Western Oregon University

FACULTY-INITIATED GRANTS

Western Oregon University encourages its faculty to obtain external funding for the University’s programs, for research, and to pursue individual support for professional activities.

This guide is intended to help faculty members develop and shepherd an idea through a process that will maximize its chances for funding. 
For more information please contact: 
Niki Young, Director

Center for Teaching and Learning

Western Oregon University

345 North Monmouth Avenue

Monmouth, OR 97361

Phone: (503) 838-8895

Fax:     (503) 838-7484

Email: youngn@wou.edu
Steps in the process:
1. The faculty member has an idea for a project. 
2. The faculty member identifies a source of funding for the project. 
3. The faculty member requests information from the funding agency. 
4. The faculty member begins the grant development process, informing the Division Chair and Dean, and meeting with the Director of the Center for Teaching and Learning, and writing a proposal. 
6 weeks before the deadline. 

The faculty member and the Director of the Center for Teaching and Learning will establish a timetable, working backwards from the deadline, to ensure that it will be feasible to complete the process in time. The faculty member has the subject matter expertise and will typically draft the proposal. The Director of the Center for Teaching and Learning is available to answer questions and help guide the proposal through the institutional review process. 

Proposal components: Typically, a proposal will include an application, a narrative, a budget, curriculum vita of the principal investigators and project directors, approval of the Institutional Review Board, letters of support, and a signed Proposal Routing Form. 

4 weeks before deadline
Complete gathering of information needed for proposal.                        

3 weeks before deadline
Complete first draft of proposal.

2 weeks before deadline
Complete first revision of proposal and circulate draft to (internal) reviewers. Begin seeking approval and signatures on the Proposal Routing Form. 
1 week before deadline
Prepare final proposal, incorporating any suggestions from reviewers.  Mail proposal.

5. Obtain approval and signatures on the Proposal Routing Form: When the grant application deadline is approximately two weeks away, the faculty member needs to begin the proposal approval process at WOU. This may occur in parallel with the completion of the grant documents. 
A. The faculty member obtains a Proposal Routing Form from the WOU Business Office or the Center for Teaching and Learning (or downloads a copy of the form from the link). 
B. The faculty member completes the top 2/3 of the form (down to the Approvals section), recording required project and cost information. 
C. The faculty member submits a copy of the completed grant proposal and the original Proposal Routing Form to the WOU Business Office. 
D. The Business Office reviews the Routing Form (referring to the grant proposal as needed) for budgetary and regulatory issues. 
E. If changes / clarifications are required, the Business Office works with the faculty member to ensure that the changes are made in the grant proposal and/or Routing Form. 
F. First approval: When the Routing Form is complete and correct, the Business Office approves it and returns it to the faculty member for further signatures.  Rationale: The Business Office reviews the proposal for accuracy and completeness of budgetary computations and for compliance with governmental regulations. 
G. Second set of approvals: The faculty member obtains signatures from the Division Chair, Dean, and Vice President for Finance and Administration.  Rationale: The Division Chair reviews the proposal to ensure clarity on the commitment of resources (i.e., faculty release time, equipment and space). The Dean reviews the proposal to coordinate the commitment of resources throughout the College.  The Vice  President for Finance and Administration reviews the proposal to coordinate the commitment of resources across the University.
H. Third set of approvals: If DEP or summer session credits are involved in the grant, the faculty member must obtain the signature of the Executive Director of the Division of Extended Programs. Rationale: The Executive Director reviews the proposal to ensure DEP involvement in proposals that affect their programs. The faculty member needs to obtain the signature of the Vice President for University Advancement as well. Rationale: The Vice President for University Advancement reviews the proposal to coordinate fundraising efforts across the University.
I. Final approvals: Now, the faculty member obtains the approval signatures of the Provost and the President. Rationale: The Provost reviews the proposal to ensure continuity with the University’s academic mission. The President reviews the proposal to ensure awareness of research projects and commitment of the University to their success.
J. The faculty member returns the original Proposal Routing Form and copies of the executive summary and final budget of the grant to the Business Office.

K. The faculty member submits the proposal to the funding agency. 
L. The Business Office retains copies of the proposal documents. If the grant is awarded, these documents become part of the grant file, which is kept for six years after the end date of the grant. If the grant is not awarded, these documents are retained for 18 months beyond the grant application deadline. 

If the proposal is funded

If funding is approved, the President of Western Oregon University or another person designated as the contact will receive a letter from the foundation conveying the good news and stating the amount of the grant.  The foundation is free to grant the full amount requested or a smaller amount, at its discretion.  The letter will usually also state that the grant is made on the condition that the money is used for the purpose described in the proposal.  Any substantive changes in the project, including the budget, must receive the prior approval of the foundation.  Normally the foundation will require a final report, and possibly one or more interim reports, on the project by a specified deadline or deadlines.  The final report will describe how the funds were used and whether the goals were achieved, and will demonstrate that all of the grants funds have been spent.

For further information on faculty-initiated grants, including tips on developing an effective proposal, please go to www.wou.edu/provost/CH   
