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POLICY
The faculty and staff are encouraged to participate in sponsored research, creative activities, and
in efforts designed to improve the academic programs, facilities, and equipment of the university.
The administration will assist the faculty and staff members in seeking funding for such activities
and in utilizing available institutional resources for this purpose.
PROCEDURES
The Director of Research Assistance is responsible to the Director of Business and
Administration for coordination and administration of all applications for research/grant funds
exclusive of the Institute of Atmospheric Sciences and South Dakota economic development
grants. The Research Office will help in providing information on possible sponsorship,
application formats, and deadlines. Requests for assistance with budget preparation should be
directed to the Office of Sponsored Programs.
In general, the following steps are involved in the preparation of a proposal:
1.

Obtain information on potential sponsors and their application requirements.

2.

Make contact with the potential sponsor to assess the relevance of the proposed
research or program to the mission of the agency involved. This is especially
important if the proposal is unsolicited. Inquire at that time whether the agency
advises or will entertain a pre-proposal or "idea letter" in order to permit an initial
evaluation of the intended research. If a dollar amount will be included, follow
procedure #5 below. This approach could serve to preclude the unnecessary
expenditure of time and funds in the preparation of a formal proposal which might
be destined for rejection.

3.

Inform the Director of Research Assistance of your plan to submit a proposal.
With assistance from co-investigators, as appropriate, prepare an initial draft of
the formal proposal following the format recommended by the potential
sponsoring agency.

4.

Peer reviews of the proposal draft are strongly recommended. Upon request, the
Director of Research Assistance will review drafts for format, editorial
consistency, and clarity.

5.

The following procedure is required for the preparation of the budget:
A.

Submit a completed "Request for Proposal Budget" form (see Attachment
A), along with a complete copy of the potential sponsor's guidelines, to the
Office of Sponsored Programs at least five (5) working days before you
need the budget, if possible. This does not have to be the date due to the
sponsor.
This form is a guide that assists principal investigators in summarizing
budget components. Forms may be obtained from the Research Office or
the Office of Sponsored Programs. The Office of Sponsored Programs will
prepare the proposal budget within five (5) working days, if possible.

B.

Specify also any special provisions (such as no travel allowance, limited
indirect costs, etc.) required by the sponsoring agency's guidelines.

C.

If the institution is being requested to contribute financially to the program
through cost-sharing or matching funds, follow the applicable provisions
of the cost-sharing policy specified in the Tech Policy Manual (V-C-04).
The principal investigator is required to obtain a written commitment for
matching funds, before proposal and budget preparation if possible
(sample memos are available from the Research Office). Any matching
funds or cost sharing commitments require the approval of the Director of
Financial Services prior to the proposal submission.

D.

Review the budget to ensure consistency with any guidelines provided by
the sponsor and recommend revisions as appropriate. Review the program
requirements and budget with the cognizant department head(s) to ensure
that teaching commitments and other contractual obligations can be met if
the proposal is funded.

E.

Have the typed version of the final budget approved by the Office of
Sponsored Programs before submitting the proposal.

NOTE: The final typed version of each and every pre-proposal and proposal
budget, new or revised, MUST be reviewed and approved by the Office of
Sponsored Programs BEFORE it can be submitted to any external funding
source.
6.

An "Internal Proposal Checklist" will be provided by the Office of Sponsored
Programs. When the budget has been finalized, the completed checklist and a
copy of the proposal are required by the Research Office. This checklist is used
to prepare the "Notification of Intent to Apply for External Funding" for the
Board of Regents.

7.

For every proposal, the Research Office needs a separate cover page (sample
available from the Research Office) with the signature approval of the following
individuals:
A.
B.
C.
D.

Principal investigator and any co-principal investigators
Heads of the departments or other entities to which the
investigators are assigned
The Director of Business and Administration or designee
The Director of Research Assistance or designee (not required on
IAS proposals); or, if appropriate, the Director of Economic
Development

8.

Each proposal requesting industrial support must include a copy of the draft
Research Agreement for Industrial Sponsorship available from the Research
Office (Attachment B).

9.

Duplicate and submit the required number of copies to the sponsoring agency,
with an appropriate letter of submission. Internal distribution of the entire
proposal package must include the following:
A.
B.
C.

10.

Department Chair or Supervisor - one copy
Research Office - one copy
Office of Sponsored Programs - one copy

Other Provisions: For certain proposals there is a limit to the number of
applications which may be submitted per institution. For assistance and
information regarding the procedures involved in requesting funds for such
grants, please contact the Director of Research Assistance.
If a proposal required confidential treatment of the results of proposed research,
or the use of information proprietary to the sponsor, you are requested to discuss
appropriate measures with the Director of Research Assistance. It is the general
policy of SDSM&T not to become engaged in classified work requiring federal
security clearances.
It is also the general policy of SDSM&T not to enter into any contractual
agreements for research with state and federal agencies which do not entitle the
institution to entire right, title, and interest throughout the world to each invention
deriving from such research. Any variance from this policy is subject to the
approval of the President in response to a written justification submitted to the
Patent Officer. Refer to the Tech Policy Manual for the policy on employee
disclosure of inventions and information on the new patent law (V-C-02).

Departments must apply the funding generated from "released time" research
activity toward the reduction of the instructional workload of persons engaged in
such research activity. It is recommended that the workload reduction be
accomplished during the period of time that the individual is engaged in the
research activity. Refer to the Tech Policy Manual (V-C-06) for more
information.

*Revised 8/8/94 to reflect changes in titles
*Revised 4/29/93 and 1/15/94 to reflect changes in procedures.

