
Instructions for Completing

Transmittal Sheet for Contract/Grant Proposal

General Instructions

1. All Proposals and Contracts must be routed through the Office of Academic Services for appropriate signatures and mailing.  Please allow five (5) working days processing time.

2. Attach a completed copy of this Transmittal Sheet for Contract/Grant Proposal to the front of each contract or proposal.

3. Attach an itemized budget showing details of Indirect Costs, In-Kind Match, and Cash Match, including line item account number for source of Cash Match.

Instructions for Form Completion

4. Part 1 - Complete all sections of Part 1 (Funding Agency Data).  

A. Check one block in the first box to indicate type of funds requested, if Federal enter CFDA#.

B. Complete the date the proposal must be received by funding agency (or postmark date, as applicable).

C. Complete name of and identifying information of agency from which funds are requested.

5. Part 2 - Complete all sections of Part 2 (Project Information)

A. Insert title of grant, name of project director(s), and a brief description of proposal. Insert name of requesting department and project director/principal investigator.

B. Insert amount of funds being requested.

C. Complete % of indirect cost.

D. Complete total amount of in-kind contributions and attach detailed list of items considered (example: sq. footage of office space, cost of phone, utilities, salaries, etc.).

E. Cash Match – This section is to be completed on all proposals.  If no cash match is requested, enter “0” on amount line.  If cash match is requested, also include budget line item number.

F. Project Director(s) must sign and date form.

6. Part 3 – Equipment Purchases.  If hardware/software is to be connected to the University Network, the signature of the Dean of Information Technologies is required

7. Part 4 - Signatures of Project Director’s Cost Center Head and Vice President must be completed.  For academic department’s, signature of Dean is also required.  All proposals with cash match must be approved by the Executive Council and must include signature of Executive Council member.

8. Part 5 - All indemnity clauses must contain wording as shown.

9. Part 6 - Compliance Review section must be completed for all research involving human subjects, animals, or other controlled use.  Appropriate notice of compliance must be attached.

10. Part 7 - Transmittal Sheet must be reviewed and signed by Assistant Vice President for Academic Services prior to submission of proposal.

