplies  

Supplies are consumable goods that are valued at less than $5,000 and have short 
expectant life. Examples are as fol lows:  

¥ Laboratory supplies Ð such as chemicals, glassware, etc.  

¥ Minor sensitive equipment  

Office supplies are generally not an allowable expense on a sponsored project, 
particularly if the project is federally funded; however, there are exceptions, such as 
if your award qualifies as a major project. Please see the fiscal policy titled 

ÒSponsored Grants and ContractsÓ  for further details.  
 
Minor sensitive equipment is those movable items valued between $1,000 and 
$4,999.99 that are particularly vulnerable to theft. The State of Tennessee  requires 
that the U niversity maintain inventory of such items. Examples of minor sensitive 
equipment include computers, microscopes, fax machines, spectrum analyzers, etc. 
A complete list of these items can be found in the uni versityÕs equipment fiscal 
policy, section 15 b.  
 

9.4  Purchasing from Campus Units  

    RESERVED 
 

9.5  Purchasing from Off -Campus Suppliers  

Purchasing goods and services from off campus suppliers can become very confusing 
and heavily regulated. There are se veral fiscal policies that are recommended you 
read before making your first purchase. Also,  be cautious of your sponsor's  own 
regulations as there may be some additional restrictions. Listed below are the 
policies that can be found at http://www.tennessee.edu/policy . 

 

¥ FI0405 PURCHASING -  GENERAL POLICIES  

¥ FI0415 PURCHASING -  REQUISITIONS AND PURCHASE ORDERS  

¥ FI0530 PROCUREMENT CARDS  

¥ FI0505 PROCESSING AND PAYING INVOICES  

¥ FI0515 PAYING CONTRACTORS  

¥ FI0410 PURCHAS ING -  BIDDING REQUIREMENTS  
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9.5.1  Purchase Limits  

9.5.1a Purchases of goods and services up to $5,000.00  
 
Goods and services may be purchased directly and paid by either procurement card 
(p -card) or the vendor may directly  bill the U niversity. (See sectio n 9.6 for further 
information regarding the use of procurement cards). In addition, an individual can 
purchase items with personal funds and be reimbursed through a petty cash 
reimbursement form, T-44 . 

 
9.5.1b Purchases over $5,000.00 and up to $25,000.00  
 
This requires a purchase requisition processed through the IRIS accounting system 
and the Purchasing Department. At least three bids must be solicited.  
 
9.5.1c Purchases over $25,000.00  
 
This also requires a purchase requisition and the assistance of the Purchasing 
Department. A formal sealed bidding process must be done with a minimum of 15 
bids solicited.  

 

9.6  Procurement Cards  

The p - card program,  available at the U niversity, was established as a means to 
provide more efficient, cost -effective alternativ e for departments to make purchases 
more easily, save time and money by consolidating paperwork ,  and make timelier 
payments to vendors. It also reduces the need for a departmental petty cash 
account. P -cards can be used to make purchas es up to $5,000 per t ransaction. 
Because of the ease of use, this process is heavily monitored and audited to ensure 
correct usage. The fiscal policy also contains a list of unauthorized uses such as gift 

cards, personal use, and use for travel expenditures. For more informati on, visit 
http://www.tennessee.edu/policy  and search for Òprocurement cardÓ to review the 
fiscal policy.  
 

9.7  Invoice Vouchers  

Most goods and services under $5,000 can be purchased and paid by an invoice 
vou cher. The departmental specialist enters these payments into IRIS for payment 
and payment is subject to approval by department head or other designated 
authorized person. However, in some cases, further review and approvals are 
necessary, such as for trave l reimbursements and payments for personal services. 
Advance payments and payments to an individual for services must complete 
additional forms T - 29 and T - 27, respectively. Visit http://www.tennessee.edu/poli cy  
and search for ÒinvoicesÓ for guidance on proper procedures  on p rocessing and 
paying invoices.  
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9.8  Purchase Requisitions  

If you need to purchase an item or services for your sponsored project costing over 
$5,000 , then you must follow University guide lines for submitting a purchase 
requisition. Individuals do not have the legal authority to enter into contract s;  thus ,  
you need to work with the Purchasing Office. This process can be time consuming; 
therefore, you need to allow plenty of time to complete  this process. The information 
needed to complete the purchase requisition is as follows: suggested source ,  source 
address ,  date needed ,  quantity ,  description , estimated costs , and  WBS element or 
cost center to be charged. Please consult fiscal policies fo r a review of the steps 
involved.  

 

9.8.1  Non -Competitive Purchases (Sole Source 
Contracting)  

There are times when a sponsored project has specialized needs that require  a 
specific vendor. Listed below are two such situations that warrant sole source 
contra cting:  

¥ Only one product or service can meet the specific need and the required 
product or service is available from only one source.  

¥ Compatibility or consistency with past acquisitions of products or services is 
essential (e.g., avoiding additional costs b y changing the supplier of the 
product or service).  

Departments that meet these situations are required to complete the Justification  for 
Non -Competitive Purchases and Contract  form  (Link).  
 

9.9  Framework Orders  

Framework orders are purchase orders that ma y be for non - specific purchases. The 
University has framework orders established with several vendors for discount prices 

and should be utilized as much as possible. Listed below are the more commonly 
used vendors.  
 

9.9.1  Staples, Inc.  

Staples, Inc. has b een chosen to be the supplier of the UniversityÕs office supplies. 
Departments can order supplies from their website and Staples will deliver to their 
office the next day. Payments can be made either from a p -card or invoice against 
the framework order.  
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9.9.2  Dell Marketing Inc., Gateway Companies Inc., 
Pomeroy Computer Resources, APPLE Computer  

The U niversity has several framework orders for many computer choices and 
computer accessories. However, the purchasing of all computers must be made 
through the  Office of Information Technology (OIT). Please see their website for 
ordering: http://oit.utk.edu/ . 
 

9.9.3  United Parcel Service  

United Parcel Service (UPS) is the vendor of choice for all shipping and express 
deliver y of packages and letters for both domestic and international locations. UPS 

offers pickup and delivery services to your department.  
 
Additionally, departments may create their own framework purchase order if a 
particul ar vendor is to be used multiple  time s for purchases exceeding a combined 
total of more than $5,000 over an extended period. This reduces the paperwork a 
department needs to submit since one purchase order would be needed for the 
repeat purchases.  
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10.  RESEARCH-RELATED POLICIES  

Below is a list of policies that can be accessed through the University of Tennessee 
Policy Search web site at http://www.tennessee.edu/policy . 
 
Fiscal Policies Exclusive to Sponsored Programs  

¥ Cost Sharing  Policy No.:  FI0210  

¥ Cost Transfers  Policy N o.:  FI0220  

¥ Program Income  Policy No.:  FI0235  

¥ Sponsored Grants and Contracts  Policy No.:  FI0205  

¥ Subcontract Monitoring  Policy No.:  FI0230  

 

Other Fiscal Policies  

¥ Advance Payment to Vendors  Policy No.:  FI0510  

¥ Conflict of Interests  Policy No.:  FI0125  

¥ Contracts  Policy No.:  FI0420  

¥ Entertainment  Policy No.:  FI0715  

¥ Equipment  Policy No.:  FI0605  

¥ Information Technology Resources  Policy No.:  FI0805  

¥ Insurance (Worker s' Compensation, General Liability, Automobile Accident 
Claims, and Property)  Policy No.:  FI0135  

¥ Internal Transfers  Policy No.:  FI0520  

¥ Motor Pool  Policy No.:  FI0725  

¥ Paying C ontractors  Policy No.:  FI0515  

¥ Procurement Cards  Policy No.:  FI0530  

¥ Purchasing -  Bidding Requirements  Policy No.:  FI0410  

¥ Purchasing -  General Policies  Policy No.:  FI0405  

¥ Purchasing -  Purchasing Equipment Under Capital Lease Agreements  Policy 
No.:  FI0440  

¥ Purchasing -  Requisitions and Purchase Orders  Policy No.:  FI0415  

¥ Receiving Materials  Policy No.:  FI0430  

¥ Records Management  Policy No.:  FI0120  

¥ Surplus Property  Policy No.:  FI0610  

¥ Travel  Policy No.:  FI0705  



UT Knoxville Office of Research Proposal Development Manual  74  

Human Resources Policies  

¥ Annual Leave (Vacation)  Policy No.:  HR0305  

¥ Compensation Philosophy  Policy No.:  HR0405  

¥ Days of Administrative Closing  Policy No.:  HR0320  

¥ Disciplinary Action  Policy No.:  HR0525  

¥ Drug -Free Campus and Workplace  Policy No.:  HR0720  

¥ Educational Assistance (Fee Waiver)  Policy No.:  HR0330  

¥ Educational Assistance (Student Fee Discount) for Spouses and Dependent 
Children of Employees  Policy No.:  HR0331  

¥ Employment Status  Policy No.:  HR0105  

¥ Equal Employment Opportunity and Affirmative Action  Policy No.:  HR0220  

¥ Family and Medical Leave  Policy No.:  HR0338  

¥ Overtime Compensation  Policy No.:  HR0445  

¥ Probationary Period  Policy No.:  HR0135  

¥ Salary Rates  Policy No.:  HR0470  

¥ Sexual Harassment  Policy No.:  HR0280  

¥ Sick Leave  Policy No.:  HR0380  

¥ Sick Leave Bank  Policy No.:  HR0382  

¥ Title Lists  Policy No.:  HR0165  

¥ University Code of Conduct  Policy No.:  HR0580  

¥ Workers' Compensation  Policy No.:  HR0397  

 
Safety Policies  

¥ Biological Safety  Policy No.:  SA0450  

¥ Emergency Management  Policy No.:  SA0200  

¥ Hazardous Material Safety  Policy No.:  SA0400  

¥ Ionizi ng Radiation Safety  Policy No.:  SA0300  

¥ Laser Safety  Policy No.:  SA0500  

¥ Reporting Safety and Health Concerns  Policy No.:  SA0600  

¥ Safety and Environmental Health Program  Polic y No.:  SA0100  

¥ Safety and Environmental Health Responsibilities  Policy No.:  SA0700  

¥ Safety Committee  Policy No.:  SA0800  

 


