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SCOPE:
This Standard Operating Protocol (SOP) sets forth certain procedures and understandings that will serve to foster the submission of proposals for external funding and manage those agreements effectively.  
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Part I – Preparing, submitting and managing BME proposal budgets, budget justifications and resulting post award matters associated with trans-institutional transactions:

A.
Proposal Budget Preparation – Pre-Award:

Consistent with the Memorandum of Agreement dated December 31, 2004 between NC State University and the University of North Carolina Chapel Hill establishing their mutual understanding on the management of the Joint Department of Biomedical Engineering (BME):

1.
BME will prepare internal budgets in estimating the total project budget.   If faculty members from only the prime institution are involved then an internal budget may not be necessary.  If faculty from both institutions will be involved then an internal budget from both institutions’ should be prepared.

2.
Combine the two internal budgets to make one external budget for submitting to the sponsor for their consideration.  All budget categories proposed by both institutions should be consolidated and merged together as if the department were from one institution.

3. On the budget justification, describe the nature of the trans-institutional BME department using a statement similar to the following:

“The University of North Carolina at Chapel Hill (UNC) and North Carolina State University (NC State) are two of the 16 higher education institutions encompassing the University of North Carolina System.  The UNC-NC State Joint Department of Biomedical Engineering is a trans-institutional department formed by an act of the North Carolina state legislature.  This innovative multi-disciplinary department was created to fully capitalize on the strengths of the two premier research institutions:  UNC with its world class School of Medicine and medical center; and NC State with its world class College of Engineering.  Coupling the engineering prowess of NC State with the biomedical capabilities of UNC has set a new standard of excellence in multi-disciplinary research, instruction and public service within academe.

An important reason for joining the Biomedical Engineering department was to facilitate trans-institutional research and education collaborations.  When a member of the Joint Department of Biomedical Engineering is an investigator supported by a sponsored program, funds that flow between UNC and NC State do so under an umbrella Memorandum of Agreement with established operating protocols.  This agreement with its protocols eliminates the normal administrative boundaries that exist between two institutions so that sponsored agreements are handled seamlessly by the department and no sub-agreement arrangements are necessary between the Joint Department of Biomedical Engineering’s parent institutions.”

B.
Pre-award internal approvals for proposals submitted to external sponsors

1) The prime institution shall secure necessary internal approvals using their system prior to submitting proposals.

a. Prime institution will secure internal approvals for the entire project and for its involved faculty.

b. Subsidiary institution will secure internal approvals for their portion of the project based on internal budgets prepared by the BME department showing the distribution of budgets once awarded.

2) These approvals and corresponding budgets will not be reported externally but will be maintained internally for purposes of establishing an audit trail of proposing and accepting awards.

3) The entire proposal should be presented to the subsidiary institution during the approval process.  However, the approval process shall not be delayed by the subsidiary institution’s review and approval process.  To the extent circumstances warrant a rejection by the subsidiary unit after the proposal has been submitted, a resolution will be arbitrated between the BME Department Head and the respective Associate Vice Chancellor’s for Research Administration from NCSU and UNC.

C.
Negotiations, Account Establishment, Invoicing and Financial Reporting – Post Award:


All award negotiations will be handled by the prime institution.


Where faculty from both institution’s are involved in a funded project, the BME department will be responsible for managing at least 3 ledger-5 projects:  One to receive the main award at the prime institution; one to send funds from the prime institution to the subsidiary institution; and one at the subsidiary institution to receive funds from the prime institution.  Following are some details behind this logic:

2) The prime institution shall establish a ledger 5 account for the entire award.

3) To the extent there are co-I’s from the subsidiary institution, the prime institution will establish a subproject ledger 5 that maps to the primary/main ledger 5 and transfer the amount of budget expected to go to the subsidiary institution from the primary/main project ledger 5.

i. The BME department will prepare a ”Project Distribution” form (see appendix A):
ii. Send completed form to the primary institution for the establishment of the subproject ledger 5 outlined in step 2 above.  Primary institution will establish the subproject ledger 5 and inform the BME department of this number expeditiously.
iii. Send completed form (concurrently) to subsidiary institution for establishment of the subsidiary ledger 5.  Subsidiary institution will establish the subsidiary ledger 5 account/project and inform the BME department of this number expeditiously.
iv. To the extent either the primary or subsidiary institutional research offices identify substantive issues with the requests, they will inform the BME department for prompt resolution.

The memorandum will include the proposal number assigned by the subsidiary institution and the subproject ledger-5 (the one established in preceding sentence) number from the prime institution, the subsidiary institution’s internal budget and the award documents received by the prime institution and forward the memorandum and supporting documentation to the subsidiary institution’s sponsored research office.
4) The subsidiary institution will invoice the prime institution monthly and in detail.

5) The prime institution shall pay the invoices from the subsidiary institution from the subproject ledger 5 account.

6) The prime institution shall invoice and report financial status to the sponsor consistent with how the proposal budget was prepared and submitted to the sponsor.

i. The prime institution will consolidate all detailed expenditures from their primary ledger 5 project and the details of the invoices submitted by and paid to the subsidiary institution.  The invoice will be presented using only those expenditure-objects and sub-objects used in establishing the proposal budget that was presented to the sponsor.

ii. The BME department must closeout the subsidiary institution’s ledger 5 project well in advance of close-out due dates at the prime institution so as to ensure timely and compliant closeout at the prime institution.

Part II – Overhead Distribution Metrics

The primary institution shall recover all facilities and administration (overhead) receipts and distribute according to that institution’s existing policies as may be changed from time to time without modification of this SOP.  Annually, prior to overhead distribution, the BME department (in direct partnership with the post-award Sponsored Research Offices of the respective institutions) will evaluate the equity of cross-institutional overhead distributions using logic appropriate to such a comparison.  It is anticipated that such logic will include the physical location of researchers; calculation of the “possible” overhead recovery on all subsidiary projects that do not bear indirect costs using the rate allowed by the project; comparing the total overhead receipts generated by the department at each institution and making an equity adjustment by sending a portion of the overhead receipts between the institution’s to bring the distribution into parity.

Part III – Responding to limited submission opportunities.

From time to time, the BME department will be eligible for and interested in submitting applications to programs limiting the number of applications per university.  In this case, the BME department’s unique position as a single department crossing two institutions presents unwarranted advantages and, more importantly, the potential for distinct disadvantages.  Therefore, the following protocol shall be employed by both institutions in selecting those proposals to be submitted in response to a limited submission solicitation:

1) Identify the prime institution (the institution home of the lead PI).

2) Submit the primary institution's proposal to its own internal review and selection process to decide which proposal(s) will be submitted from that institution.

7) Work closely with both institutions’ funding and proposal development units to ensure submission by the BME department will not compromise both institutions’ ability to submit the maximum allowable number of proposals.

Remove all of this, it is redundant to the form…








